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FOREWORD

My easy reference to business of the House is an addition to the existing  
procedural information with the needs of new Members primarily in mind.

The guide, which is essentially a fleshed-out glossary of parliamentary  
terminology, has been compiled by staff of the Procedural Services  
Section. It is not a comprehensive procedural manual but rather a tool 
for easy reference to be used by Members in the House or commit-
tees. Hopefully more experienced Members will also benefit from the  
information in the booklet to refresh their memories from time to time.

Brief descriptions of parliamentary procedures and processes are  
arranged alphabetically and these entries often serve as the first  
contact point, after which more detailed advice could be obtained from our 
staff.

Examples of legislation,  flowcharts, parliamentary papers,  as well as an 
illustration of the Chamber are  reflected in the appendices.

Any suggestions about ways to improve the guide are most welcome.

SECRETARY

ii
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An absolute majority is more than half the total number of votes 
of all those Members who are eligible to vote in the House, one 
vote more than half the number of votes of the total number of 
Members of the House, whether they are present or not. 
Abstention is the refusal to vote either for or against a  
question. Members wishing to abstain from voting should leave 
the Chamber so that they are not counted.
An accountable person may be called on to explain his or 
her actions. Ministers are accountable to the Provincial  
Parliament for the actions they take while in office.
A legislative proposal (bill) becomes an act of Parliament when 
it has been approved by the legislature and assented to by the 
President or Premier. Unless a provision in the act specifies  
otherwise, the act comes into operation on the date of assent. 
(See Appendices A and C.)
An ad-hoc committee is a temporary committee established by 
a resolution of the House to perform a specific task. It must 
report its findings to the House and is discharged of its duties 
once the task has been completed.
An alternate Member is a Member who represents his 
or her party in a committee when a core Member of the  
party is absent. The alternate Member may participate in the 
 proceedings and vote.
An amendment bill is a bill that amends existing legislation. 
When policymakers are of the view that an existing act needs 
to be adjusted, an amendment bill can be introduced to put 
into effect the necessary changes.
An amendment is a proposed change to legislation or a  
motion before the House or a committee.

An amendment to a motion must comply with certain condi-
tions before it is admissible. First, it has to be relevant and with-
in the scope of the original question.  Second, an amendment 
should seek to:
• leave out certain words;
• leave out certain words in order to insert other

words; or
• insert or add other words to the original motion.

An amendment must also be framed in such a way that, 
if agreed to, it will leave the main question, as amended,  
intelligible and consistent.

absolute majority

abstention

accountable

Act of Parliament

ad-hoc committee

alternate Member

amendment bill

amendment
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The ATC is a documentary record of official announcements 
made in Parliament, documents tabled in and reports by  
parliamentary committees.   (See Appendix H.)
The rule of anticipation prevents a Member from discuss-
ing a matter that appears on the Order Paper, whether it is a 
bill or a motion. Such discussion is prohibited as the matter  
appears on the Order Paper.  This rule prevents a Member from  
pre-empting a decision on a matter that is already on the  
Order Paper by introducing a second, identical matter or one simi-
lar enough to be considered the same.
Parties are represented in committees in broadly the same  
proportion as the proportion in which they are represented in the 
House. The Rules Committee determines the ratio of party rep-
resentation. Parties themselves decide which of their Members 
are to serve in certain committees in accordance with this ratio.
Appropriation is a sum of money allocated by Parliament for 
a specific purpose outlined in the government’s spending  
estimates. This money is secured annually by legislation and is 
utilised to fund government departments and programmes.
An appropriation bill is a bill introduced by the Minister  
responsible for financial matters to authorise the provincial  
government’s expenditure. It normally contains a schedule that 
reflects the amounts allocated to each government department.

