
Student Officer Instructional Guide

Arne-Jan Vos & Frans Rotteveel Mansveld

Leiden Model United Nations Foundation



De auteursrechten van dit werk behoren toe aan de Stichting Leiden Model United Nations. Gebruik is
toegestaan onder bronvermelding. c©Stichting Leiden Model United Nations 2012.

The copyrights of this work belong to the Leiden Model United Nations Foundation. Use of it is allowed

with reference. c©Stichting Leiden Model United Nations 2012.



Contents

1 Introduction 5

2 Research Reports 7
2.1 Writing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7
2.2 Tips and Tricks . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

3 Lobbying 11

4 Course of debate and Rules of Procedure 13
4.1 Course of debate . . . . . . . . . . . . . . . . . . . . . . . . . . . 13
4.2 Amendments . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14
4.3 Points and motions . . . . . . . . . . . . . . . . . . . . . . . . . . 15
4.4 Ad-hoc debate . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19

5 Chairing the debate 21
5.1 Chairing in general . . . . . . . . . . . . . . . . . . . . . . . . . . 21
5.2 Possible problems . . . . . . . . . . . . . . . . . . . . . . . . . . . 22

6 Conclusion 25

A 27
A.1 Useful sources and websites . . . . . . . . . . . . . . . . . . . . . 27
A.2 Points and motions . . . . . . . . . . . . . . . . . . . . . . . . . . 28
A.3 Other actions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 29
A.4 Formules fixes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 30

3



4



Chapter 1

Introduction

In this booklet we will explain all the basic aspects of chairing at a Model United
Nations conference. From research reports to Rules of Procedures and from the
lobbying process to keeping order during the debate, we have included it.

During several conferences, we noted that the quality of debate is highly
dependent on the quality of the Student Officers, especially in committees with
inexperienced delegates. We found that it is difficult to find enough good Stu-
dent Officers for conferences. One of the reasons for this problem, is the fact
that many delegates are reluctant to submit an applications for such a position.
By writing this instructional guide and setting up a Student Officer training,
we hope to make the ‘next step’ into your MUN career easier and give you
confidence for your first experience as a chair.

We ourselves enjoyed presiding committees very much and hope that you
will do so too. It gives you a lot of new insights in the debate and adds another
dimension to MUN. It has even been said, that only chairs actually know how
to be a good delegate, which makes being a Student Officer even more valuable.

We hope you will enjoy this booklet and the course. We have tried to make
it comprehensive, yet complete without too many elaborations about gaveling
etiquette and the history of the point of parliamentary inquiry in various parts
of the world.

ANJV & FGRM, May 2012
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Chapter 2

Research Reports

Writing a research report is an important duty of the Student Officers. Not
only does it provide them with the necessary knowledge about the issues, it also
forms the basis of the research for the participating delegates. Despite these
important functions, research reports are often neglected or under appreciated
by Student Officers. In this chapter, a short summary of the contents of a
research report, will be given as well as some practical tips and guidelines for
writing them.

2.1 Writing

While writing a research report, its main purpose should always be in your
mind: a fair, balanced and solid basis for all the delegates’ research. You should
therefore try to write an introduction to the subject. In this introduction you
should begin with defining the issue. After that, you give a glossary in which
you include the definition of key terms. Keep in mind that dictionaries can be
wrong in these instances, as you are often describing a specific and not a general
situation.

Once you have properly defined the problem, you can start by describing
it. Why is the situation problematic? Which effects does it have and which
groups or areas suffer from it? This way the first thing you do is really telling
the reader what is going on and who’s is suffering from it.

After you have described the problem you should write about the history
of the problem. In certain cases this can be very short, because the problem
is only just occurring, in other cases it might be a quite lengthy discussion,
because of the long history a certain problem has, e.g. the Israeli-Arab Conflict.
Try to refrain from interpreting too much of the history and stick to describing
and reporting the facts. In this section you should also describe any previous
actions concerning this topic. Have there been any conferences on it? Did
countries enact legislation to counter the problem? Is there an international
rapporteur on this topic? This should give the delegates a good idea of what
has been going on in this area and which solutions have already been tried and
(partially) failed.

In addition to these parts, the most important ones, you could give some
possible solutions, but be careful! Never only give one or two. Always give more,
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as otherwise you might thwart the debate. Besides, you should keep in mind
that you are to be impartial. If you give a solution favouring some countries,
always give another solution favouring the opponents as well. If you cannot
think of any opposite solutions, don’t start giving solutions in the first place,
because it might damage your impartiality.

After the part describing your issue, include two more lists. One list of the
parties involved with a short summary of their position and a second list with
references where your delegates can find more information for their own research.
The websites of UN and others NGOs can be very useful in this perspective,
but also the website of UN delegations, the BBC and educational institutes can
provide a lot of information. At the end of this booklet you will find a list of
websites we recommend for general research (attachment 1).

