
and what procedures have to be followed to ensure that the meeting
is conducted in an acceptable manner that is respectful to all the
members and meets the specified purpose and objectives. Ensuring
how members will work well together can be embodied either in
ground rules or in a code of conduct. These rules should be written
and should supplement the written rules of the institutional (or
Standard) statute. The actions that will be taken against those who
do not comply should be clearly spelt out. The institutional statute
also indicates the action to be taken in the case of members who are
repeatedly absent without the consent of council.

At the beginning of the meeting the outcomes that have to be
achieved should be defined clearly to avoid a lengthy meeting and
unfocused discussions. When the members have convened, the
secretary circulates the attendance register to determine whether a
quorum is formed and, if it is, she/he notifies the chairperson. When
a quorum has been established, the chairperson thanks the
secretary and formally opens the meeting. Once the meeting has
officially been opened the recording of the proceedings begins. After
the welcoming remarks and opening, the secretary should notify the
chairperson of any apologies made and bring to the attention of the
chairperson announcements that have to be made pertaining to any
of the members.

Once all the opening formalities and announcements have been
completed, the next step is to review the minutes of the previous
meeting to establish whether they correctly reflect the proceedings
and that there are no typographical or spelling mistakes. A
malpractice here would be for a chairperson to assume the minutes
can be taken as read and to fail to go through the minutes during the
meeting. If the minutes are an accurate record of the previous
meeting, even members who were not present at the previous
meeting should be able to understand what happened and should
participate in the review of the minutes. 

A member who was present at the previous meeting moves a motion
for the adoption of the minutes once corrections have been noted.
The chairperson asks for a member to second the motion after which
the minutes are adopted. It is important to note at this stage that the
use of the word ‘confirm’ does not mean that the minutes have been
approved or adopted. The words to use are either ‘adoption’ or
‘approval’ of the minutes. The minutes are then signed by the
chairperson. The next step is to deal with matters that arise from the
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SEVEN

Conclusion

An effective council meeting depends on good planning and
organisation on the part of  the secretary, good facilitation and
conduct of the meeting by the chairperson, and members who are
committed to the well-being of the institution and who have its
interests at heart.

The Council of Technikon Pretoria finds that fruitful and effective
meetings largely depend on the following:

• Fundamental support structures:

– a dedicated full-time executive secretary supporting the
registrar and the vice-chancellor;

– well-established communication structures (postal and
printing sections);

– a well-equipped council chamber (professional
recording system, audio-visual equipment);

– clear rules of order and knowledge of meeting
procedures; and

– a strong legal section to ensure compliance with
legislation.

• Structured meetings:

– a well planned agenda;

– agenda circulated in advance;

– accurate and well written minutes;
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emphasise the importance of always acting in good faith while
serving the best interests of the institution. People with narrow or
sectarian interests do not make good members of council and may
waste the time of others by pursuing agendas that are not in the
broad interests of the institution.

Poor preparation by members

Some people who serve on councils have a multiplicity of other
commitments and obligations, which may mean that they are not
always fully prepared for meetings. Others do not prepare before the
meeting because they receive voluminous documentation at short
notice. Poor preparation on the part of members means time will
inevitably be wasted in additional explanations and clarification.

As mentioned above, a successful meeting depends on a skilled
chairperson. The more questions and answers that can be dealt with
before the meeting commences, the better the flow of business
through the meeting. A good chairperson should have the ability to
listen carefully and intervene clearly and decisively where necessary. 

| Procedures to be Followed at the Start 

of the Meeting

Lack of punctuality at the start of meetings is a constant irritant
which must be handled with tact. There are two issues here. One is
that members arriving late may delay the start of the meeting as a
meeting cannot formally be convened without a quorum of
members. The second issue is that the chairperson may be forced
to cancel or postpone the meeting if it appears that a quorum will not
be formed at all. A meeting will have no legal standing without a
quorum, so although discussion may take place among those who
are present, no decisions can be taken. The code of conduct should
specify how much time should lapse before the chairperson calls the
meeting off if no quorum is formed. If lack of punctuality is a
recurring problem, an examination of the causes and of the level of
commitment of members is warranted.

Before starting the business of the meeting there should be
agreement or consensus as to how the meeting should be handled
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– breaks during meetings;

– refreshments; and

– impartial but firm chairing.

• Planning for meetings:

– a well-structured matrix of standing items for council
which coincides with the business cycle;

– a well-structured agenda (such as a fold-out agenda)
giving easy access to references and numbered
documentation; and

– an addendum of pending matters and standing items
that will serve at the next meeting.

• Appropriate seating arrangements

• Access to documentation

Councils bear the ultimate responsibility for the good governance of
higher education institutions. It may appear that the technicalities of
meeting procedures are relatively unimportant, but this is not so. It
is through their meetings that councils discharge a grave
responsibility, and therefore every effort should be made to ensure
that they work well. If councils get this right, it provides the
foundation that enables them to apply their collective minds to
serving the best interests of the institutions in relation to the larger
interests of society. 
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