Backbenchers are those Members of Parliament who are not 
Ministers or presiding officers.
A bell is used to call Members of Parliament into the Chamber 
for a sitting or to announce a vote or the lack of a quorum in 
the House. When the bell is used to announce a vote, it is 
called a division bell.
A bill is a legislative proposal to enact a new law and can be 
introduced by a Minister, a standing committee or a Member of 
Parliament. (See Appendix C.)
The business of the House on an ordinary sitting day consists of:

• statements by Members;
• notices of motion; and
• orders of the day.

On certain days, interpellations and questions for oral reply are 
also dealt with. The Speaker may allow requests for matters of 
public importance or urgent public importance to be placed 
on the Order Paper for discussion. Ministers may request the 
Speaker to make statements in connection with their portfolios.
A by-election is a special election that is held to fill the seat of a 
councillor who has passed away or resigned.

Announcements, Tablings 
and Committee Reports 
(ATC)

appointment of
Members to serve
on committees

anticipation

appropriation

appropriation bill

backbench; backbencher

bell

bill

business of the House

by-election
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The cabinet comprises all the Ministers (MECs) who are  
appointed by the Premier. The cabinet determines the  
government’s priorities and policies; prepares the legislation that 
will be presented to Parliament; and raises and spends revenues.
A casting vote is a deciding vote by the presiding officer when 
there is an equal number of votes on a specific question.

Section 21(2) of the Constitution of the Western Cape provides 
that the Member presiding at a meeting of Parliament has no 
deliberative vote but must (i) cast a deciding vote when there 
is an equal number of votes on each side of a question and   
(ii) may cast the deciding vote when a question must be 
decided by a supporting vote of at least two-thirds of the 
Members of Parliament.
A caucus is a group composed of Members of Parliament from 
the same political party who normally hold private meetings, 
which are called caucus meetings, on Thursdays.
The Chair is the Presiding Officer at a meeting of the House or 
a committee.
The Chamber is the place where the House meets for its plen-
ary sittings. (See Appendix M.)
See: whip
A person, other than a Member, may exercise the citizen’s 
right of reply if he or she is aggrieved by a remark made about 
him or her by a Member of the House or a witness before a 
com-mittee, may submit a written request to the Secretary to 
have his or her response to that statement or remark recorded. 
The disciplinary committee may consider the request and 
publish the response in the appropriate parliamentary paper.
A clause is a part of a bill that consists of an individual sentence 
or statement. Once a bill is enacted (becomes an act), its claus-
es are referred to as sections.
The Code of Conduct was adopted by the House to guide its 
Members on ethical issues and on questions relating to the dec-
laration of their interests in the Register of Members’ Interests.

The Conduct Committee, established in terms of the Standing 
Rules of Parliament, is responsible for:
• implementing the Code of Conduct;
• developing standards of conduct;
• reviewing the Code and making recommendations

on amendments thereto; and
• reporting annually to the House on its operations

and the effectiveness of the Code.

cabinet

casting vote

caucus

chair

Chamber

chief whip
citizens’ right of reply

clause

Code of Conduct
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committee 

Commonwealth 
Parliamentary 
Association 

constituency 

contempt of 
Parliament 

D 
debate 

decisions 

delegated or 
subordinate 
legislation 

dissolution 

division 

draft bill 

A committee is a group of Members assigned to consider issues 
relating to a particular subject area. Committees consider and 
report on bills and issues that the House refers to them. They 
also play an oversight role over the executive authority and 
government departments. 

There are generally three types of committees, namely ad-hoc, 
standing and internal committees. 

The Commonwealth Parliamentary Association is an associ-
ation of parliaments of countries that form part of the 
Commonwealth of Nations, such as Australia, South Africa, the 
United Kingdom and India. 

A constituency is a specific geographic area in the Western Cape 
that is represented by a Member of Parliament. 

When someone is in contempt of Parliament, he or she has 
committed an offence against the authority or dignity of 
Parliament, which includes failing to obey its orders or 
committing libel against it or its Members. 

A debate is a discussion in which the arguments for and against 
a subject are presented in the House according to specific rules. 

All questions before the House are decided by majority vote. 
The presiding officer has the deciding vote when there is an 
equal number of votes on each side of the question. 