Whenever you are writing anything in your research report, make sure you
state your sources. Preferably this should be done by using notes in the text and
a literature list at the end. Not only can this prove helpful for your delegates
when they are looking for relevant texts, it also increases your own credibility
and is legally required. If you quote a text, make sure that it is recognisable as
a quote using quotation marks and a note right after it. Do not quote too much.
Try to rewrite pieces in your own wording, still using notes by the way, so that
you produce a fluent text and not a collection of copy and paste additions.

2.2 Tips and Tricks

• Start researching your issue before writing anything down.

• Make a list of terms you want to search on and keep track of which ones
you’ve already used.

• Beware of biased information: check, check and double check!

• Keep track of all sources you visited, noting where you got which infor-
mation, so that you can easily make the annotation.

• Depending on the conference you are attending, you can refer to English
or German Wikipedia in your notes. A possibility to avoid this, is to check
the sources given there and then use these in your note. You can always
include it in your literature list. If a conference does not allow you to use
Wikipedia at all, you can always start reading Wikipedia articles, which
will give you a general view of the issue, and use the sources given in the
articles.

• If you think you have researched enough, start by making the structure of
your research report and selecting the information you want to provide.

• When you have your structure, just start writing. Don’t wait for the
cursor to bleep another time, but get rid of the blank page! However
crappy these first pages may be, it gives you material you can work with.
Looking at a white screen with a black flickering cursor is one of the most
demotivating experiences you can imagine.

8



• Don’t make the annotation once you’ve finished your text, but make it
directly after you’ve written a piece in which you used information of a
source.

• Don’t use explanatory notes: incorporate the information, if necessary, in
your text.

• If you have trouble starting, first make a list of things you want to say.

• Don’t be afraid of making mistakes in your draft. It is a draft, so you can
change, edit and revise it.

• First, focus on the content of your report, then start checking the layout,
spelling and grammar.

• Ask others to read your draft and give you feedback.

• Let your report rest a few days before checking it.

• Print your text, get a pencil and check using a hard copy.

• Take the time.

• If you are uncertain about something, don’t hesitate to ask your MUN
director, secretary general or send an e-mail to a NGO concerned with the
issue.

• Good writing is deleting: don’t be afraid to kill your darlings. Only write
down things on a ‘need to know’ basis, and leave the rest out.

• Make one fluent text, using as less bullet lists, as possible.
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Chapter 3

Lobbying

Some will argue that the lobbying during MUNs is somewhat dull, especially
for Student Officers, as it seems that they do not have much to do. This last
part is, however, not true at all. A Student Officer can influence the outcome
of the debate best during this lobbying process. In this chapter, the role of the
Student Officer during this process will be explained and the communication
with the approval panel will be discussed. This last part will be in very general
terms, as the procedure of approval differs at various conferences.

During the lobbying process, a Student Officer should remain in contact with
the delegates. Walk around your committee room and see what they are up to.
Not only will you be able to have a better overview, you will even be able to
influence a resolution here and there. Don’t push your own opinion through,
but suggest that there might be another solution, which could possibly be fit in
the resolution at hand. This way you can ensure a better outcome of debate.
You should however make sure again, that your influence is not perceived as
being partial. It is recommended that you give advice to lobbying delegates,
but if you’re helping one camp, try to help the other as well.

During your round through the room, keep track of the different lobby groups
and how far they are in preparing their resolutions. If you see a possibility to
merge, make the involved delegates aware of this. Tell that they’ll have to
compromise at some point, if it’s not during lobbying, then it will be during the
debate, but again, do accept the fact that they might just not want to merge.

At most conferences, the Student Officer will have to sign the resolution
at some point, so that the approval panel can process it. Before signing, the
Student Officer is expected to have read the resolution and looked if he can find
any flaws in the content. This includes wrong policies, such as the US wanting
to sign the Kyoto protocol. Do this carefully! When you see a mistake, say
so. Weakness in a resolution, is not a mistake however. If delegates submit a
resolution which will not have an result at all, you should allow it, after pointing
out that you think the resolution will not accomplish much. This might be the
strategy of certain member states to ensure nothing is done about a problem,
which is in their favour. If the conference organisation tells you that you should
not have signed a resolution for that reason, and that reason only, explain them
why you did not sign the resolution. But again, if it contains factual mistakes
or if countries do not adhere to their policies anymore, send the resolution back.

It is important to remember that the Student Officers are responsible for
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both language and content of resolutions. The approval panel is nothing but a
last check to make sure everything is in order. It has to look at the resolutions
of all committees, so please be aware: if you, as a Student Officer, do your work
as you should, the approval panel will have to do less and can work faster so
that you have your resolution sooner and the delegates can debate longer.

