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Rules of proceedings of the Board of Directors of the 

Deutsche Internationale Schule Johannesburg 

 

This document contains the most important information relevant to directors of the School Board 
(referred to as School Committee in the Memorandum of Incorporation, “Board”), including business 
rules, code of conduct, tasks and duties of directors and sub-committees, as well as the interaction 
with the School Principal. 

This document is to be read in conjunction with the Memorandum of Incorporation (“MoI”) 
approved at the 2011 Annual General Meeting, in terms of the South African Companies Act of 2008. 

In addition to the information presented here there are several other documents, listed in the 
appendix, that contain information about the school and its various bodies and partners. This will 
give new Board members a good overview of the business you will be overseeing. 
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1 Overview 

The Deutsche Internationale Schule Johannesburg (“DSJ” or “School”) is an integrated school with a 
bilingual educational programme, which offers both the South African National Senior Certificate 
under the auspices of the Independent Examinations Board (“Matric”) and the German 
International Abitur. 

The School is a non-profit company in terms of the Companies Act. (MoI 1.1) 

Unlike other local schools, the DSJ needs to report not only to local Education Departments, but 
also to education authorities in Germany. This duplication affects every aspect of the business, and 
creates a huge administrative burden.  The school however obtains support both from the German, 
and the South African Education Departments. By working closely with the Weltverband Deutscher 
Auslandsschulen (“WDA”) and the Zentralstelle für das Auslandsschulwesen (“ZfA”) we secure 
significant funding and support for lots of projects that simply would not be possible without them. 

1.1 Main Objective of the School (MoI 3.1) 

The main objective of the School is the establishment and maintenance of a non- confessional 
school and pre-school based on Christian values, providing a general education, that 
predominantly uses German and/or English as a teaching medium, and that promotes education 
in the German language and culture as an integral component of its syllabus 

1.2 Vision of the School 

The DSJ offers young people superior and steadfast preparation for the complex challenges of our 
global world. 

1.3 Mission of the School 

At the DSJ we 

 have continually offered since 1890, co-educational teaching of the highest standards leading 
to excellent final results in national, German and international examinations such as the South 
African National Senior Certificate, the German International Abitur and a German Language 
Diploma 

 welcome all young people, including non-German speakers, who are interested in and would 
like to learn more about the German language and culture 

 educate young people to become self-confident, independent personalities with critical 
thinking skills that encourage personal and social responsibility 

 promote academic competence and the development of the individual personality of each 
learner 
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 strive to strengthen the inter-cultural sensitivities of our learners by cultivating respect for 
their own culture and appreciation of other cultures. 

1.4 Aim of the School (MoI 3.2) 

The aim of the Board, management and teaching staff of the School is to provide and 
safeguard the infrastructure, personnel, as well as all other prerequisites necessary for the 
development and maintenance of education at the School that will enable learners to achieve 
the relevant education goals. 

The School has the task to create and maintain prerequisites at the School that shall allow its 
learners to: 

 develop into informed, tolerant, co-operative and critical persons; 
 develop the capability to participate constructively and responsibly in social processes; 
 utilize, uphold and promote bonds with the German language and culture; 
 uphold and promote personal and cultural bonds with South Africans, and promote mutual 

understanding;  
 contribute to the fostering of social relations and cultural exchange between South Africa and 

Germany, as well as between South Africa and other German-speaking countries. 

 

2 Business Rules of the Board 

The Board manages and directs the business affairs of the School (MoI 7.2.1) according to the MoI as 
well as the rules set out in this document (as prescribed by MoI 7.6.9). The Board has the overall 
responsibility for the successful operation of the School and consequently the Board members have 
to work together in order to fulfil their fiduciary and oversight duties. 

The members of the Board shall not receive remuneration or special benefits or privileges by virtue 
of their office and shall not be permitted to hold any office on another elected body officially 
constituted within the School (MoI 7.11). 

All information shared with Board members when they are fulfilling their duties as the Board is 
deemed confidential and should therefore be treated in this manner. 

2.1 General duties 

The duties of the Board are described broadly in the MoI.  The Board may delegate its duties to be 
undertaken by a Board committee, although the ultimate responsibility for all its duties still lies with 
the Board.  These duties include the following (MoI 7.9): 
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1. Election, appointment, extension of period of office, and termination of contract of the 
School Principal. 

2. Engagement, extension of periods of office, and termination of contract of teachers and 
employees of the School in constructive co-operation with the School Principal. 

3. Adoption of the school rules that have been proposed by the School Principal and that 
govern the day-to-day affairs of the School. 

4. Preparation and adoption of the budget for the next financial year, as well as control of 
income and expenses in relation to this budget. 

5. Investing of excess financial funds, taking up loans. 
6. Representation of the School in and out of court, making and accepting legal declarations for 

the School, and undertaking legal acts of any kind. 

2.2 Relation to the School Principal (MoI 7.8.4) and other school employees 

1. The Board has final responsibility for all School matters, and executes it’s duties in 
constructive co-operation with the School Principal, whose main tasks and responsibility lie 
in the pedagogical and administrative field as is stipulated in his/her job description.  It must 
be noted that although the School Principal is a seconded employee of the ZfA, in terms of 
the secondment agreement he has a reporting responsibility to the Board. 