A quorum of at least one-third of the Members is necessary 
for the House to meet and, subject to certain specific 
provisions of the Constitution, a majority of the Members is 
necessary before a decision may be made about a bill. 

Delegated or subordinate legislation is drafted when Parlia- 
ment delegates the power to draft detail in legislation to the 
executive authority. This is mainly in the form of proclamations 
and regulations issued by the government. 

Dissolution is bringing Parliament to an end, either at the 
conclusion of its five-year term or by proclamation issued by 
the President. It is followed by a general election. 

A division takes place in the House when Members are divided 
into two groups (the ayes and the nays) so that their votes can 
be counted to reach a decision. 

A draft bill is a bill that has been drafted for the executive au- 
thority and submitted to cabinet for review before it is intro- 
duced in Parliament. 
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Executive statements are factual statements that are made 
in the House by Ministers on behalf of the government 
regarding their domestic policy, executive action or a similar 
matter of which the House should be informed. The Speaker 
must be given prior notice of this, but the leave of the House 
is not required. 

After the Minister has made a statement, which could be up 
to 10 minutes long, Members of parti s represented in the 
House are allowed to comment on the executi e statement 
for no more than three minutes each. 

An explanatory memorandum refers to a brief explanati of 
the contents of a bill or an amendment bill that is attached to 
the bill in the form of a memorandum. This is a prerequisite 
before a bill can be introduced in the House. An explanatory 
memorandum differs from a schedule to a bill in that it does 
not form part of a bill and is not enacted into law like a schedule. 

 
Filibustering is an obstructive tactic consisting of numer- 
ous or excessively long speeches to delay the business of 
the House or a committee. 

The first reading of a bill is the formal first stage in a bill’s 
progress, which is not followed by a debate or a vote after 
it has been introduced in the House. Copies of the bill are 
distributed to all Members at this point. 

The floor of the House is that part of the Chamber which is 
reserved for Members and parliamentary officials. 

The front benches are the first few rows of seats in the 
House which, on the government’s side, are occupied by 
the Premier and the cabinet and, on the opposition’s side, 
by the leaders of the recognised opposition parties. 

Seats where the Ministers sit. 
 

The Hansard is the official report of proceedings in the House. 
The official reports were named “Hansard” after TC Hansard, 
the first official printer and publisher of parliamentary debates 
in the United Kingdom in 1803. 

The Hansard contains full reports of all speeches, questions and 
answers, statements, etc. 

Although the Hansard is regarded as a verbati report, repeti- 
ti and redundancies are omitted and obvious mistakes are 
corrected. Members, however, may not change the substance 
of what they have said although they may make superfi 
correcti to the record of their speeches before publicati 
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Executive statements are factual statements that are made 
in the House by Ministers on behalf of the government  
regarding their domestic policy, executive action or a similar 
matter of which the House should be informed. The Speaker 
must be given prior notice of this,  but the leave of the House 
is not required.

After the Minister has made a statement, which could be up 
to 10 minutes long, Members of parties represented in the 
House are allowed to comment on the executive statement 
for no more than three minutes each.
An explanatory memorandum refers to a brief explanation of 
the contents of a bill or an amendment bill that is attached to 
the bill in the form of a memorandum. This is a prerequisite 
before a bill can be introduced in the House. An explanatory 
memorandum differs from a schedule to a bill in that it does 
not form part of a bill and is not enacted into law like a schedule.

Filibustering is an obstructive tactic consisting of numer-
ous or excessively long speeches to delay the business of 
the House or a committee.
The first reading of a bill is the formal first stage in a bill’s 
progress, which is not followed by a debate or a vote after 
it has been introduced in the House. Copies of the bill are 
distributed to all Members at this point.
The floor of the House is that part of the Chamber which is 
reserved for Members and parliamentary officials.
The  front benches are the first few rows of seats in the 
House which, on the government’s side, are occupied by 
the Premier and the cabinet and, on the opposition’s side 
by the leaders of the recognised opposition parties.
Seats where the Ministers sit.