After you have sent a resolution to the approval panel, you can only wait.
The approval panel will check the resolution on spelling and grammar, and
sometimes on factual contents too. Please keep in mind that it has to process
the resolutions of more committees than just yours, which sometimes can cause
delays. Even though you might want to get on with the debate and need res-
olutions, stay polite. If you haven’t received any word after, for example, half
an hour after you sent the resolution forward, go to the approval panel and
ask if there’s anything wrong. It happens more than often that the delegates
themselves forget to hand the resolution in, put it in the wrong pigeonhole, or
did something else, causing the delay.

In short: don’t be afraid to intervene during the lobby process, make sure
you are impartial, only reject resolutions if a factual mistake has been made and
remain well-mannered when corresponding with the approval panel. If you do
this, lobbying will go just fine.
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Chapter 4

Course of debate and Rules
of Procedure

This chapter focuses on a normal debate in non-ad-hoc committees. At the
end of this chapter some words will be devoted to the differences between this
and ad-hoc debate. We would like to emphasise that these are the normal
procedures. They are not, however, the eleventh commandment. In the chapter
Chairing the debate we will discuss in which occasions you can deviate from
these Rules of Procedure and in which cases it is even for the best to do so.

Once one or more resolutions have been approved, copied and delivered, the
chair can start the debate. Tell the delegates five minutes before you would
like to start that you are going to open the debate and try to locate missing
delegates. Ask all delegates to take their seats and start with a roll call. If there
is more than one resolution that can be discussed, the chair should have a vote
on the order in which they will be brought before the committee.

If there are two options the vote should be simple and plain forward: the
chair ask who wants A and who wants B and the majority carries it. If there
are three or more options who should have several rounds of vote and after
each round drop the option which received the least votes for the next vote.
For example if there are four resolutions A, B, C and D. In the first round you
count the votes for A, B, C and D. If B has the least votes, the next vote will
be between A, C and D. After that, if C received the least votes, the vote will
be between A and D and a final vote will determine whether A or D will be
discussed first.

Once the order is decided, you can ask the main submitter of the first res-
olution to come forth and read out the operative clauses. Some Model United
Nations will decide that delegates read the operative clauses themselves, instead
of reading them out. Once this is done, the chair sets a debate time and the
actual debate begins.

4.1 Course of debate

The debate starts with a speech of the main submitter. His speech, however,
does not have any other procedures than the other speeches that will follow.
Once his speech -or any speech- is concluded, you should ask if the delegate is
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open to any points of information (see below), if he didn’t already state so. At
this point, two things could happen.

1. The delegate is not open to points of information.

You should ask the delegate if he’d either like to yield the floor back to the
chair or to another delegate. If he chooses to yield to another delegate,
the chair should ask that delegate whether he accepts or not. If so, the
floor is yielded to that delegate, who can begin his speech. If not, the floor
is yielded back to the chair.

2. The delegate is open to (a particular amount of) points of information.

The chair asks any delegates wishing to make a point of information to
raise their placard. You now recognise one or more delegates, usually in
groups of two or three. If the points of information have been made and
there is still time left, you can ask the speaker if he is still open to points
of information and the process repeats itself. After the delegate closed
himself to points of information, time has run out, or no more delegates
wish to make a point, ask the delegate if he chooses to yield the floor to
either the chair or to another delegate.

Delegates can only yield the floor to another delegate, if the delegate who is
yielding received the floor from the chairperson. So if the chair yields to A, A
can yield to B, but than B cannot yield to C, but only back to the chair.

When the chair has received the floor, he asks delegates who wish to take
the floor to raise their placard. After that the chair will recognise one delegate,
after which the process of speeches, points of information and yielding repeats
itself.

This process continues until time has run out. At this point, the chair may
either decide to extend the debate time, or to move into voting procedures. He
can also ask for one more speaker in favour and one more speaker against the
resolution. When in voting procedures, the chair will explain the different voting
possibilities: in favour or against the resolution and abstention from voting.

4.2 Amendments

If a delegate has sent an amendment sheet to the chair and if he gets the floor,
he might want to introduce the amendment to the committee. He can do so by
stating that he is submitting an amendment, directly after he receives the floor.
Once he has done this, the chair will rule whether the amendment is in order.
If so, the chair reads out the amendment and, if available, projects it on the
blackboard. The chair tells the committee that it now is in closed debate and sets
the time or amount of speakers in favour and against the amendment in equal
proportion. After time in favour has elapsed, the chair will announce that the
committee will be moving to time against the amendment. Once time against
has elapsed as well, the committee moves to voting procedures, or ‘previous
question’ on the amendment.

The chair should demand complete silence during voting procedures, as del-
egates should be focused on the vote and not on their chit-chat. The chair
continues with reading out the amendments once more and telling the voting
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possibilities. Depending on the MUN you are attending, these are in favour or
against the amendment, and sometimes, delegates will be able to abstain on the
amendment. We advise that abstentions be allowed, as it is more realistic and
in committees with veto powers more fruitful for debate. If the amendment has
passed, the resolution is changed accordingly. If the amendment has failed, no
changes are made. If an amendment failed the submitter may immediately take
the floor to make a short statement. Clapping is in order, only after a passed
amendment.