2. Although the Board members serve on various sub-committees together with members of 
the School Management, their role in these committees is generally for oversight and 
supportive purposes, and to make decisions if required by the Board-approved Mandates 
List (section 2.9). 

3. Instructions emanating from Board meetings must be conveyed from the Board Chairperson, 
or alternately the Vice-Chairperson, to the School Principal, who will then ensure that these 
instructions are conveyed to the relevant parties and executed.  Board sub-committees only 
have authority in terms of their Board approved terms of reference and/or Mandates List, 
which authority may be exercised by the sub-committee Chairperson in consultation with 
the other Board members on the sub-committee. 

4. Under no circumstances may a Board member independently issue work instructions directly 
to any School employee. 

5. Furthermore, the communication (no work instructions) channel between Board members 
and School employees, where appropriate, is generally via the Chairperson of the relevant 
sub-committee. 

2.3 Constitution of the Board 

1. The Board shall comprise no less than 7 (seven) members and no more than 12 (twelve) 
members (MoI 7.1.1), who are elected at an annual general meeting by the members (every 
parent is automatically a member with voting rights) of the School (MoI 7.1.2). 
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2. The Board shall elect from its ranks the Chairperson, the Vice-Chairperson and the company 
secretary (MoI 7.4). 

3. The election of office bearers is to take place at the first official meeting after an Annual 
General Meeting, or at a special board meeting called for this purpose. Upon request this 
vote shall take place by secret ballot, otherwise by a show of hands. At this meeting the 
assignment of Board members to one or more sub-committees shall be decided. 

4. The term of office of members of the Board shall be three years, computed from their last 
election, re-election or confirmation at a general meeting. At each general meeting at least 
one-third of the remaining members who were elected at any meeting of the School shall 
retire from office. The members of the Board retiring in terms of the preceding sentence 
shall be the members of the Board who have been longest in office, computed from their 
last election, re-election or confirmation at a general meeting. In the case of equal seniority 
of members of the Board, the members to retire shall, in the absence of agreement, be 
selected by lot. Retiring members of the Board shall be eligible for re-election (MoI 7.8.1). 

2.4 Sub-committees (MoI 7.12) 

1. The Board members are assigned to one or more sub-committees, each of which is 
responsible for overseeing a specific field of operation of the School, excluding the 
pedagogical side, which is the responsibility of the School Principal. The field of responsibility 
and duties of each sub-committee is listed in the sections below.  

2. The standing sub-committees are described in the following paragraphs. Additional sub-
committees or project groups may be formed or dissolved by the Board as required. Any 
alteration of the standing committees will require this document to be amended. 

3. Members of sub-committees should ideally be selected according to their competencies in 
the relevant field of operation, although this may not always be possible. 

4. The sub-committees generally operate independently. They are however bound by the 
budgetary parameters set annually and decisions taken by the Board. In cases where there 
is an overlap between two or more sub-committees, the Board members will need to reach 
agreement on such matters. 

5. Issues that are of very high importance, or that carry a high operational or financial risk for 
the School, need to be addressed by the entire Board. If a Board member has serious 
concerns about an issue of any sub-committee, and is not able to reach agreement with the 
Chairperson of that sub-committee, he/she may request that this issue be elevated for a 
decision by the entire Board. 

6. Each sub-committee will elect its Chairperson at its first meeting after the Annual General 
Meeting each year. 

7. The Board will decide on the delegation of certain duties and obligations to individual sub-
committee members and/or members of the School Management.  

8. The general objective of all sub-committees is to delegate the majority of matters to 
the School Principal and the administration manager. The main tasks of the sub-committees 
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are to advise the School Principal and administrative manager in those affairs and to ensure 
that the appropriate governance steps have been followed. 

9. Sub-committees should, from time to time, set up and review their own internal procedures, 
which should encompass the points as listed in the sections below. 

10. In some instances sub-committees are required to make financial decisions or to give 
approval for an expenditure or long-term contract. The Mandates List (see section 2.9) 
describes the different levels or authority or decisions required in this regard. 

11. Each sub-committee must report to the Board at Board meetings in the form of a written 
report, typically minutes of its meeting(s) since the last minutes tabled. 

12. The chairperson of each sub-committee is responsible for distributing meeting minutes, 
agendas, reports and any relevant supporting documentation to the sub-committee 
members and the Board. 

13. Each Board member may request to be invited to a meeting of another sub-committee. The 
exception is any meeting of the personnel sub-committee, which usually discusses 
confidential information regarding employees. The chairperson of the personnel sub-
committee may however invite another Board member in a consultative capacity if deemed 
necessary. In this case the sensitive and confidential nature of the business at hand must be 
observed. 

2.4.1 The Finance Sub-committee 

The final responsibility for all financial matters lies with the Board and the company’s 
prescribed officers.  The Board has delegated its financial oversight role of the company and 
its subsidiaries (if any) to its Finance Sub-committee to ensure that - with the assistance of 
management - the financial reporting, budgeting and control aspects are monitored by 
appropriately qualified and experienced Directors. 