The Hansard is the official report of proceedings in the House. 
The official reports were named “Hansard” after TC Hansard, 
the first official printer and publisher of parliamentary debates 
in the United Kingdom in 1803.

The Hansard contains full reports of all speeches, questions and 
answers, statements, etc.

Although the Hansard is regarded as a verbatim report, repeti-
tions and redundancies are omitted and obvious mistakes are 
corrected. Members, however, may not change the substance 
of what they have said although they may make superficial 
corrections to the record of their speeches before publication.
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hearing (public) 

I 
interpellation 

introduction of a bill 

M 
mace 

maiden speech 

matter of public 
importance 

A public hearing is a meeting of a parliamentary committee for 
the purpose of receiving oral or written evidence. 

An interpellation is a 15-minute mini-debate on a question    
or a matter of topical interest. It contains no more than two 
sub- divisions. Unlike question for oral reply, the subject of 
and reply to an interpellation may be debated. 

Precedence is given to interpellation in the House on Thursdays. 

At the start of an interpellation the presiding officer   formally 
calls on the interpellant to speak, and then other Members are 
given the opportunity to make brief speeches not exceeding 
the time limit laid down in the Rules. 

The introduction of an ordinary bill refers to the first presenta- 
tion of the bill together with a memorandum to the House for 
consideration. This process is a mere formality compared to 
the introduction of a money bill. 

The mace is the symbol of the authority of the House. It is placed 
in the brackets on the Table when the House is in session. 

When a new Member makes a speech in the House the first 
time, it is commonly referred to as a maiden speech. It is the 
convention that Members should not interrupt a Member who 
is making his or her maiden speech. On the other hand, the 
Member making his or her maiden speech should not raise any 
controversial issues. 

A Member may request the Speaker to allow a debate on a 
matter of public importance. Once approved by the Speaker, 
the normal programme is adjusted so that the debate can take 
place. The following criteria are used when deciding whether or 
not to allow such a debate to take place: 

• The request must deal with a matter for which the
provincial government can be held responsible;

• The request will not be granted if the matter can be
dealt with by some other means in the near future;

• The subject of the request must relate to a specific
matter of recent occurrence and not to a general
state of affairs or to a matter of policy;

• The matter must be raised at the earliest opportu- 
nity; and

• The request  for  such  a  debate  should  be  well
motivated.

6 



matter of urgent 
public importance 

Members’ statements 

ministerial statement 

minority report 

Minutes of 
proceedings 

money bill 

motions 

The Speaker can also be requested to allow a debate on a mat- 
ter of urgent public importance. A matter of urgent public im- 
portance usually, if allowed, takes place on the same day the 
request is made. By agreeing to such a request the Speaker 
overrides the parliamentary programme. The criteria used to 
allow or not allow a request for such a debate are the same as 
those that are applied to matters of public importance. 

Members’ statements are statements made by Members who 
are not Ministers on any matters they consider to be important. 

A ministerial statement is made by a Minister in the House, a 
procedure that is often used to announce government policies 
and decisions. 

A minority report is a committee report by at least two commit- 
tee members to state their position on an issue officially when 
those members are in the minority on that issue. 

The Minutes of proceedings are a record of the proceedings 
in the House. Unlike the Hansard, only decisions made in the 
House are recorded. The Minutes are noted by the Secretary 
and published in the three official languages of the province. 

Printed copies of the Minutes of proceedings are distributed 
during the morning after each sitting day and are also available 
on Parliament’s website (www.wcpp.gov.za). Once signed by 
the Secretary, they are the official record of the proceedings of 
Parliament. (See Appendix J.) 

A money bill is a bill that appropriates money or imposes taxes, 
levies or duties. In the case of the latter, the introduction forms 
the first stage of the legislative process, whereby the Minister 
responsible for financial matters formally introduces the bill 
in an introductory speech. Papers relating to the bill are also 
tabled at this stage. (See Appendix F.) 