During the debate time on an amendment, a delegate may submit an amend-
ment to the amendment, or as it is called, an ’amendment to the second degree’.
On an amendment to the second degree, the same procedure is followed as on
a amendment to the first degree, but normally the chair will give less speaking
time. Passing or failing an amendment to the second degree does not pass or fail
the amendment to the first degree. There is no limit to the number of amend-
ments to the second, though time usually permits only one or two. Amendments
to the third degree are out of order. If an amendment to the second degree has
passed, the chair should read out the amendment as it stands. Once an amend-
ment has passed, an amendment which states the direct opposite of the earlier
amendment is our of order.

4.3 Points and motions

During the debate, delegates will sometimes want to interrupt the procedures
or alter the course of the debate. To do this, they can use various points and
motions. Which point or motion a delegate can use, is dependent on the nature
of his request.

Points always concern the individual delegate, the chair and possibly a sec-
ond delegate, whilst a motion concerns the entire committee. Therefore, motions
always require a ”second” before they can be granted, for the same reason it is
also possible for a delegate to object to a certain motion.

4.3.1 Points

Point of personal privilege

A delegate can raise this point if he is experiencing any discomfort. This could
be an open window, which makes it chilly, the delegate’s need to have either a
short or longer visit to the loo, or the lack of the speaker’s audibility. In the last
case, a point of personal privilege may be raised even whilst the floor is taken.
This is the one and only instant in which a point or motion may interrupt the
speaker. This is the only point, against which can be objected, as for example
closing a window could cause discomfort to another delegate.

Point of order

Used by delegates when they believe something happened which is not in ac-
cordance with the Rules of Procedure. This could for example be a delegate
insulting another delegate or a chair making a procedural mistake.
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Point of parliamentary inquiry

If the Rules of Procedure are not completely clear to a delegate, he can raise
this point and ask the chair for clarification.

Point of information to the chair

When a delegate has a question which does not concern the Rules of Procedure,
this point may be raised. It can concern any questions related to the lunch
times, the way to the loo or time at which the debate will end, but may concern
the content of debate too. Questions concerning the content of the debate have
to be factual questions, which the chair can answer can in an impartial manner.

4.3.2 Motions

Motion to move to voting procedures / to move the previous question

Used by a delegate when he feels everything meaningful there is to say about
a resolution or an amendment, has been said, and that the committee should
therefore vote about it. If the chair feels that this motion might be granted but
does not necessarily has to be, the committee can vote on this motion. One
speaker in favour and one speaker against this motion can be allowed to speak.
This requires a normal majority to pass.

Motion to extend debating time

This motion can be used when a delegate believe a resolution or amendment,
which is being put to a vote by the chair, has not been discussed sufficiently. If
the chair feels that this motion might be granted but does not necessarily has
to be, the committee can vote on this motion. One speaker in favour and one
speaker against this motion can be allowed to speak. This requires a normal
majority to pass.

Motion to divide the house

A delegate who believes electoral fraud has been committed or a mistake has
been made by the administrative staff counting the votes, might raise this highly
entertaining and time gulping motion, which is often received with a huge Booo!
from the rest of the committee. When seconded, the chair may have a vote, on
which one cannot move to divide the house once more. The vote is won by a
normal majority. If the motion has passed, a re-vote will take place with a roll
call vote. This means that the chair reads out the roll-call list and every delegate
with voting rights will call either ‘in favour’, ‘against’ or ‘abstain’. During a
roll call vote, it is still possible to abstain, if this was allowed during the normal
vote. Please note that this motion is very democratic, though often impractical
due to time constraints.

Motion to table the resolution

If the debate on a resolution falls silent, but has not come to an end yet as
there is still plenty to say left, a delegate can choose to put forward this motion.
Tabling a resolution means the debate of it will be suspended until either the
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chair or committee decides to continue it. After one delegate has spoken in
favour and one against the motion, it will be put to a vote and passes with a
2/3 majority. You should always have both the speakers and the vote, unless
you rule it directly out of order! Delegates have put a lot of work in a resolution
and this is one of the means used by opponents to prevent it from being passed.
Never grant this motion without a vote and a 2/3 majority.

Motion to adjourn debate

This motion calls for a break of debate.

On the back of this booklet, you will find a table in which the points and
motions are summarised.

4.3.3 How to deal with points

A delegate raises a point by shouting for example ‘Point of order!’. If a point is
made while it interrupts a speaker, the chair should call it out of order immedi-
ately and remind the delegate that only the point of personal privilege can be
raised when a delegate delivers a speech. In most cases, however, delegates will
follow this rule and the chair will repeat the fact that a point has been made
and ask the delegate: ‘please rise and state your point’.

