Appendix 1

EXECUTIVE COUNCIL MEETING PROCEDURE

1.
The Governor declares the meeting open and advises of any special meetings which may have occurred since the last ordinary meeting.

2.
The Clerk says:

"Your Excellency, the Executive Councillors have considered the following business and recommend that it be approved".

The Clerk then proceeds to read the title of each ordinary Minute, handing each Minute to the Governor for initialling after the title is read.  The Governor records approval by initialling the Minute.  As the Governor initials the Minute, the senior Executive Councillor places a tick beside the item on the Schedule.

3.
When completed, if no late Minutes have been submitted, the Clerk says:

"Your Excellency and members of the Executive Council, no additional matters have been submitted for consideration and approval." [Proceed to paragraph 8]
4.
When Special Judicial or late Minutes have been submitted, the Clerk says:

"Your Excellency and members of the Executive Council, (x) special matters and (x) additional matters have been submitted for consideration and approval."
5.
The Clerk invites the senior Executive Councillor or sponsoring Minister to speak to the Minute(s).  Upon the Governor’s agreement, the Schedule(s) are handed by the Clerk to the Executive Councillor(s) present who initial the Schedule Cover(s). The second most senior Executive Councillor places a tick beside all those in attendance on the Present Form.

6.
The Clerk collects the Schedule(s) and the Present Form from the second most senior Executive Councillor and returns the Schedule(s) to the senior Executive Councillor and retains the Present Form.

7.
The Clerk then says:

"Your Excellency, Executive Councillors recommend that the following additional matters be approved."

The Clerk then proceeds to read the title of each special and then each late Minute, handing each Minute to the Governor for initialling after the title is read.  The Governor records approval by initialling the Minute.  As the Governor initials the Minute, the senior Executive Councillor places a tick beside the item on the relevant Schedule.

8.
When this is completed, the Clerk reads the summary of proceedings and confirmation of Minutes approved as per the Present Form and signs it.  The Present Form is handed to the Governor, who says:

"Do Executive Councillors wish me to confirm these minutes?"

Upon assent, the Governor signs the Present Form and then announces:

"That concludes Executive Council business for this meeting."

9.
Executive Councillors leave the Executive Council Chamber and the Governor remains to sign documents.
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