Pittsburgh Presbytery Standing Rules for Digital Meetings
1.  Determining Whether to Hold a Digital Meeting
The Executive Committee may decide to schedule any stated meeting of the presbytery as a digital meeting when establishing the schedule for presbytery meetings.
In the event of circumstances that make attendance at or travel to a previously scheduled in-person meeting unsafe or unwise, the Executive Committee may opt to hold a digital meeting instead.  
If the circumstances that make an in-person meeting unsafe or unwise are urgent and it is impractical to poll the entire executive committee, the determination that a meeting should be held virtually may be made by a special committee consisting of the co-chairs (or chair and vice chair) of the Executive Committee, the Moderator and  the Senior Vice Moderator of Presbytery, the General Minister and the Stated Clerk.  The determination of whether it is practical to poll the Executive Committee will be made by its chairs, in consultation with the General Minister and the Stated Clerk. 
2.  Software and Procedures
Pittsburgh Presbytery anticipates using Zoom digital meeting services with possible use of Mentimeter.com for voting.  Specific procedures for conducting meetings are included in the attached document.  As updates and changes are made to Zoom or Mentimeter or as other platforms become available, the Executive Committee, Moderators and/or staff of Pittsburgh Presbytery may opt to use other programs and/or to adjust procedures.  Software will be available at no cost to participants but may require advance installation.
3.  Registration for Presbytery Meetings: 
All presbyters (those entitled to vote in the meeting because of their status as minister members of the presbytery, enrolled ruling elders, and commissioners elected by the session of a congregation) should register in advance in order to participate in the meeting.  In order to accommodate the possibility of an emergency that would necessitate the holding of a digital meeting, advance registration henceforth will be required for all presbytery meetings.
Registration will require a two-step process:
First, the Notice of a Presbytery Meeting which is sent to all presbyters and congregations will include a link to the registration form. This email will ask individuals to complete the registration form indicating their intent to attend and their role in the meeting (for example minister, ruling elder commissioner from a congregation, ruling elder commission because of office or commission), similar to the cards completed at registration for a meeting held in person. Those who do not have internet access may call the Stated Clerk’s assistant to register.
Registration should be completed by noon the two days prior to the meeting (Tuesday at noon for a typical Thursday meeting).  Visitors and those wishing to be seated as corresponding members must register by noon two days prior to the meeting. 
In urgent circumstances, presbyters (those who are entitled to vote at the meeting) who have not previously registered may contact the Stated Clerk’s office in the manner specified in the notice of the meeting to request to register and will be sent a link to enter the meeting as soon as possible, but may not be able to be sent the link immediately  
Those who complete step one will receive an email with information and a link to participate in the meeting.  If you believe that you did not receive the link, please remember to check the spam folder on your email server prior to contacting the presbytery office. If you have not received the link by noon the day before the meeting, please contact the Stated Clerk’s office.
Each presbyter must have a separate device to participate and vote in the meeting. Whenever possible, presbyters should use a device equipped with a camera, since they will be asked to show themselves throughout the meeting.  Presbyters must use their “real” names on screen.
If any presbyters have to call into a meeting using a telephone, they will need to register with that number so that presbytery staff can identify them properly during the meeting. Use of a touch-tone telephone is necessary to participate. 
Meeting participants (such as speakers) who are not presbyters and those expected to be seated as corresponding members must pre register to participate in the digital meeting.  Participants and corresponding members will have the letter “Z” placed before their name to indicate that they are not entitled to vote.
Visitors will be able to observe the meeting via a link provided on the presbytery website (www.pghpresbytery.org). 
4.  Training: 
Prior to the first digital meeting of Pittsburgh Presbytery, anticipated to be held September 24, 2020, at least two training and practice opportunities will be provided to registrants. For subsequent digital meetings, presbyters may request individual training. Under normal conditions requests for training need to be received 7 days before the meeting
5.  The Day of the Meeting: 