After this, the delegate will explain the nature of his point. If it concerns
a point of information to the chair or a point of parliamentary inquiry, the
chair will answer the question in a clear but preferably brief manner. If the
point of information refers to the content of debate and it is a factual one, the
chair can answer it in an impartial way. Does the question, however, ask for a
specific view or opinion, the chair should refrain from answering and suggest the
delegate to do some extra research during a recess. Delegates, of course, cannot
expect a chairperson to be a walking encyclopaedia, and it therefore is normal
to have a brief conversation with one’s deputy if the chair does not remember
or is uncertain about the answer to the question asked.

When a point of personal privilege is made, the chair can rule at his discretion
and should bear the general opinion of the delegates in mind. If, for instance,
only one delegate finds the room the be too cold, there is no real need to close
any windows.

If a delegate raises a point of order, the delegate will explain what his point
concerns, after this the chair will make a decision. A chair should keep in
mind that delegates use points to express their opinion about a certain action
of another person and how it relates to the Rules of Procedure or to raise
a question. In the first case, the chair should in no circumstances deal lightly
with the point a delegate makes, unless it is one to offend or ridicule. On a point
of order, the chair makes a decision which he announces with a motivation. If a
delegate then questions this decision, the chair should once more try to explain
the reasons of his ruling.

A chair should not be afraid to discuss the Rules of Procedure with a dele-
gate, as long as it does not take too long and stays within reasonable boundaries.
At some point, however, the chairperson should draw a line and make a final
verdict. After this, any other remark about this decision will be called ‘out of
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order’. In the rare case that a delegate then still tries to force his opinion, the
deputy chair should call it out of order in support of his colleague. The deputy
chair should do this, as in this way you prevent it from becoming a personal
problem between the chair and the delegate and it shows that the chair is not
the only Student Officer with the expressed interpretation of the Rules.

4.3.4 How to deal with motions

A delegate may introduce a motion by shouting ‘Motion to . . . .’ Usually other
delegates will shout ‘second’ or ‘objection’. The chair will then state that there
has been a motion to for instance extend debating time. In the case of motions,
it is not necessary to ask the delegate who proposes the motion to clarify his
proposal: a motion is an anonymous instrument.

If there were no seconds, the chair will ask if there are any. If there none,
the motion will be rejected. If there are seconds the chair will ask if there are
any objections. If there are none, the chair can chose to entertain the motion
immediately. If there are objections, a short discussion on the motion should be
held, if the Rules of Procedure command to do so. This discussion will then be
followed by a vote (either 1/2 or 2/3 majority depending of the motion, carries
the vote). At any moment until the discussion about the motion is held, the
chair can decide to overrule the motion due to an objection he has. This could
be the constraint of time, the lack of other resolutions to discuss (in case of
moving to voting procedure), the failing debate (in case of extending debate
time), et cetera.

This can also be in order if e.g. it is clear that a motion to move to voting
procedures has been brought forward because the delegate thinks that there is
no one wishing to speak on the resolution or amendment, and a single objection
proves the opposite. Sometimes you know people are writing amendments and
then you can justify ruling it out of order immediately but sometimes the debate
is just repeating itself and people will object just to repeat previous statements.
In these case, where someone’s intention is not very clear to you, you should
just have the debate and let the committee decide.

Delegates will a put forward a motion to table a resolution. This is usually
motivated by a desire to either fail the resolution or to get the committee to
discuss the resolution made by the delegate who raised the motion faster. A
chair has to be very cautious when dealing with these motions. One of the few
valid reasons for entertaining this motion can be the fact that there is still a lot
to be said about a resolution but the committee has hit a dead end and needs
to move on. In this situation it can be beneficial to let the committee focus on
another topic for a while before getting back to this resolution.

Delegates will often defend a motion to table a resolution with the argument
that there is another resolution on the topic ‘which is a lot better’. Most of the
times, this is not a valid argument for this motion and this should be pointed
out by the chair. You should suggest the committee to amend the resolution at
hand to improve it.

Please bear in mind that delegates have worked hard on a resolution and that
nothing is so unsatisfactory for them as it being tabled with the possibility that
it will not be discussed any further. A fairer option is to fail it after due debate,
as this is the normal procedure during which the delegate has the possibility to
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defend his work to the best of his abilities. This he cannot do with the tabling
of his resolution.

4.3.5 How to deal with points and motion which are not
in order

Sometimes a delegate will raise a point or propose a motion which does not exist
or which is not the correct mean for the desired action. The chair should then
call the point or motion out of order and explain how the proposed action can
be introduced. Normally, the delegate will after the explanation use the correct
way immediately.

During voting procedures, point and motions are strictly out of order, once
the chair has begun asking delegates in favour to raise their placards.

Every now and then, you might encounter delegates who try to disrupt
the debate, sometimes by abusing points and motions. How to deal with such
delegates will be discussed in the chapter Chairing the debate .

