
Guidelines (as at: 12 September 2022) 

for the conduct of internal committee meetings and elections at HHU 

 

A. Conduct of committee meetings 

On the basis of the Higher Education Act of North Rhine-Westphalia (Hochschulgesetz 
NRW) (HG NRW) and the latest versions of the Coronavirus Protection Ordinance 
(Coronaschutzverordnung) (CoronaSchVO) and the Coronavirus Epidemic Higher 
Education Ordinance (Corona-Epidemie-Hochschulverordnung) (CEHVO), which has been 
extended until 31 March 2023, committee meetings may take place if the following is 
observed: 

 

I. Face-to-face meeting 

There continues to be no obligation to wear a mask in face-to-face meetings. 
However, for infection protection reasons and out of consideration for others, masks 
may of course continue to be worn and the other distancing/hygiene regulations 
observed in meetings.  

 

II. Digital meeting  
Meetings may continue to be held in digital form. Resolutions may also be passed in 
this way (§ 5 (2), Sentence 1, Clause 1 CEHVO).  

The public must be able to access public meetings. This should be ensured by 
appointing a responsible officer for the video or telephone conference and by 
providing access data and passwords. Appropriate notification of the meeting date 
must be provided. 

 

III. Hybrid meeting  

A meeting may also be held with a mix of in-person and electronic participation (§ 5 
(5), Sentence 1, No. 3 CEHVO). Resolutions may also be passed in such a hybrid 
meeting.  

 

The decision on the form of the meeting shall be made by the chairperson of the 
committee, whereby the legitimate interests of the committee members with regard to 
infection prevention must be taken into account. Furthermore, the chairperson is 
responsible for deciding whether resolutions are to be passed by circulation procedure, via 
electronic communication or in a hybrid meeting.  

 

B. Passing resolutions by circulation procedure 

Resolutions may be passed by written circulation procedure (§ 5 (2), Sentence 1, Clause 2 
CEHVO). The committee chairperson may send the respective draft decision memo out via 
e-mail and votes may also be returned via e-mail. For the written voting procedure, it is 
particularly important to ensure that adequate information on the key aspects needed to 



reach a decision on the issue is provided in the draft decision memo and that a concrete 
resolution proposal is included. Relevant documents may be e-mailed together with the draft 
decision memo.  

 

As the meetings of the Senate and Faculty Council are public, suitable measures must be 
taken to ensure that the public is informed about resolutions passed by circulation 
procedure (§ 5 (2), Sentence 2 CEHVO). For example, resolutions may be published on the 
homepage of the respective committee. 

 

C. Presence of a quorum 

Committees are deemed to constitute a quorum where the meeting has been called in due 
form and time, and the number of committee members participating either electronically or 
in person (subject to the relevant infection protection regulations) totals less than half of the 
committee votes (§ 5 (3) CEHVO).  

However, this only applies where the number of committee members participating – either 
electronically or in person – amounts to at least a quarter of the total committee votes; the 
only exception to this shall be where university regulations differ. 

This means that – except in cases where university regulations differ – the CEHVO 
stipulates a minimum attendance of a quarter of the votes of the members participating in 
the meeting, either electronically or in person, to constitute a quorum.  

 

D. Express decisions by the committee chairperson 

The Higher Education Act also allows for express decisions made solely by the committee 
chairperson on matters that cannot be delayed where the responsible committee cannot 
pass a resolution in time (§ 12 (4), Sentence 2 HG NRW). However, this is not possible in 
the case of decisions that must be made via elections (§ 12 (4), Sentence 3 HG NRW). The 
committee must be informed of the reasons for the decision without delay.  

 

E. Special case: Secret ballots  

Should decisions on personnel matters be necessary during meetings at which members 
are not physically present, it must be noted that secret ballots cannot be realised via the 
video conferencing technology currently available at HHU. 

However, decisions on personnel matters may be made via written circulation procedure 
in the same way as a postal vote: 

The committee chairperson sends a draft decision memo including the usual information 
on the matter to be decided and checkboxes for the available voting options to all members 
who are eligible to vote. This can be sent via e-mail. The committee members who are 
eligible to vote return the draft decision memo with their vote marked accordingly in a 
neutral, previously unmarked and sealed envelope. The committee members who are 
eligible to vote must also submit a written statement in a separate envelope confirming that 
she/he has participated in the written vote; the name of the sender must be visible on either 
the statement or the envelope. A corresponding statement template is available as a PDF 
document. A reasonable period must be defined between document dispatch and 



response; however, this may not exceed two weeks. The committee chairperson must 
open the received letters in the presence of at least one other person and record the results 
of the vote. 

This procedure may be used for all secret ballots.  

 

F. Elections 

Elections may, as a rule, only be held when the committee members who are eligible to 
vote are present in person and a postal vote is only permitted in exceptional cases.  

If elections cannot practically be held, e.g. due to the number of eligible voters such as in 
the case of student committee elections, and committee members consequently cannot be 
elected before the term of office of the current incumbents ends, the incumbents are 
entitled and also obliged to continue to exercise their function on an acting basis until an 
election is possible and has taken place. 

According to the current CEHVO, the chairperson of the committee for which elections are 
to be held may now also decide to hold elections electronically or by postal vote. If the 
election is to be held electronically or by postal vote, the details shall be regulated by either 
a university regulation or the rules of procedure of the committee holding the election. With 
regard to the electronic system used to cast votes in elections held electronically, HHU 
shall ensure in advance that this voting system reflects the importance of the election.  