A motion is a proposal by a Member that the House should do 
something, order that something should be done or that the 
opinion of the House is expressed on a certain matter. 

After a motion has been placed on the Order Paper for consid- 
eration on any given day, it is up to the Member in whose name 
the motion appears to move the motion when called on to do 
so by the presiding officer. 

A motion may not contain unbecoming expressions, contra- 
vene the Standing Rules, be tendered in a spirit of mockery or 
be designed merely to annoy. The Rules provide that motions 
that offend the practice or the Rules may be amended or 
otherwise dealt with as the Speaker may decide. 

7 



N 
name a Member 

new Parliament 

When a motion on the Order Paper is reached on any given 
sitting day, the Member in whose name it appears rises and 
formally moves the motion. He or she may introduce and 
motivate it if the time has been made available for a debate. 
Members may move amendments to the motion. At the end of 
the debate, the Member who introduced the motion is given an 
opportunity to reply to the debate before it is put for decision 
by the Chair. 

Naming a Member is a disciplinary procedure used by the 
Speaker to maintain order in the House. 

A new Parliament is the first sitting of Parliament after a gen-
eral election. Parliament convenes in accordance with the rules 
determined by the Chief Justice. The Constitution requires that 
four tasks should be performed at this first sitting. These are 
the: 

notices of motion 

O 

oath or affirmation 
of allegiance 

official opposition 

• swearing in of Members;
• election of the Premier;
• election of the Speaker; and
• election of the Deputy Speaker.

With a few exceptions, which are listed in the Rules, notice 
must be given of all motions. The House is generally informed 
in advance of any motion so that Members will have sufficient 
time to prepare for a debate and take a party-related position 
on the matter. 

Notice may only be dispensed with if each and every Member 
present in the House agrees. If a Member wishes to move a 
motion without notice, consultation with other parties are im- 
portant as their consent must be obtained. If that is not done, 
Members are unlikely to agree to a motion being proceeded 
with if no notice of it has been given. 

The oath or affi    ti    of allegiance is a declarati     of loyalty 
to the national and provincial constitutions that is made or 
subscribed by each Member of Parliament before taking his or 
her seat. 

The government is the largest political party. The official 
opposition, the largest opposition party, works to oppose what 
it believes to be wrong in government policies or actions, and is 
ready to form a government should voters so decide at the next 
or subsequent election. 
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The opening address is also known as the State of the Prov- 
ince Address. The address is delivered by the Premier at the 
beginning of each parliamentary session. It normally contains 
the government’s plans and programmes for the year as well as 
its legislative programme. The opening address forms the basis 
of the first debate in the House. 

The Order Paper is the official agenda of Parliament. It contains 
a summary of the proceedings planned for the day of issue. The 
Order Paper comprises the following parts: 

• business of the current day, for example motions 
and orders that have to be considered on the day in 
question; 

• further business, including orders of the day that are 
ready to be considered, those planned for a future 
date and draft resolutions that are to be moved in 
future; 

• the current status of bills in the legislative process 
and, when relevant, amendments to bills; and 

• a list of dates and venues of committee meetings. 
(See Appendix I.) 

Ordinary bills are all bills except money bills. Money bills may 
not deal with any matter other than a subordinate matter inci- 
dental to the appropriation of money or the imposition of taxes, 
levies or duties. 

In terms of the Standing Rules, ordinary bills can be introduced 
by: 

 
 
 

 
P 

parliamentary 
precinct 

 
parliamentary 
privilege 

 
parliamentary 
procedure 

• the relevant Minister of a department; 
• a standing committee; or 
• a Member. 

Ordinary bills are passed by agreeing to its second reading and, 
in the case of a money bill, the third reading. (See Appendix G.) 

 
 

 
The House and its offices are the precinct of Parliament. 
Members enjoy certain rights and privileges in the precinct of 
Parliament. 

Parliamentary privilege is the legal immunity conferred upon 
Members of a legislature with regard to acts they may perform 
in the legislature or on its behalf. 