The purpose of the Finance Sub-committee is to: 

 propose the appropriate mandate levels to the Board; 
 monitor the implementation of the approved mandate levels; 
 annually propose a budget to the Board for approval; 
 regularly monitor the deviations to budget; 
 monitor the financial situation and cash flows of the company; 
 advise the Board of any finance- or control-related problems encountered and 

recommend solutions; 
 assist management in the resolution of the abovementioned problems; 
 ensure that the annual financial statements of the company and its subsidiaries (if any) 

are prepared, audited and submitted for approval to the Board; 
 recommend auditors to the Board for approval; 
 co-operate on and advise in respect of all financial matters relating to material events 

and projects (including infra-structural matters) as and when required; and 
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 nominate one or more representatives to act as: 
a) directors of any subsidiaries; 
b) the public officer of the company and its subsidiaries (if any); and 
c) authorised signatories for all agreements and bank accounts of the company and 

its subsidiaries (if any) in accordance with the approved mandate levels. 
 
As a point of clarity: all agreements and transactions in respect of (c) above need to be 
initiated by management.  The involvement of the Finance Sub-committee’s authorised 
signatories is to be supervisory and confirmatory only. 

 
In exercising its function, the Finance Sub-committee must work together with and through 
the management of the company, on the basis that implementation of the same will be 
undertaken by the management of the company under the supervision of the Finance Sub-
committee. 

Certain financial functions are delegated to the management of the company as follows: 

 the School Principal is responsible for communication with local as well as German 
authorities with regard to all matters relating to subsidies; 

 via the School Principal, the Administrative Manager, shall be responsible for: 
a) all accounting and financial administration functions of the School (including 

preparing budgets, annual financial statements, managing costs against the 
approved budget, control of debtors, monthly financial reporting, etc.); 

b) administration of the legal entities which comprise the company and its 
subsidiaries (if any); 

c) negotiations, conclusion and management of all insurance policies; 
d) in conjunction with the Infrastructure Sub-committee, the proposal, execution 

and control of any major expenditure; and 
e) all decisions on all matters of School fee reductions in co-operation with School 

Principal. 
 

Although the abovementioned functions may be on-delegated by the School Principal and / 
or Administrative Manager, such on-delegation does not absolve the Finance Sub-
committee, School Principal or Administrative Manager (as appropriate) of their 
responsibility for the same. 

2.4.2 The Infrastructure Sub-committee 

The infrastructure sub-committee is concerned with oversight of and advice to the 
maintenance and IT departments, and to a certain extent the School Administration. Its 
purpose is to ensure that these departments are able to execute their function of providing 
school facilities and equipment in a working order so that the School can perform its primary 
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objective. Furthermore it needs to ensure that a comprehensive maintenance program is 
executed, so that the financial investment in the School’s infrastructure is protected. 

The executive responsibility (accountability) for setting maintenance/IT goals and executing 
the work to achieve these lies with the School management. The infrastructure sub-
committee has a non-executive, supervisory role in that it critically evaluates these 
goals/plans and ensures that they reconcile with the overall School 
strategy/mission/vision/Leitbild, taking into account the current financial constraints. 

The sub-committee’s members need to be satisfied that they can fulfil their duties as non-
executive directors within the agreed working/communication framework. Furthermore 
they need to satisfy themselves that the planning and execution of all tasks takes place within 
time, budgetary and quality constraints. 

The infrastructure sub-committee defines a general framework according to which work is 
proposed, planned, performed, reported and measured, taking into account auditing 
requirements, setting “go/no-go” guidelines for project work, agreeing on rules of 
engagement in the event that performance is not as expected etc. This is done in 
consultation with the administration- and other department managers as required, and is 
contained in the infrastructure committee’s internal procedures document. 

Other than the formal approval process dictated by the Mandates List (section 2.9), the 
infrastructure committee is involved in the following aspects in an oversight and advisory 
capacity: 

 management of premises, buildings, energy-, water and sewage facilities as well as 
fittings and furniture 

 management of car fleet 
 management of all security issues 
 management and supervision of all services supplied by third parties such as security, 

cleaning, electrical works, plumbing, gardening and bus service 
 all maintenance work due to normal wear and tear 
 co-operation and advice in all infrastructure matters relating to major school events and 

projects handled by departments/committees other than the infrastructure sub-
committee 

 planning and implementation of measures to develop the School’s infrastructure for all 
future needs 

 prioritising work to be done during the year and coming years 
 approval of all major service contracts in terms of the Board approved Mandates List 
 decision for any ad hoc maintenance and other infrastructure expenditure (see 

Mandates List referred to in section 2.9 for approvals) 
 proposal of infrastructure expenditure for the annual budget 
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 any extraordinary proposals to the Board for additional infrastructure expenditure 
not budgeted for 

 monthly and extra-ordinary reports to the Board 

2.4.3 Personnel committee 

The personnel sub-committee is concerned with all human resources issues. The School 
Principal is always a member of the personnel committee. The fiduciary responsibilities of 
Board members in respect of this committee are broadly twofold: 

 Financial nature – relates to all staff as a whole, and includes all courses of action that 
have a financial impact on the school, as set out in more detail below. In all such cases 
the principal can make a suggestion, a joint solution is ideally agreed on by the 
committee, but the final approval needs to be given by the Board members of this 
committee, possibly in conjunction with the Finance committee or the entire Board 
(depending on the amount of expenditure according to the mandate list). 

