
FOUR

Planning for the Meeting 

The previous section gave a broad overview of the roles of the
chairperson and the secretary in meetings of council. This section
goes into more depth about planning for the meeting and the vital
roles and responsibilities of the secretary in this phase. The various
actions that should be taken in planning for a meeting are discussed
below.

In planning a meeting the following questions should be addressed:

• What is the purpose of the meeting?

• What is the meeting trying to accomplish?

• What is the message that needs to be communicated?

• Is the meeting going to be worth the members’ time?

| Notice of Meeting

Councils hold at least four ordinary meetings in the course of the
academic year. The dates for these meetings are usually decided
upon well in advance (towards the end of the previous year) by the
chairperson and vice-chancellor, and published in the calendar for
the institution by the registrar. At the same time it is useful to draw
up an annual plan of issues to be covered in the meetings for the
year. Institutional statutes and the Standard Institutional Statute also
make provision for the holding of special and emergency meetings
and the circumstances under which these may be called.The
secretary has the task of giving due notice of any meeting – either
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| Termination of Membership and Filling of

Vacancies

12. (1) A member of the council’s term of office terminates if:

(a) he or she tenders a written resignation;

(b) the Minister, or entity who appointed or elected the
member to the council terminates the
membership in writing, at any time before the
expiry of the member’s term of office;

(c) he or she is absent from three consecutive
meetings without leave of the council;

(d) he or she is declared insolvent and the majority of
council members disapproves the member’s
continuation;

(e) he or she is removed from an office of trust by a
court of law or is convicted of an offence for which
the sentence is imprisonment without the option of
a fine; or

(f) he or she, in the majority opinion of the council, is
seen to be incapacitated.

(2) The council has power to suspend, take disciplinary
action or terminate a member’s membership.

(3) If 75 per cent or more of the members of the council
resign, the council is deemed to have resigned as
contemplated in section 27(8) of the Act.

If the council resigns as contemplated in subparagraph (3) a new
council must be constituted in terms of this Statute.

| Election of Chairperson and Vice-Chairperson of

Council and Term of Office

13. (1) The chairperson and the vice-chairperson of the council
must not be elected from members contemplated in
paragraph 9(1)(a), (b), (d), (e), (f), and (g).
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ordinary meetings already decided upon or special or emergency
meetings on instruction from the chairperson. (The secretary has
the authority neither to issue a notice of a meeting nor to convene a
meeting on her/his own initiative.) The chairperson should be
assured that the notice contains the correct information and notices
should bear the signature of the issuing officer and the date.

Prior to the issuing of the formal notice of the meeting, however, the
secretary should call on all members of council to submit written items
for inclusion on the agenda. This would include any motion for
consideration at the next meeting. Dates for submissions for the agenda
(at least 21 days in advance of the meeting) are usually set in the
institutional calendar in relation to the dates set for ordinary meetings. 

Notices of meetings should contain, at a minimum, information
about:

• the date on which the meeting will take place;

• the time at which it will start; and

• the place where it will be held.

Notices of meetings are also required to give information about all
the matters to be dealt with at the meeting. In order to meet this
requirement, notices are distributed along with the agenda, the
minutes of the previous meeting and any other necessary
documentation, bearing in mind that any confidential issues should
be clearly designated as such. 

| The Agenda

The word ‘agenda’ is a Latin word meaning ‘the things to be done’.
The agenda is a list of items or activities that have to be addressed
in a specific sequence at a meeting. According to Britzius (1991) it
is virtually impossible to conduct a meeting without an agenda
unless it is a special meeting that has been called to deal with a
single issue. In a special meeting all the participants know the nature
of the business to be addressed. For ordinary meetings, however, an
agenda should be circulated to all the attendees of the meeting to
give them an opportunity to think about and prepare for the subjects
to be discussed.
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| Election of Council Members

10. (1) Members of the council are elected in the manner
determined by the interim council.

(2) If the council resigns as contemplated in paragraph
12(3), all members of council are elected in the manner
determined by the administrator referred to in Section
41A of the Act.

| Term of Office of Members of Council

11. (1) Student members of the council remain members of
the council for the term of office determined by the SRC
when they are elected, provided that membership
ceases automatically when a student member ceases to
be a registered student or a member of the SRC.

(2) The term of office of members of the council who are
not students or employees of the institution is four
years.

(3) Notwithstanding subparagraph (2), at the first meeting
of the council it must be decided by lot which eight of
the members of the council who are not students or
employees of the institution hold office for a period of
three years.

(4) The term of office of members of the council who are
employees of the institution, except that of the principal
and the vice-principals, is three years.

(5)  Notwithstanding subparagraph (4), at the first meeting
of the council it must be decided by lot which eight of
the members of the council who are employees of the
institution, except the principal and the vice-principals,
hold office for a period of two years.

A member may serve more than one term of office as a council
member.
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A good agenda always prioritises the business of the meeting.
Provisional time allocations should be made for each item, and there
should be clarity on whether specific items are for information,
decision-making, approval or notification.

In general, the agenda should follow the sequence specified below:

• Opening

• Welcome

• Attendance register and apologies

• Approval of the minutes of the previous meeting

• Matters arising from the minutes of the previous meeting

• New matters

– X
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TIPS AND TRAPS OF DEVELOPING AN AGENDA

TIPS

An agenda should be:

• brief;

• clear;

• specific; and 

• unambiguous.

