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Introduction

The council of a university or technikon is established as the highest
governing body of the institution in terms of Section 27 of the Higher
Education Act of 1997. The Act also determines the composition of
council and certain fundamental duties. These provisions are made
in the expectation that a council will always act in the best interests
of the institution it serves. Further to the Act, most councils have
drawn up their own institutional statutes which usually expand on
the roles and functions of council, specify the additional members
and their manner of election as provided for in the Act, and
determine the meeting procedures to be followed by council. In the
event that an institution has not promulgated its own institutional
statute, it is governed by the provisions of the Standard Institutional
Statute of March 2002 which makes provision for meetings and
meeting procedures. (The relevant sections of the Standard
Institutional Statute can be found in Appendix 1.) 

Despite these formal provisions, the reality is that many members of
councils are relatively unfamiliar with meeting procedures, and,
given the range of interests and perspectives represented on the
councils of higher education institutions, it is only too easy for time
to be wasted in fruitless or aimless discussion. The challenges facing
most councils relate to achieving a balance in stakeholder
representation, accommodating a large number of representatives,
and focusing discussion to enable the council to arrive at
constructive decisions. 

A brief definition, as a first step, assists in understanding the
importance of a meeting as a problem-solving, goal-setting and
collective decision-making forum.
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chairperson anyone who has been chosen to preside
over a meeting; she/he occupies the
chair of authority during meetings

closure                        closing of the debate on a point being
discussed a motion proposed to close
the meeting

committee a body to whom others have committed
or delegated a particular duty, or who
has taken it upon itself to perform this
duty

co-opt add members without holding an
election – a committee’s right, in terms
of its constitution

constitution rules and regulations that govern an
institution’s activities

dissenting vote a vote against a specific motion

draft                            a document that is still open for
amendments

dropped motion          a motion that lapses in the event of it not
being seconded

due notice a written notification dispatched by post
to the last registered address of the
person concerned upon commencement
of the required period of notice

interim report              a report that has not been finalised

minutes a record of the things done and the
decisions reached at a meeting; they are
not intended to be a verbatim account of
the proceedings, and are only prima
facie evidence of what was resolved or
what transpired

motion a proposal accepted at a meeting, which
when seconded and approved becomes
a resolution

next business       a motion to terminate a discussion without
reaching consensus or a decision 
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| What is a Meeting?

According to the Concise Oxford Dictionary (Pearsall, 2001) a
meeting is: 

An assembly of people for a particular purpose,
especially for formal discussion.

It goes without saying that a meeting can only take place when more
than one person is present and the dictionary definition places
emphasis on meeting for a particular purpose. Another definition
cited in the Technikon Free State ‘Concise Guide to Effective
Meetings’ describes a meeting as:

A  team activity where a select group of people gathers
to pursue a specific objective in an effort to solve or
investigate a problem.

Donald Hocking (1999) defines a meeting as:

A gathering of two or more people at the same place,
each being aware that the purpose of such meeting
may include the receiving of information and/or the
making of a collective decision.

From the above definitions it is clear that a meeting should have a
purpose and/or an objective and should involve more than one
person. By the end of the meeting it should be possible for
participants to arrive at decisions and resolutions. To achieve this
outcome, the key role-players in a meeting should possess:

• a knowledge of meeting procedures, and

• an ability to conceptualise and clearly articulate ideas in a
public forum.

The regular, formal meetings of council need to be well structured
and planned. In this sense, a council meeting should not be
confused with a brainstorming session which has a loose and open
format. Such a strategy may be used effectively by a council from
time to time but, for this purpose, a special meeting should be
called, or the formal meeting extended.

This guidebook offers some basic pointers for making meetings more
effective and ensuring that the time committed by members is
profitably spent. It draws on the experiences of the chairpersons of
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APPENDIX 3

Glossary
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acclamation the audible assent given to a motion so
that no dissenting voice is
accommodated

adjournment postponement of a meeting to a later
time/date

affiliate to be accepted as a member of a
branch, or to become closely connected
with, or to associate with

agenda ‘things to be done’, following up of
instructions, order of business

amendment alteration made, or proposed to be
made

attendance register   list of members present

ballot a system of secret voting, usually by
means of a mark on a prepared paper      

by-laws                      regulation dealing with the internal affairs
of an organisation

casting vote a second vote given to the chairperson
of a meeting for the purpose of avoiding
the deadlock which would otherwise
ensue when the number of persons
voting on either side of a motion is
exactly equal
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various councils, on contributions from registrars, on observations
drawn from workshops with councils1, and on a review of relevant
literature.

NOTES

1. Workshops have been held with various councils of higher education institutions around the
country as part of the Department of Education (DoE) / Centre for Higher Education
Transformation (CHET) Governance Project.
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(a) In my own case:

(b) In the case of members of my inner family circle:

5. I hereby certify that the foregoing information is true and complete to

the best of my knowledge, and I confirm that, notwithstanding this

general notification, I am required to make immediate and full

disclosure of any actual or perceived conflict of interest (including any

of those referred to above) on any occasion where such may arise in

the course of performance of my duties to the university/technikon.

NAME:______________________________ DATE:_______________
(PLEASE PRINT)

SIGNATURE: ______________________ DATE: _______________

(Adapted from the University of Cape Town’s ‘Principles and Policy’ and ‘Rules on Conflict of
Interest’, and the University of South Africa’s ‘Draft Code of Conduct’.)