4.4 Ad-hoc debate

The course of debate during an ad-hoc debate is the same as during a normal
debate. The only difference is the fact that there is not a proposed resolution.
Debate starts with a blank page, which the delegates have to fill using amend-
ments, constructing a resolution. This has some consequences for the lobbying
process. In advance of the debate, there will be very little time to lobby. During
the debate, however, it is advisable to have more lobbying time than normal, as
this ensures a larger consensus.

Some Student Officers think that during ad-hoc debate delegates can only
discuss amendments. This is however not true. Sometimes it is very useful
to have some discussion about the resolution as it stands. At the end of the
debate, delegates are asked to write preambulatory clauses, after which these
are brought to a vote, most of the times without debate.
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Chapter 5

Chairing the debate

Chairing a debate can sometimes be quite a challenge. You have to pay attention
to a whole variety of different things and you also have to follow the content
of the debate. You‘ll receive notes, have to deal with disturbances, possibly
one or two rebellious delegates, keep track of time and debate and between all
that, recognise speakers, points and motions. Try to divide some of these tasks
between yourself and your co-chair. You can of course change roles during the
conference, but make sure that it is clear who is doing what.

5.1 Chairing in general

Some can chair a committee without realising what they are doing. They have
a talent for it and everything goes how they want it to go without any difficulty.
However, there are only few people who have this ability. Those who do not, can
nevertheless become a very good chair, by using some very simple, but effective
strategies. Those who have talent will use exactly the same approach, but will
do this intuitively.

The most import thing is that the delegates recognise you as the leader of
debate. This does not mean that you have to act as a dictator, but you should
not be afraid to be decisive and rule against the majority of the committee.
This can only be done if the delegates respect you and if they feel you respect
them. This respect has to be earned by the chair. Treat the delegates in a
normal way and help them wherever you can. Use the lobbying time to talk
to delegates informally and ask them about their MUN experience, about the
resolution they are working on and ask if they are enjoying themselves, but you
can also ask all kinds of other things you would ask them if you were a normal
delegate. It is the conversation that is important, not the answer, though they
can help you, for example by giving you an idea of the level of experience. When
discussing the resolutions or issues, a very good way of earning respect is letting
them know that you know your facts, but do not oversell them nor act like a
know-it-all.

During the debate there are several things you should do in order to keep the
debate going smoothly, keeping the delegates happy and not breakdown under
the stress and workload yourself.

At the start of the conference, you should always be strict with the Rules
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of Procedure. This will ensure that the delegates know what they can expect
from you. During a later stage of the conference, you can allow more and even
deviate from the Rules if that is best for the order of debate, but do not do so in
the beginning! Starting strict and then becoming more flexible will be perceived
by the delegates as something nice you did for them and make them appreciate
you. The other way round, when you have to become stricter because things
are getting out of hand, is perceived very badly and might cause the committee
to become even more disruptive.

Try to recognise people that will actually contribute to the debate. If Iran
just attacked the United States, you should grant them some opportunity to
react. To be able to do this, you need to keep track of debate. You should,
however, try to ensure that everybody gets an equal chance to speak. You
could for example use the roll call list to keep score.

If you are chairing, it is best that your co-chair will keep track of amend-
ments and other notes. When an amendment is proposed, he can give it to you
immediately, so that you can move on swiftly. Notes should always be answered,
best quick, comprehensive and complete.

During the debate, you should always stay calm. This can be done by staying
ahead of debate: always try to think one or two steps in advance, so that you
will not have to make decisions in the heat of the moment.

5.2 Possible problems

When all the delegates are cooperative and constructive, chairing itself will prove
to be relatively easy and will simply consist of following the Rules of Procedure.
The debate can, however, come to a point where you have to deal with one or
more problems. Stay calm, stay focused, and do not panic. This will only cause
more disruption. Identify the problem and deal with it swiftly and in a nice and
elegant way.

Lack of knowledge of the Rules of Procedure

Especially inexperienced delegates will sometimes not understand or follow the
procedures. Do not be too harsh on them and try to explain them the Rules
clearly, step by step. Do not resume debate before everything is clear. If the
delegate is making a lot of mistakes simultaneously, point out the one or two
most important. If you feel it is necessary, you can always approach the delegate
during recess in order to clarify some things, without killing the debate. Besides,
if someone hears a lot of things he is doing wrong, this will demotivate him and
possibly even scare him from participating again.

Unparliamentary language

Delegates using unparliamentary language or speaking in the first or second
person singular should be told that they should refrain from doing so again.
Don’t be too aggressive, especially when it is the first time someone does not
formulate according to the standard.

Someone who insults another delegation, has to be dealt with in the same
way. There are no points and motions which can be used by delegates to ask
for apologies or something like that. When a delegate insults another person,
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warn him severely. If a delegate continues insulting people or delegations, use
the same scaling method as discussed under ‘turmoil’.

