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items relate to the institution’s larger mission, and what kind of
action or discussion is desired of the council on each item. 

3. Facilitate council and council committee discussions so that
council stays focused on the larger issues. Refer to set policies
that define the limits of council’s decision-making power, and
strive to engage council members in a dialogue among
themselves that leads to consensus-building. 

(Adapted from the National Centre for Nonprofit Boards, US, 2001.)
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Foreword

A University or Technikon Council is the highest governing body of
the insitution. The composition, responsibilities and duties of
councils are governed by the Higher Education Act.

Given the fact that the council members are selected from different
sectors of civil society and that many of them may have different
views and experiences with meeting procedures, it was felt that a
publication specifically designed for the purpose of providing
guidelines for council meeting procedures and hints for conducting
meetings effectively would be useful. This is of particular importance
given that most of their governance role is conducted through the
mechanism of council meetings.

In researching and writing this publication, numerous Higher
Education Institutions were visited and consulted. They generously
and honestly shared both information and documentation with
CHET. This has resulted in a publication that is based on both
current local best practice and local and international research.

The Guide to Council Meeting Procedures aims to be of particular
use to, besides council members in general, the chairperson and
secretary of council and the vice-chancellor of the institution. Care
has been taken to try to distinguish the three roles and functions with
regard to council meetings.

This guide provides some pertinent background information on
councils and thereafter proceeds to offer detailed advice from the
planning of council meetings through to post-meeting procedures
and evaluations.

A useful and practical set of appendices also include a draft code of

vF O R E W O R D

Should tensions arise between these two key role-players in the
institution, they should attempt to resolve the difficulty openly and
honestly and, if necessary, with the help of a third party.

| The Vice-Chancellor and the Council

As a general rule of thumb, councils are expected to govern
institutions and vice-chancellors to manage them. This means
council provides guidance to management and should not be
involved in the day-to-day affairs of running the institution. Confusion
and tension can arise when this rule is implemented in practice
because the distinction between management and governance is not
absolute. In order for this rule to work effectively, each party in this
relationship needs to understand its own responsibilities and those
that fall in the other’s purview, and the way in which council and the
vice-chancellor conduct their business needs to reflect this
understanding. Clear expectations for council and the vice-
chancellor need to be established and maintained, because a
council that is overly active in management can inhibit the
institution’s effectiveness. 

Ultimately, the ideas and actions of the vice-chancellor, perhaps
more than the will of council, will influence the nature of the dynamic
that characterises this important relationship. It falls to the vice-
chancellor to help determine which issues council will address and
to assemble the information that shapes the discussion. Therefore,
this individual can guide council towards a true governance role. The
following are three specific methods the vice-chancellor can use to
help council govern more and manage less:

1. Use a comprehensive strategic plan that has been developed
in conjunction with council, and supplement it with regular
progress reports. This can be a useful tool for council as it
develops its own annual work plans, and will keep council’s
sights focused on the long-term goals and mission of the
institution. Regular reports based on this plan will keep council
members appraised of progress toward institutional goals. 

2. Provide council with relevant materials before meetings, and
explain why the materials are coming to the attention of
council. Let council members know how specific agenda
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conduct for council members, amongst other useful items.

The CHET/DoE Governance Project hopes the council members will
find this a useful and practical guide and of use in their valuable
work in governing the Higher Education Institutions.
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APPENDIX 4

Key Relationships for the

Vice-Chancellor 

| The Vice-Chancellor and the Chairperson of

Council

One of the most important ingredients for the successful functioning
of a council is a good working relationship between the vice-
chancellor and the chairperson of council. There are, however, a
number of inherent tensions in the relationship which need to be
carefully managed by the incumbents. 

Unless newly appointed, the vice-chancellor usually knows far more
about the institution than does the chairperson, and has a ‘hands-
on’ feel for the way the institution operates as it is part of her/his daily
work environment. The chairperson, on the other hand, is
responsible for providing leadership to the council to which the vice-
chancellor is accountable. In order to fulfil this leadership role,
however, the chairperson is to some extent dependent on the vice-
chancellor for providing information about and insight into the
institution. 