The co-hosts will admit people from the “waiting room” after verifying their status as presbyters and having recorded their first and last names if necessary.    Presbyters are asked not to add any titles before their first name (i.e. Rev., Pastor, Elder) as this interferes with the ability to sort by first name and quickly unmute those called upon to speak.  The co-hosts will replace the telephone numbers of those participating by phone with the individual’s name and will add the letter “Z” to the beginning of the names of speakers and corresponding members.
6.  Requesting to Speak: 
All participants will be muted upon entering the meeting until recognized to speak by the Moderator. The method for requesting to speak expected to be used at the meeting will be stated and explained in the notice of the meeting and practiced at the start of the meeting.  
7.  Voting: 
The methods of voting expected to be used at the meeting will be stated and explained in the notice of the meeting and practiced at the start of the meeting.  Several different methods of voting are expected to be used during a digital meeting depending on the level of controversy expected and the degree of precision necessary.  Voting methods will be chosen to permit all presbyters to vote and to raise objections.
8.  Executive Session:
[bookmark: _GoBack]If the presbytery goes into executive session, the video feed will be suspended, and visitors will be moved to a breakout room until the regular session resumes.
9.  Technological Requirements: 
Pre-recorded presentations are encouraged and will be shared via the screen share function as will documents when appropriate. Worship may be pre-recorded as well.  All pre-recorded reports or other videos to be used at the meeting must be submitted at least one week prior to the meeting.  If applicable, proof of copyright permission to broadcast the video during a digital meeting must be submitted at the same time.
Chat among participants will be disabled.  Participants may use the chat function to communicate with the co-hosts.  Presbyters are asked to only use chat to seek recognition to speak, to second a motion, or for other functions necessary to the meeting.  As a reminder, commentary in the chat function will only be seen by the co-hosts and can be a distraction.
Each attendee is responsible for his or her connection to the internet and/or telephone and for the advance installation of necessary software.  No action shall be invalidated on the grounds that the loss of, or poor quality of, a member’s individual connection prevented him or her from participating in the meeting, provided that at least a quorum of members remains connected and adequately able to participate.  The Moderator may cause or direct the temporary disconnection or muting of an attendee’s connection if it is causing undue interference with the electronic meeting. 
10.  Use of Breakout Rooms:
During the meeting, the breakout room feature of Zoom, or a similar feature of other platforms, will be used when it is prudent for a participant to be asked to leave the meeting temporarily, such as during discussion on a candidate appearing for introduction and examination.
Breakout rooms may be used at the discretion of the Moderator for small group discussion, but not action, except that those participating by phone only may be asked to use breakout rooms to cast ballots by indicating their votes individually to a co-host.
11.  Decorum
Presbyters who fail to exercise appropriate decorum, including suitable behavior, language, and screen displays, may have their audio and/or video feed turned off at the discretion of the co-hosts.  Anyone who persists in such conduct may be removed from the meeting at the discretion of the Moderator.

Pittsburgh Presbytery December 2020 Meeting Procedures 
Using Zoom and Mentimeter
Seeking Recognition and Requesting to Speak:
Those who wish to speak should seek recognition via the chat function, indicating whether they wish to speak in favor of or against the motion or for some other purpose, such as raising a point of order.   Those participating by telephone should use the raise hand feature.
Presbyters are asked to only use chat to seek recognition to speak, to second a motion, or for other functions necessary to the meeting.  As a reminder, commentary in the chat function will only be seen by the co-hosts and can be a distraction.
Voting:
Method 1:  For votes which are not expected to be controversial (such as adopting the docket), the Moderator should ask if there are “any objections?”.  Anyone who has an objection would be directed to seek recognition to speak by using the “raise hand” feature.

Method 2:  The “raise hand” feature will be used for votes where the Moderator needs a better idea of the will of the body without the need for precision.  

Method 3:  When precision is needed, the Moderator may use the online voting service “mentimeter.com.”  The Moderator will provide instructions on how to use this function if a vote is needed. Those participating by telephone who do not have access to the internet will be asked to give their vote to a co-host in a separate breakout room.  The co-hosts will report only the vote totals to the Moderator.