Turmoil

Another difficulty you can encounter, are delegates who are continuously chat-
ting and don’t become silent when you want them to. There are several ways
you can use to deal with this. First and foremost: do not try to over shout
them by simply raising your voice and continuing. Together, the noisy dele-
gates will be louder and besides, you are trying to get them silent, not to raise
their volume even further so that they can continue their conversation.

A fine strategy is to become silent yourself and make sure that delegates
know that you are waiting. However, if you have to wait too long, you’ll have
to use other measures. A very useful tool can be to ‘shhh’ the delegates, this
may look silly, but does work because it sends a very clear message that you
want silence, but you are doing so in a very quiet manner.

If this takes too long you should start naming delegates, this means that you
speak directly to one of the chatting delegates. When you do this, try using
their personal name instead of their country’s. If you are speaking to them use
‘I messages’. This means that instead of saying ‘you are disruptive!’, you say ‘I
am being distracted by your behaviour’. This way you say what you are feeling,
without judging. Generally people react better to that.

After that, you’re options become limited. You can try to tell the delegates
that they’re thwarting the debate, not only for you, but also for the other
delegates. Other possible methods, have some kind of a risk. If they work,
they work fine, but if they don’t, you authority will be diminished. You can for
example ask them how they would quiet themselves if they were in your place.
They can answer whoever, if they really want to disrupt the debate, that they’d
let themselves go. You can also threaten them by telling that you will not give
them the floor anymore if they do not become quiet, but if they do not react to
that, you have to threat with something even worse. If you have threatened to
do something, you absolutely have to do it! Otherwise, any future threats will
be regarded null and void.

Best option at this point, might be to have a private chat with the delegate.
You can do this in a recess already planned. If the delegate is being very
disruptive however, it might be wise to ask your co-chair to take him outside
for this talk. Ask the delegate whether he understands how annoying he is and
what he thinks should be done about it. In private he doesn’t have to keep up
appearances, so he might answer a little more cooperative. If you have already
given the delegate a severe warning or had a private conversation with him
before, it might be an idea to approach a member of the Executive Staff and
ask him to be present during the second conversation. If the delegate even now
is not calming down, ask the Staff to remove him from your committee.

Another method, often used, is the suspension of note passing. This is only
useful when the note passing is the actual source of the turmoil. Otherwise,
you only prevent people from communicating in a silent way, making it more
probable that delegates continue making noise. Another thing you should not
do is keep hammering your gavel to attempt to silence the committee. This
will not work. A short, sharp beat with your gavel, might work. However, at
some point delegates will get used to this and from then on it will prove to be
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insufficient to restore order.

Revolution

In the course of the debate, when a delegate gets tired or rebellious, he might
introduce a point or motion to remove the chair, to start a revolution or to ap-
point a delegate as new chairperson. It sometimes even happens that a delegate
attempts to take over control himself and starts recognising delegates. Please
note that even the most experienced Student Officers can be confronted by this
and that you should not take any of these actions personal. Most of the times
this happens, it will be on the last or for-last day of the conference, as delegates
become tired, increasingly bored or frustrated by some of your earlier decisions
which did not improve their position.

When a delegate just introduces non-existent motions concerning the chair’s
position, the chair should remain silent. It is the co chair’s task to rule the
motion out of order. If the co chair does not do this by himself, the chair
should poke him or ask him quietly to do so. If after this the delegate stops his
disruptive and offensive behaviour, continue debate and talk to him personally
during a recess. Do not make too much of a fuss about it in front of the rest of
the committee, as this effects your authority in a not too positive way and will
only make the delegate even less cooperative.

If the delegate however does not comply and continues his disruptive be-
haviour, the deputy chair should give him a final warning and tell the delegate
that if he does not stop his behaviour, the Student Officer will inform the ex-
ecutive staff. Only use warnings which you intend to and can carry out, as
otherwise, the next time you warn nobody will care about it anymore.

If the disruptive delegate still continues with his unacceptable behaviour,
suspend the debate and let one of the Student Officers get someone from the
Executive Staff to have a conversation with the disruptive delegate. Before go-
ing into this conversation inform the staff member of what has happened and
together decide what further action will be taken. After this, debate can con-
tinue while one Student Officer and the staff member talk to the disruptive
delegate in another room than the committee room.

Luckily, you won’t have to use the methods described above a lot. If you
keep in touch with the delegates and talk with them, the chances of escalation
will be diminished. Don’t be afraid to say that you made a mistake in the Rules
of Procedure at some point and explain your decisions about the Rules if they
are controversial.
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Chapter 6

Conclusion

Chairing can be an incredible amount of fun and very rewarding. Good chairs
make the difference between an average and a great conference. We hope that
this booklet will give you some grip and tools in order for you to start chairing
at Model United Nations conferences. The most important aspect of chairing,
however, remains experience. First few times, you will make mistakes, perhaps
even a lot of them, but that doesn’t matter. Don’t let it get you down and keep
going.