The chairperson and the vice-chancellor should have a clear sense
of their respective roles and appropriate forms of interaction. They
should always work together with the secretary to council on the
agenda for council meetings and neither should spring any
‘surprises’ on the other. It is of the utmost importance that they work
to establish a relationship of mutual respect and trust and the
foundation for this lies in full disclosure of any important information. 
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About the Effective

Governance Project

The Higher Education Act 101 of 1997 puts forward co-operative
governance as a new model for governing higher education.  Whilst
providing guidelines with regards to the functioning of councils,
institutional forums and student representative councils, the Act
leaves much scope for individual institutions with regards to
interpretation and implementation.  A key function of the Higher
Education Branch of the Department of Education is capacity
building. During 1999 the Constituency Affairs Division of the
Department of Education (DoE), in collaboration with the United
States Agency for International Development (USAID) as the funding
agency and the Centre for Higher Education Transformation  (CHET)
as the implementation agency, started a three-year project to assist
institutions in making institutional governance more effective.

The Effective Governance project focuses on three governance
structures: councils, institutional forums and student leadership.
The methods of capacity building are through the development of
generic guidebooks and facilitator manuals, the training of facilitators
for capacity development, conducting research on co-operative
governance in key areas and the provision of focused support to a
limited number of institutions.

The following individuals serve on the Advisory Committee for this
project:

Professor Connie Mogale, Vice-Chancellor Technikon Witwatersrand;
Professor Dan Ncayiyana, Deputy Vice-Chancellor University of Cape
Town; Professor Stuart Saunders, former Vice-Chancellor of 
University of Cape Town; Mr Khaya Matiso, Dean of Students

viiA B O U T  T H E  E F F E C T I V E  G O V E R N A N C E  P R O J E C T

ex officio by virtue of one’s office/portfolio/position
in an organisation

in camera private; closed

intra vires within a person’s powers and rights

ipso facto by the mere fact of it; automatically

mutatis mutandis after making the necessary changes

nem. con. abbreviation for nemine contradicente,
e.g. ‘the motion has been carried nem.
con.’ – i.e. nobody voted against the
motion, although some members may
have abstained from voting

nem. dis. abbreviation for nemine dissentiente,
e.g. ‘the motion has been carried
unanimously or nem. dis.’ – i.e.
everybody voted and voted in favour of
the motion; there was no dissenting vote

per pro by delegated authority

poll a ballot

quorum smallest number of members who must
be present at a meeting to enable
proceedings to be valid

sine die without a date, e.g. ‘a meeting is
adjourned sine die’ – i.e. no date is fixed
for another ensuing meeting

status quo unchanged position; the existing
circumstances are maintained

ultra vires beyond a person’s powers or rights

verbatim word for word

NOTES

4. Adapted from the University of the Free State’s ‘Concise Guide to Effective Meetings’ and
Britzius’s A Practical Guide to Meetings.
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University of Port Elizabeth; Ms Mel Hagen, Dean Cape Technikon;
Ms. Phindi Mabena, Equity Director South African Institute of
Chartered Accountants; Ms. Linda Vilakazi-Tselane, Human
Resources Director Council for Scientific and Industrial Research;
Mr. Zola Saphetha, Secretary-General South African Technikons
Student Union; Mr. Ms Nandipha Zonela, Secretary-General South
African Union of Student Representative Councils, CHET and DoE
representatives.
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point of order an appeal to the chairperson for her/his
ruling on a matter concerning the
proceedings of a meeting

postponement            a deferment of a meeting and/or a
discussion in a meeting

proxy a document authorising one to vote on
another’s behalf, if permitted by the
committee’s constitution

round robin resolution a written resolution signed by members
of EXCO of an organisation/council and
pasted into the minute book

resolution a formal decision taken at a meeting

special business         any business in a meeting that is not
ordinary business

special notice             a notice of special business

substantive motion an accepted amendment

suspension of temporary or permanent 
membership termination/suspension of membership 

of a committee

unanimous all of one mind, agreeing in opinion

without prejudice terminology used in a correspondence to
prevent such correspondence being
used as evidence

| Some Latin Terminology Used at Meetings

addendum appendix; addition
(plural: addenda)

ad hoc arranged for this purpose; in view hereof
appointed for a specific purpose

bona fides honest intention; sincerity; integrity

contradictio in terminis contradiction in terms; contradictory
decision; inherent contradiction
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