 Personnel nature – relates to the issues of daily management of staff (including 
resignations, dismissals, retirements, disciplinary actions, grievance actions, leave 
applications etc.). Such issues are delegated entirely to the School Principal as the acting 
CEO of the School. The function of Board members in this respect is primarily in an 
advisory capacity. The School Principal should inform the committee members of all 
actions that have been taken. Some decisions must be brought to the committee’s 
attention for ratification before they are enacted. Such guidelines should be discussed 
and agreed upon separately with every new School Principal.  

 

In any event the Board is bound by whatever agreement has been reached with personnel in 
terms of their employment contracts, which may broadly differ between seconded 
personnel (financed by the ZfA in Germany, and includes the School Principal) and locally 
employed personnel (whose contracts are governed by South African legislation). 

All personnel matters are confidential, and may under no circumstances be discussed 
outside of the Board. Decisions made by the personnel committee (in respect of issues 
where a decision is required) in consultation with the School Principal are binding upon the 
School Principal. This point needs to be clarified with the School Principal whenever a new 
School Principal is employed. 

In matters where a joint decision needs to be reached with the School Principal, but the 
committee is unable to do this because of a stalemate situation, the procedure is the 
following: 

 Ideally the committee should have an uneven number of members, as no one has a 
casting vote. This would avoid any impasse. 

 The matter is elevated to Board Level. 
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 If still not resolved, a representative of the German Embassy is called upon for 
mediation. 

 If still not resolved, the matter is elevated to the ZfA, and finally the KMK, for decision, 
which decision shall be binding upon all parties involved. 

 

Concerning the ADLK employees the entire Board has a contractual welfare responsibility, 
and seeks to promote a constructive working relationship between the ADLK, School 
Management and the Board. 

As personnel matters are generally very sensitive, it is important to consider issues such as 
conflict of interest. If anyone in the personnel committee is or becomes aware of a potential 
conflict of interest (perceived or real) relating to himself/herself or any other member of the 
committee, this needs to be brought to everyone’s attention and discussed. If deemed 
necessary by the committee, one or more members of the committee may need to recuse 
themselves, which could apply to the School Principal as well. Each member recusing himself 
or herself from a matter may be replaced by another person from the Board or from School 
Management as the case may be. 

Following tasks require the approval or input of Board members, most of which have a 
financial impact on the school: 

 Extensions of, new, and termination of expatriate contracts. Note that the School 
Principal makes the suggestions at his sole discretion. The “Schulleiter 
Dienstvertrag“ (Principal’s Employment Contract) describes this process. 

 may be present at all interviews for administration-related staff and can make decision 
in this regard 

 approval of new employment contracts 
 signatory of all employment contracts on behalf of the School 
 proposal for changes in all written personnel regulations and procedures, staff contract 

terms and any other personnel matters needing Board approval 
 responsible for the School’s affirmative action programme 
 proposal of annual salary increases (jointly with the finance sub-committee) to be 

accepted by the entire Board 
 proposal of annual budget for further education for staff (jointly with the finance sub-

committee) to be accepted by the entire Board 
 proposal for employment of new School Principals  

2.4.4 Public Relations committee 

The public relations committee is concerned with the oversight of and advice to the 
marketing department of the School. 
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Other than the formal approval process dictated by the Mandates List (section 2.9), the 
public relations committee is involved in the following aspects in an oversight and advisory 
capacity: 

 organising the annual School bazaar and managing the budget related to the bazaar 
 annually organizing and editing the year book 
 drafting, managing and distributing all School-related advertising and related 

information and material 
 organising all social and cultural school functions 
 managing all fund raising activities 
 communication on public relations issues with authorities, institutions, industry, media 

and public 
 alumni work 
 maintenance and monitoring of the School’s website, Facebook and Twitter accounts 
 promoting corporate and honorary memberships 
 proposal of any matters relating to the schools public relations policy 
 proposal for public relations & marketing budget 
 responsible for improving the schools public image 
 planning of the School’s social and cultural functions 
 ensuring that the marketing department’s activities are aligned to the overall school 

strategic objectives 

2.4.5 Development committee 

The development committee is concerned with the development of concepts relating 
to education, finance, personnel, public relations, infrastructure and school management 
matters.  The committee is also tasked to research, evaluate and document these 
matters so that they can be presented to the Board for discussion and decision.   

All strategic matters are first conceptualised, evaluated and/or developed in this committee 
before it is presented to the board or wider school.  The committee also evaluates new 
legislation and/or policies that could impact the operations of the school and further 
proposes an approach to deal with such matters.  The committee will either develop a 
position for the school, or will ask a working team to evaluate a legal and/or policy matter 
before a position is taken on the matter.  

Tasks that the development committee is involved in are the following: 

 draft vision and mission statements 
 the development of plans and concepts that are in line with the school’s strategy to 

ensure that the school remains relevant in a changing environment  
 propose changes in the education policy of the school to ensure that the school adheres 

to any changes in legal and/or regulatory requirements 
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2.4.6 Risk and Ethics committee  

Risk governance is substantially different to the requirement to implement risk 
management, according to King 3. The Board is responsible for the governance of risk and 
this responsibility must be demonstrated by the Board. This committee will form part of the 
development committee, until the workload of this committee is sufficient to justify a 
separate committee. 