We wish you the best of luck during your time as a Student Officer!
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Appendix A

A.1 Useful sources and websites

Please note: this list is far from complete. It is to provide you with an idea
which kind of websites you could use.

www.un.org General United Nations website
Websites of specific UN committees

www.google.com Good search engine
en.wikipedia.org Good for a starter and to find sources
www.un.int Website with links to the websites of all permanent member

of the UN
www.bbc.co.uk Very good website containing summaries of a lot of issues,

country profiles, analysis, etc. etc. etc.
www.cia.gov In the library you’ll find the ‘CIA factbook’, which contains

a lot of country profiles and facts.
www.aljazeera.com Good information from a not western point of view
www.foreignpolicy.com A well-established magazine on international politics and

economy
books.google.com Lots of freely accessible books
www.europa.eu Website of the European Union
www.nato.int Website of NATO
www.g77.org Website of the G77
www.g20.org Website of the G20
www.arableagueonline.org Website of the Arab Ligue

Other websites of international organisations
Websites of UNOs
Websites of NGOs
Websites of educational/research institutes
Your local (university) library
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A.2 Points and motions

Table A.1: Summary of points and motions
Point/Motion May

inter-
rupt

Second
needed

Speakers Vote Description

Point of personnel
privilege due to au-
dibility

Yes No None No To notify the chair that you cannot hear
the speaker.

Point of personnel
privilege

No No None No To notify the chair that you experience
discomfort (for example when a window
should be opened).

Point of order No No None No To notify the chair that there has been
made a mistake regarding the Rules of
Procedure.

Point of parliamen-
tary inquiry

No No None No To ask the chair a question about the
rules of procedure.

Point of informa-
tion to the chair

No No None No To ask the chair a question about some-
thing not concerning the rules of proce-
dure (for example the times of lunch)

Motion to move to
voting procedures

No Yes 2
against

1/2
ma-
jority

To close the debate on the current
amendment/resolution.

Motion to extend
debating time

No Yes 1 for 1
against

1/2
ma-
jority

To extend debate time on the current
amendment/resolution.

Motion to divide
the house

No Yes None 1/2
ma-
jority

To propose a roll call vote. Only possi-
ble when there is a minor different be-
tween ‘in favour‘ and ‘against‘.

Motion to table the
resolution

No Yes 1 for 1
against

2/3
ma-
jority

To adjourn debate on the current reso-
lution. After all other resolutions have
been discussed, debate will continue.

Motion to adjourn
debate

No Yes None 1/2
ma-
jority

To propose a break. You should sug-
gest the amount of minutes you want
to adjourn.

28



A.3 Other actions

Table A.2: Other actions
Action Description
Point of informa-
tion

After a speech delegates may ask the speaker some questions con-
cerning the debate. The chair recognises the delegates who then
may do so.

Follow up A request from a delegate to ask another question after he received
an answer to a point of information. Most MUNs do not allow
this but sometimes it can be in the interest of debate to allow it.

29



A.4 Formules fixes

• Would the house come to order!

• The chair sets debate time of minutes.

• Would the main-submitter please take the floor and read out the operative
clauses?

• The floor is now open. Are there any delegates wishing to take the floor?

• The floor has been yielded back to the chair. Are there any delegates
wishing to take the floor?

• I yield the floor to the delegate of .

• (Delegate of) , you have been recognised.

• (Delegate of) , you have the floor.

• Is the delegate open to any points of information?

• The delegate is open to any points of information, are there any in the
house?

• The chair recognises the delegate of

• Please state your point in the form of a question.

• Please ask only one question.

• Would the delegate please repeat / rephrase his question?

• There will be no dialogue between delegates.

• The chair would like to ask the delegate to yield the floor either to another
delegate, or back to the chair.

• The chair would like to ask the delegate to yield to floor to the chair.

• Could the delegate please come to his concluding remarks.

• Delegates will refrain from using unparliamentary language.

• Delegates will refrain from insulting each other.

• There has been made a point of (order, etc.). Please rise and state your
point.

• Point well taken. / Point not well taken.

• Chair stands corrected.

• There has been made a motion. Are there any seconds? Are there any
objections?

• The delegate of has submitted an amendment, which is in order. The
amendment reads:
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• The chair sets debate time of minutes in favour and minutes against this
amendment (to the second degree).

• Debate time on the amendment / resolution has elapsed.

• We will now vote on the amendment/resolution. / We will now move into
voting procedures.

• Admin staff, please suspend all note passing and take your voting posi-
tions.

• All points and motions will be out of order during the voting procedures.

• All those in favour / against / abstaining, please raise your placard high.

• This amendment (to the second degree) / resolution has passed. Clapping
is in order.

• This amendment (to the second degree) / resolution has failed. Clapping
is not in order.

• With votes in favour, votes against and abstentions, this resolution /
amendment has passed / failed.

• We are back in open debate. Are there any delegations wishing to take
the floor?

• THAT IS OUT OF ORDER.

• The chair has ruled.
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Personal notes

32