It should take the following into consideration:

• decisions to be reviewed from the previous meeting;

• matters arising from the previous meeting;

• new matters; and

• submissions from members.

TRAPS

• A long agenda that may discourage members from attending (only
relevant issues should be included on the agenda);

• failure to the the agenda ratified by the chair and vice-chancellor; and

• a secretary who is not skilled at drawing up an agenda.

(d) two members of the senate elected by the senate;

(e) two academic employees of the institution elected
by the academics

(f) two students, elected by the SRC;

(g) two non-academic employees elected by the non-
academic employees;

(h) three members of the convocation elected by the
convocation;

(i) ten members with a broad spectrum of
competencies in the fields of education, business,
finance, law, marketing, information technology
and human-resource management appointed by
the interim council; and

(j) such members as co-opted by the council.

(2) At least 60 per cent of the members of the council must
be persons who are not employed by, or students of, the
institution and regard must be given to racial and
gender representation on the council.

(3) The council members must have knowledge and
experience relevant to the objects and governance of
the institution.

(4) Except as provided in subparagraphs (1)(a), (b), (d),
(e), (f) and (g):

(a) no student or employee of the institution and no
other person in receipt of regular remuneration
from the institution is eligible for appointment or
nomination for election or election as a member of
the council; and

(b) a member of the council who becomes a student
or an employee of the institution or who enters into
a contract with the institution in terms of which he
or she is to receive regular remuneration from the
institution must forthwith vacate his or her seat on
the council.
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– Y

– Z

• Any other business

• Date of next meeting

• Closure

At the meeting, it is assumed that members have read the minutes
of the previous meeting and are in a position to correct any
inaccuracies or respond to matters arising from the minutes. Under
‘General’, important matters that arise after the agenda has been
circulated may be discussed with the consent of the chairperson and
the majority of members. Extra sets of documentation should be
available since there may be one or two members who have
forgotten to bring along their meeting package.

| Venue

The acceptability and comfort of a meeting venue is very important,
although this does not mean it has to be a five-star facility. Most
institutions have council chambers specifically designed for the
purpose of holding council meetings. In the event that another venue
has to be used, important issues for consideration are that:

• all the participants should have clear directions to the venue
in order to arrive on time for the start of the meeting;

• the venue should be free from noise;

• ample lighting is necessary;

• there should be no distractions;

• the temperature should be just right (you do not want to have
members either sweating or shivering);

• if required, the public-address system should be working well.

• recording equipment should be available;

• seating arrangements should be such that all the members
are able to see one another; and
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any other fees payable by students as well as
accommodation fees payable by employees;

(h) approves the annual budget of the institution;

(i) may conclude a loan or overdraft agreement,
subject to the proviso that the approval of the
Minister is required whenever the aggregate of
existing borrowings plus the new contemplated
borrowing exceeds five per cent of the average
income of the institution received during the two
years immediately preceding  such agreement;
and

(j) may enter into an agreement for the construction
of a permanent building or other immovable infra-
structural development, the purchasing of
immovable property or the long-term lease of
immovable property, subject to the proviso that the
approval of the Minister is required if the value of
such development or property exceeds five per
cent of the average income of the institution
received during the two years immediately
preceding the agreement.

(4) Subject to Section 68 of the Act, the council may delegate any
of the functions referred to in subparagraph (2), but the
council may not delegate any of the functions referred to in
subparagraph (3).

(5) The council is not divested of responsibility for the
performance of any function delegated or assigned under
subparagraph (4).

| Composition of Council

9. (1) The council, as contemplated in section 27 of the Act,
consists of:

(a) the principal;

(b) not more than two vice-principals;

(c) five persons appointed by the Minister;
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• a notice should be put up to indicate that there is a meeting in
progress.

All these arrangements should be taken care of by the secretary. 

Good planning for the meeting should ensure that the meeting is
held in a suitable location, at an appropriate time, and that members
are provided with the necessary documentation in good time in order
to arrive both informed and prepared.
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(f) determines, with the approval of the senate, the
entrance requirements in respect of particular
higher education programmes, the number of
students who may be admitted for a particular
higher education programme and the manner of
their selection, and the minimum requirements for
readmission to study at the institution;

(g) may, with the approval of the senate, refuse
readmission to a student who fails to satisfy the
minimum requirements for readmission; and

(h) determines and provides student support services
after consultation with the SRC.

(3) Without derogating from the generality of
subparagraph (1), the council:

(a) makes the institutional Statute and any
amendments thereto;

(b) appoints the senior management, as defined, of
the institution;

(c) determines conditions of service, the disciplinary
provisions and the privileges and functions of its
employees, and may, in the manner set out in the
disciplinary rules, suspend or dismiss any
employee of the institution;

(d) may order an employee whom it has suspended to
refrain from being on any premises under the
control of the institution and to refrain from
participating in any of the institution’s activities or
issue such other conditions as it may deem
necessary;

(e) determines the language policy of the institution,
after consultation with the senate;

(f) determines, after consultation with the senate,
which academic structures are required and the
functions of each structure, in order to ensure
efficient governance;

(g) determines tuition fees, accommodation fees and
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