The Risk Committee is responsible for: 

 determining the levels of risk tolerance of the School, in order for the Board to 
understand the risk levels that it has the ability to tolerate versus the risk that it is willing 
to take (risk appetite) 

 assisting the Board in carrying out its risk responsibilities (the Board can delegate the 
responsibility to a committee of the Board) 

 delegating to management the responsibility to design, implement and monitor the risk 
management plan, which is also to detail the School’s risk mitigation activities 

 ensuring that risk assessments are performed on a continual basis (minimum annually)  
 prioritising and ranking risks to focus the responses and interventions, including those 

risks outside the board’s risk tolerance limits)  
 ensuring that management considers and implements appropriate risk responses 

2.5 Other committees of the School 

There are several other committees in the School with which the Board interacts. Some require 
representation by one or more Board members according to their constituting document, which 
would have been accepted by the Board. The participation in committees where attendance is 
voluntary and by invitation should be decided in the constituting meeting of the Board after any 
AGM. 

2.5.1 Disciplinary commission 

The disciplinary commission exists as part of the disciplinary rules detailed in the document 
“Erziehungs- und Ordnungsmaßnahmen”. In the event that a pupil contravenes the School 
rules, a disciplinary process is followed during which the School attempts to resolve the 
matter. Depending on the severity of the transgression and the inability to reach consensus 
between the School and the offending pupil and his/her representatives, the disciplinary 
commission forms the very last step in this dispute resolution procedure. 

The members of the disciplinary commission as listed in the above document are elected for 
2 (two) years and include 2 (two) Board members. The Board must be informed in writing of 
any decision made by the disciplinary commission. 
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2.5.2 Health and Safety committee 

The Occupational Health and Safety Act of 1993 prescribes certain tasks and committees 
that need to exist in relation to the health and safety of members of any organisation. The 
DSJ must at all times have an H&S (health and safety, also referred to as HSE-health, safety 
and environment) committee. 

Board members should ensure that this committee conducts its business according to the 
requirements of the Act. 

2.5.3 IT steering group 

Since IT is very prevalent in all facets of the school, this is an important committee and/or 
working group. Its function is to oversee IT requirements and developments at the school to 
ensure there is a coordinated effort between all IT stakeholders. 

According to the King Code on Governance “The board should be responsible for 
information technology (IT) governance”, hence the Board should have at least one 
representative on this committee and/or working group. 

2.5.4 Staff Representative Committee (“SRC”, Personalbeirat) 

This committee represents all staff (teaching and administration) of the school and has 
representatives from each department. It has close contact with the School Principal, and a 
representative (typically the chairperson) is invited to attend every board meeting to report 
on staff issues. Occasionally the Personnel Sub-Committee meets with the SRC to keep in 
touch, but not to make any decisions as this would undermine the School Principal. The 
purpose of such meetings is purely to receive information from another perspective. 

2.5.5 Parents’ Representative Committee (“PRC”) 

The PRC is the body of parent class representatives who, amongst other things, deal with 
issues that parents have in relation to the School. They also organise and sponsor events to 
promote a positive relationship between all stakeholders at the school. Traditionally a 
representative from the Board has been invited to attend official meetings of the PRC, and 
vice versa, as this promotes a good working relationship between these two bodies. 

2.5.6 Gesamtkonferenz 

This is a staff conference held every 3 (three) months relating to the core business of the 
School. The Board Chairperson is invited to attend and observe, but has no voting rights. The 
School Principal may ask the Board Chairperson to speak on a topic if this is relevant and 
appropriate. 
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2.5.7 Steering committee (Steuergruppe) 

The steering committee deals with strategic issues related to the DSJ. It has representatives 
from school management, administration staff, teachers and parents. Historically the 
steering committee has always held its meetings during normal working hours, hence board 
participation was always a function of availability. The board has its own development sub-
committee, hence participation in the steering group is not essential. It is however 
imperative that the board is informed of the work of the steering committee. 

2.5.8 Arbeitsgemeinschaft für deutsche Erziehung (“AfdE”) 

This is an association not for gain legally separate from the DSJ. It was set up to promote and 
financially support German education, specifically at the DSJ. In order to manage and 
coordinate this financial support, a decision was taken at its board meeting in 2015 that all 
requests for funding should be made via the School Principal. Consequently it makes sense for 
the School Principal and at least one Board member to be represented on the board of the 
AfdE. 

2.6 Meetings 

1. The board shall meet at least 6 (six) times per year (MoI 7.6.1). This excludes unscheduled 
special meetings. 

2. The company secretary shall send out invitations on behalf of the Chairperson 2 weeks prior 
to the date of the meeting (MoI 7.6.7). 

3. At the first board meeting of the year, called by the Chairperson, the dates of all remaining 
Board meetings for the year are determined. 

4. The Chairperson drafts the agenda for Board meetings in consultation with the Vice-
Chairperson and the School Principal. A call is made to the sub-committee chairpersons to 
submit any additional points for the agenda. Any points that will require a decision at a 
Board meeting must be highlighted as such on the agenda (see 2.7). 

5. The agenda and all reports to be presented and discussed at a Board meeting need to be 
distributed no later than three working days before the Board meeting. 

6. Reports that are submitted later than the above deadline will only be discussed at the 
Chairperson’s discretion. 

7. An extraordinary meeting of the Board may be called by the Chairperson upon application by 
any member of the Board, the representative of the ambassador of the Federal Republic of 
Germany or the School Principal. The representative of the ambassador and the School 
Principal shall be invited to attend but may not vote at such an extraordinary meeting (MoI 
7.6.5). 

