MEETING TERMINOLOGY

	Abstain
	A member abstains when s / he decides not to vote

	Adopt ( as in adopt a motion)
	A motion or resolution has been passed or carried and a decision is made

	Agenda
	The list of items of business for consideration at a meeting, shown in a suggested  order of discussion

	Carry
	To pass or adopt a motion or amendment

	Casting Vote
	A second vote which a chair has and can only use after a vote is tied and has already voted once

	Chair
	The person elected to preside and control discussion at meetings

	Clerk
	Officer responsible for recording meetings and advising on procedure

	Condoned (Absence)
	A governor absence is agreed as acceptable by the governing body.

	Ex Officio
	Appointed to a position as long as holding a particular post eg Head may choose to be an ex officio governor

	Link Governor
	Governor asked by governing body to take on responsibility for liaising with a particular issue, outside organisation, year or subject

	Matters Arising ( from minutes)
	Business referred to in the minutes of the previous meeting may be raised again so that progress may be reported but not to amend or overturn them

	Minutes
	Written record of a meeting which is agreed by governors ( who were present) at the next meeting

	Pass (a motion)
	To carry/ adopt a motion

	Propose
	To formally put forward a motion. Each motion must have a proposer and seconder

	Quorum
	Minimum number of members needed at a meeting for decisions to be made

	Resolution
	Motion which has been carried

	Second 
	Support formally the proposer of a motion or amendment. No motion can be accepted if the proposer fails to find a seconder

	Unanimous
	All members have voted in favour of a motion with none against or abstaining

	Verbatim
	Word for word



	Vice Chair
	Person elected to deputise in the absence of the chair
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