
is the following: first, the counter-proposal (or motion) is voted upon,
and if this secures a majority of votes, all other motions fall away. If
this is not accepted by the meeting, the chairperson puts any
amendment to the original proposal to the vote. If the amendment is
not supported by the meeting, the chairperson puts the original
motion to the vote. Once a motion has been accepted by a majority
of members of council, it becomes a resolution of the council that is
binding on all members and should be recorded in a book of
resolutions for ease of reference.

Voting by proxy (on behalf of an absent member) should be
discouraged, and many institutions do not permit this practice in the
provisions of their institutional statutes. Most issues require a simple
majority of votes, but the institutional statute may specify some
issues that require more than this.  For example, the Standard
Institutional Statute (2002) states that changes to a statute or rule
require the support of 75% of members present at the meeting.

The chairperson has the power to make an emergency adjournment
as a result of unruly behaviour or if the dignity of members is being
violated. A speaker can be interrupted by the chairperson if she/he:

• speaks beyond the terms of the matter under discussion;

• uses words not conducive to good order and conduct;

• makes statements of a defamatory nature;

• breaches the law of the land; and

• does not raise points through the chairperson.

If such behaviour persists, the chairperson has the right to ask the
offender to leave the meeting.

There are a number of other formal motions that may be put forward
in the course of a meeting that do not necessarily result in a
resolution of the council but are used to shape or clarify debate.
These are:

A point of order

A point of order is not only called by the chairperson. Other members
can put this motion to the meeting if the speaker on the floor uses
undignified, abusive, blasphemous or unacceptable language.
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After the Meeting

The person who plays the most important role after the meeting is the
secretary. The secretary should transcribe the minutes immediately
after the meeting, when everything is still fresh in memory. To test
whether the minutes make sense, even for someone who was not
present in the meeting, the secretary could ask someone who did not
attend the meeting to read the minutes to ensure that the right
meanings are conveyed. Sentences should be short and clear and
simple language should be used. Once the minutes have been
written up, the secretary should forward these to the chairperson for
her/his approval. The minutes should then be sent forward to the
members within two weeks of the meeting to enable members to
carry out delegated actions or assignments promptly.

Circulating minutes early helps members to prepare for the next
meeting, as they will have enough time to study the resolutions of the
previous meeting in detail.

| Evaluation

Where possible, members should be given the opportunity to
evaluate the effectiveness of the meeting and to make suggestions
for continual improvement. This could be done through the
development of a questionnaire aimed at assessing the following:

• logistical arrangements;

• clarity of purpose;
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minutes of the previous meeting. As far as possible, such matters
should be dealt with amicably and decisions taken, so that the same
matters do not arise on a recurring basis in following meetings. In the
agenda of the meeting there will be those matters that are standing
items, of which the council will not want to lose sight. These could
be matters that relate to issues of the performance, strategy and
survival of the institution. These are the building blocks that have to
be monitored constantly by council.

| General Meeting Procedures

The chairperson is responsible for maintaining order during the
meeting and ensuring that all discussions are focused on serving the
purpose and achieving the objectives of the meeting. Every member
who wishes to make a contribution to the meeting has to do so
through the chairperson who has the responsibility of regulating
discussion and establishing the sequence of speakers. No private
discussions should be tolerated. Neither should extended arguments
and debates be allowed if the meeting is to arrive at decisions or
resolutions in relation to the matter under discussion. It is critical for
the chairperson to be impartial during discussions and to refrain
from speaking for or against controversial matters. The discussion
stage requires the chairperson to exercise the skills of active listening
and facilitation of the discussion. 

Motions and voting procedures

Where a matter requires the adoption of a resolution, a motion may
be proposed by a member of council and will be accepted by the
chairperson if seconded by another member. The chairperson may
also require that the motion be in writing.  Any counter-proposals or
amendments to the original motion also have to be seconded. Other
members of council may not speak more than once to the motion
(without the consent of the meeting) and the mover has the right of
reply.  After these deliberations the chairperson then puts the matter
to the vote (unless there is clear consensus). There should be
absolute clarity about who has voting rights on council and who does
not. In circumstances where more than one proposal has been
made, the order in which motions are put to the meeting for voting
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• contribution and participation;

• secretary’s planning for the meeting;

• chairperson’s role in facilitating the meeting;

• achievement of objectives;

• value for time committed; and

• management of time.

Although evaluation is itself a time-consuming exercise, it is an
important part of good governance, as emphasised by the King 2
Report. It forces members of council to assess their own
performance, individually and collectively, and to become more
sharply aware of factors that detract from the effectiveness of
meetings.  In the USA, the Association of Governing Boards actually
runs programmes to assist university and college boards in
evaluating their performance. Where serious shortcomings are
identified in the performance of a council, it should consider using
the strategy of team-building exercises to enable members to work
together more effectively.
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