8. The company secretary, unless this role is fulfilled by a Board member, shall attend all Board 
meetings. 

9. If a Board member is unable to attend a board meeting, a written apology needs to be sent 
in advance to the Chairperson. 
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10. The Chairperson conducts all board meetings. In the event the Chairperson is unable to 
attend, the meeting shall be conducted by the Vice-Chairperson. In the event the Vice-
Chairperson is also unable to attend, the remaining Board members shall elect another 
person from the Board to chair the meeting. 

11. The School Principal shall attend all board meetings, unless he/she is being discussed 
personally (Schulleiter Dienstvertrag and MoI 7.3.1.1 and MoI 7.3.1.8). 

12. In addition to the School Principal, the following persons are entitled to attend an ordinary 
Board meeting, unless the Chairperson in his sole discretion decides otherwise: the School 
Principal’s deputy (MoI 7.3.1.2), the Administration Manager (MoI 7.3.1.3), the Pedagogical 
Director (MoI 7.3.1.4), the chair of the SRC or his/her representative, as well as the chair of 
the PRC or his/her representative, insofar as these bodies have been properly constituted 
(MoI 7.3.1.5), and a member of the relevant diplomatic representation of Germany 
nominated by its ambassador (MoI 7.3.1.6). None of these persons have the right to attend 
any meeting dealing with personnel matters (MoI 7.3.1.7). 

13. Any additional persons may be invited by the Chairperson if so required for consultative 
purposes. 

14. Board meetings may be held telephonically. 
15. Board meetings should generally be held on normal school days. 
16. Any point on the agenda can be deferred to the next Board meeting or to an extraordinary 

Board meeting. 

2.7 Authority and decisions 

1. The Board has a quorum if all Board members were invited to a meeting according to 0 and a 
majority of Board members is present. Any vote passed without a quorum is not binding, at 
best being advisory in nature (MoI 7.6.10). 

2. Board members may partake in a Board meeting telephonically or via video link and in such 
a case are considered to be present. Such meetings should be the exception and not the 
rule. 

3. Each member of the Board has one vote on a matter before the Board (MoI 7.6.11). 
4. A majority of votes cast on a resolution is sufficient to approve that resolution (MoI 7.6.12). 
5. In the case of a tied vote, the chair may cast a deciding vote if the chair did not initially have 

or cast a vote. Otherwise the matter being voted on fails (MoI 7.6.13). 
6. The Board can make decisions through a round robin vote. In this case the company 

secretary, if he/she is not a member of the Board, must be copied on each e-mailed vote.  If 
the result of such a vote is not separately recoded, it shall be recorded in the minutes of the 
next ordinary Board meeting. 

7. Decisions that require a vote should only be made if the Board members were notified of 
this intention in the agenda, or should have known the same (e.g. approving the annual 
financial statements or budget). The relevant information relating to such decision must 
have been distributed together with the remaining board documentation as described in 
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section 0. In extreme cases, with the approval of the Board, it is allowed to deviate from this 
rule. 

8. The Mandates List (see section 2.9) describes the different levels or authority, or decisions 
required, in matters relating to expenditure or the entering of long-term contracts. 

2.8 Minutes of Meetings 

1. Minutes of Board meetings shall be written in English for approval by the Board at the 
following meeting, even though the Board meeting can be held in German. Such minutes 
shall be signed by the Chairperson and the secretary, or other Board members should the 
Chairperson or secretary not be present, after approval has been given (MoI 7.7.1). 

2. The secretary shall distribute the minutes from the last board meeting and the agenda to all 
Board members at least one week prior to the following ordinary Board meeting, but in any 
event not later than three working days before the next Board meeting. Applications for 
changes to the minutes shall be subject to approval and be placed on record at the following 
Board meeting. 

2.9 Mandates list 

1. In order to ensure good governance and transparency relating to expenditure and the 
entering into contractual obligations, all payment processes, payment limits and required 
levels of authorisation are described in the Board-approved Mandates List. 

2. Each process involves typically three phases: proposal, initial authorization, final 
authorization. 

3. Board members in the relevant sub-committees need to ensure these processes are adhered 
to. 

4. The Mandates List is to be updated at least annually by the finance sub-committee of the 
Board. 
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3 Code of conduct for Board members 

The code is to establish a disciplined and purposeful school environment dedicated to the 
improvement and maintenance of a quality governance structure at the School. This code sets out 
standards of conduct and behaviour required and expected from members of the Board in the 
performance of their duties and obligations 

3.1 General 

In general, a member of the Board:  

1. acknowledges that the duties assigned to the Board are of a fiduciary (trust) nature and as such 
should be discharged with the utmost good faith and in the best interests of the School at all 
times; 

2. must not take improper advantage of his position of a director of the School. A Board member 
must never directly or indirectly influence the treatment of his/her own child/children at the 
DSJ nor directly or indirectly request favourable treatment; 

3. has a responsibility, where appropriate and applicable, for determining, monitoring and keeping 
under review the School's policies, budget, plans and procedures within which the School 
operates; 

4. accepts that all elected members have equal status on the Board and his or her overriding 
concern will be the welfare of the School and the best interest of the learners; 

5. has a duty to act fairly and without prejudice in all instances and to treat others with the 
necessary respect; 

6. encourages open and transparent governance; 
7. will be mindful of his or her responsibility always to serve the School's best  interests when 

carrying out his or her duties; 
8. considers carefully, how the Board's decisions may impact on or contribute to the greater good 

for the school community;  
9. undertakes the responsibility for the administration and control of the School’s property, 

buildings and grounds, with diligence, care and honest stewardship in the best interest of the 
School; and 

10. accepts the responsibility to contribute to the development and maintenance of the ethos and 
character of the School as expressed in its mission statement. 

 

As no code can anticipate every situation, these few lines are designed to outline some guiding 
principles, which, when combined with sound judgement and appropriate experience should 
equip all Board members to conduct themselves befitting of their role: 

1. Meetings start on time and in the event that you are late or cannot make the meeting then 
you need to inform the chairman or secretary well in advance 

2. Normal meeting etiquette prevails. 
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3. As volunteer Board members, it is imperative that all members feel respected and valued for 
their contribution. 

4. When making presentations, please respect the timeframe given within the agenda. 
5. Relevant briefing notes or portfolio summaries should be distributed at least 2 working days 

before the meeting. 
6. All Board members need to come prepared to the meetings (i.e. have read through the 

provided information or obtain relevant information on the topics as discussed during the 
Board meeting) 

7. All Board members are expected to maintain the confidentiality of information entrusted to 
them in their role on the Board. Under no circumstances may information be passed outside 
the Board forum unless previously authorised or legally mandated. 

8. All conflicts of interest should be announced in advance of the topic being discussed. Should 
you be unsure as to whether a conflict does exist, please discuss this matter with chairman 
or secretary. 

9. Gross digressions or disregard for these basic principles may result in expulsion from the 
Board. It must be noted though that the Board should at all times aim to resolve conflict as 
respectfully and amicably as possible 

10. A Board member should bring an enquiring, open and independent mind-set to the Board 
meetings and listen to the debate on each issue raised.  The arguments for and against each 
motion should be critically evaluated and the decision that he/she believes to be in the best 
interest of the School as a whole should be taken thereafter. 

11. A Board member must be independent in judgment and action, as well as taking all 
reasonable steps to be satisfied as to the soundness of all decisions taken by the Board. 

12. A Board member must acknowledge that all proceedings of the Board and its sub-
committees are strictly confidential and that a Board member will be required to resign from 
the Board if he/she commits a breach of this confidentiality. 

3.2 Voting 

When voting, one has three options available; to vote in favour, to vote against or to abstain. The 
chairman calls for a vote by a show of hands.  From time to time it is necessary to take a vote by 
email or via conference call. This usually takes place following a debate which is either inconclusive 
or where further information is required before a vote can be taken. In order to avoid the matter 
being carried forward to the next meeting, and in the interest of efficiency, the vote by email is 
allowed.  Provided that the matter to be decided upon has been submitted to all the Board members 
and at least such number of members constituting a quorum has voted on the matter.  It should be 
noted that decisions are binding to all Board member regardless of how they voted during the 
meeting. All members are expected to support Board decisions outside of the boardroom and not 
embellish decisions unnecessarily with further explanation or comment. 

3.3 Commitment to the Board 

A Board member must make a commitment to the Board by: 
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1. acknowledging that accepting office as a Board member involves the commitment of a 
significant amount of voluntary time and energy; 

2. involving himself or herself actively in the work of the Board, regularly attend all meetings and 
accept his or her responsibilities; 

3. endeavouring to fully understand the functioning of the Board and respond positively to 
opportunities to involve him-or herself in Board activities; and 

4. pursue any opportunity available to Board members for individual and collective training and 
development. 

3.4 Relationships 

In building relationships, a Board member: 

1. recognises that the Board has a responsibility to attend to governance matters and that the 
School Principal attends to the professional management of the School, staff and curriculum; 

2. refrains from doing anything that may be construed as interference in the professional 
management of the School or with any educator’s performance of his or her professional tasks; 

3. strives to work as part of a team; 
4. develops effective working relationships with the learners, parents, the School Principal, staff,  

admin, the relevant German institutions, the local community, and other schools;  
5. agrees to follow the protocol determined in the Board constitution when reporting to teachers, 

staff, parents and learners on issues or decisions reached in the Board meetings; and 
6. shall not undermine decisions taken by the Board, in public or private, outside the Board 

meeting. 

3.5 Financial Management 

With regard to financial management, a Board member: 

1. acts with fidelity, care, honesty, integrity, accountability and in the best interest of the School 
when administering, controlling and managing the finances, equipment, movable and 
immovable property of the School; 

2. pursues the development of sound governance and financial practices, which ensure that every 
Rand spent produces maximum benefits, and insists that all School transactions are performed 
within an ethical and legal framework; and 

3. may not derive personal gain and profit while managing and controlling the finances, property, 
buildings, grounds and other movable and immovable assets of the School. 

3.6 Confidentiality 

To ensure confidentiality, a Board member  
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1. observes confidentiality at all times; 
2. will exercise the greatest circumspection and wisdom if approached individually outside the 

Board with any potentially contentious issue affecting the School, and will not respond as an 
individual Board member, but will encourage the issue to be brought to the attention of the 
Board; and 

3. may not use his or her membership of the Board or confidential information obtained as a 
member for personal gain or improperly obtain a benefit from another source. 

3.7 Conflict of Interest 

With regard to potential conflict of interest, a Board member: 

1. who may have any vested interest, direct or indirect, personal or financial, in a matter in 
connection with the School's business must declare such interest in advance to the Board and it 
must be recorded; 

2. who has declared a vested interest in a matter must withdraw from the Board meeting, or 
committee/portfolio meeting, while the relevant matter is under discussion and/or a decision 
regarding it is taken; and 

3. may not solicit, request or accept a reward or gift in return for favours in a particular manner on 
any matter before the Board or before a committee/portfolio of the Board. 

3.8 Good Communication 

In promoting good communication, a Board member: 

1. encourages and respects open expression of views at meetings and accepts collective 
responsibility for all decisions taken by the Board. This means he or she will not undermine 
decisions, in public or private, outside the Board meeting; 

2. regularly informs the Board about his or her work in committees or portfolios and shares 
information openly and transparently when requested to do so; 

3. may speak or act on behalf of the Board only when specifically authorised to do so, and only in 
terms of the written mandate given; 

4. responds to criticism or complaints about the School, staff or learners, by following the 
complaints procedures established by the Board according to its constitution. 

3.9 Inappropriate Conduct 

1. Each member of the Board has a responsibility to maintain an environment where conflict and 
difference can be addressed in a manner characterised by respect and civility. No member of 
the Board will accept, condone or ignore inappropriate conduct by any member of the Board. 

2. A member of the Board is guilty of misconduct if he or she transgresses any stipulation or 
obligation of this code of conduct.  
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3. Whenever a Board member believes that another Board member has violated the Board’s code, 
it is incumbent on him/her to bring the matter to the attention of the Chairperson of the Board. 

3.10 Due Process 

Due process must be followed in all cases of corrective measures and/or disciplinary proceedings.  
All procedures should be fair and unbiased and must include: 

1. the right to be informed and receive particulars of the complaint; 
2. the opportunity to be heard; 
3. the right to representation; 
4. the right to be heard by impartial persons; 
5. the right to be treated with dignity and respect; 
6. the right to be informed in writing of the decision and sanction; and 
7. the right to appeal. 

3.11 Procedure in the Event of Alleged Misconduct 

1. All complaints received against a member of the Board must be acted on within 5 working days.  
2. All complaints about the conduct of a Board member must be directed to the Chairperson of 

the Board in writing.  
3. The School Principal shall receive a complaint or allegation of misconduct against the 

Chairperson of the Board. 
4. The Chairperson or the School Principal, as the case may be, shall, on receipt of written 

allegations of misconduct, examine the information presented to him or her, and determine 
whether the allegations are of a serious nature or not.  

5. The Chairperson may reprimand a Board member if the complaint filed against the member is 
not of a serious nature.  

6. If allegations are of a serious nature, and seem to warrant referral to the Board, the 
Chairperson shall call an extraordinary meeting of the Board to discuss the matter and take a 
resolution. 

7. If the School Principal determines that there is a prima facie case against the chairperson, he or 
she must request the vice-Chairperson of the Board to call an extraordinary meeting of the 
Board.  

8. If allegations are of a serious nature, the Chairperson or Vice-Chairperson, as the case may be, 
has to 
8.1. Inform the accused of the allegation and that it will be discussed at an extraordinary 

meeting of the Board; 
8.2. Authorize an investigation of the facts and circumstances of the alleged breach in order to 

accumulate sufficient information to determine whether or not the matter needs to be 
pursued formally, i.e. whether or not there is a disciplinary case to answer. 

9. All investigations must be conducted objectively and may not be based on deductions and/or 
assumptions.  Only substantiated facts may serve as evidence. 
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3.12 Financial Mismanagement 

All complaints regarding maladministration or mismanagement of financial matters must be 
reported to the Board for investigation. 

3.13 Appointment of Committee to investigate Alleged Misconduct 

1. At an extraordinary meeting the Board must appoint a committee comprising at least three 
persons to probe the allegations against a fellow Board member (“Misconduct Committee”). 

2. The Board may appoint persons who are not Board members as members of the Misconduct 
Committee.  

3. The Misconduct Committee must 
3.1. Within reasonable time of its appointment, provide the accused Board member with a 

written description of the allegations of misconduct 
3.2. Give the accused Board member an opportunity to make written representation within 21 

days from the date of the written description of allegations of misconduct 
3.3. Consider such representations 
3.4. Make a recommendation to the Board 

3.14 Recommendation by the Misconduct Committee 

1. The Misconduct Committee may recommend that: 
1.1. A member must be absolved because there was no substance in the allegations of 

misconduct levelled against him or her; or 
1.2. The member must be reprimanded; or 
1.3. A recommendation be made to the Board for the suspension or termination of the 

membership of a member from the Board.  
2. If the Misconduct Committee recommends the suspension or termination of membership of a 

member from the Board, and the Board accepts such a recommendation, the member shall 
immediately be informed of the decision and terminated with immediate effect. 

 

4 Additional notes 

1. The amendment or alteration of the content of this document requires a 2/3 (two-thirds) 
majority in a vote by the Board. 

2. If any point in this document is in contravention of the MoI, or a law of the Republic of South 
Africa, then the MoI or the law shall prevail. All other points in this document shall remain in 
force. 

3. This document should be reviewed annually. 
4. Every Board member must sign the declaration in this document. 

  