The rules for and methods of carrying out the business of the 
House are known as parliamentary procedure. 
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points of order 

 

 
preamble (of a bill) 

 

 
presiding officer 

 

 
principle (of a bill) 

 

 
private Members’ 
public bills 

 
programming of 
the House 

 
public participation 

 

A personal statement is a short statement made in the House 
by a Member concerning a matter with which he or she is 
personally connected, or by a Member who feels he or she has 
been misrepresented and wishes to state the correct facts or 
situation. 

A petition is a written presentation to Parliament by a person or 
group of people asking for action on a matter that is important 
to them. 

Points of order are raised to call the attention of the presiding 
officer to alleged breaches of the Standing Rules or to establish 
conventions during debate. 

The preamble is that part of a bill that precedes the main text 
and states the reasons for its introduction and what it seeks to 
achieve. 

A presiding officer is a Member of Parliament who is elected to 
preside over, or be in charge of, the business, proceedings and 
administration of Parliament. This is usually the Speaker. 

The principle of a bill is the objective or related objectives that a 
bill seeks to achieve. The principle of a bill is adopted at the 
second reading. 

A private Member may introduce a public bill on any matter 
except financial issues. This kind of bill is called a private 
Member’s public bill. 

The programming of business of the House is the responsibility 
of the Programming Authority. The Programming Authority 
comprises all the whips of all parties represented in the House. 

The Constitution requires that Parliament facilitates public 
involvement in its activities. The following are examples of how 
the public can be involved: 

• Publication of a bill in the Provincial Gazette for 
public comment; 

• Conducting public hearings–a committee may invite 
stakeholders from the public to submit written 
submissions or to give oral evidence on a bill referred 
to it; 

• Holding regional debates on a particular topic to get 
the views of the public on the topic in that particular 
region; 

• Attending committee meetings and sittings of the 
House as observers; and 

• Participating in specific outreach programmes. 
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questions to the 
Premier without 
notice 

 
 
 
 
 
 
 
 

questions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
quorum in 
committees 

 
quorum in the 
House 

 
 

The Question Paper contains notices of interpellations and 
questions that are put to Members of the executive authority 
for oral or written reply. (See Appendices K and L.) 

Questions are put to the Premier without prior notice on 
certain days and only twenty minutes are allowed for these 
questions and their replies. The Member who is called may 
put one concise question and, immediately after a reply 
thereto, put two supplementary questions that must relate to 
his or her original question or to the reply. 

Parties wishing to participate  in  this  process  should 
submit the names of their Members for selection to the 
Plenary Support Section. No more than seven Members are 
selected for participation. 

As part of their oversight functions, Members of Parliament 
may ask the executive authority questions concerning their 
portfolios. There are two types of questions that may be put to 
the executive, namely questions for oral reply and questions for 
written reply. 

Questions for oral reply are dealt with in the House, usually on 
Thursdays. These questions are placed on the Question Paper 
in the order in which they are submitted and are limited to two 
questions per Member per question day. A question may not 
contain more than five subdivisions. 

Questions for written reply (usually requiring statistical infor- 
mation) may not contain more than fifteen subdivisions and are 
limited to three per Member during any working week when 
the House is sitting and one every working week when the 
House is not sitting. 

All replies to interpellations and questions are published in the 
Hansard. 

This is the number of voting members who must be present 
in a committee so that the business of the committee may be 
transacted legally. 

A quorum in the House refers to the number of Members, 
which includes the Speaker, that is necessary to constitute a 
meeting of the House, meaning that it may exercise its powers. 

At least one-third of the total number of Members of the House 
must be present to constitute a meeting of the House. 

According to the Rules, the presence of a majority of Members 
is required before a vote may be taken on a bill. 

11 

 
 



R 
recess 

If there is no quorum in a meeting of the House, the Members 
who are in the House will be counted. If fewer than one-third 
of Members are present when the count takes place, the bells 
will be rung for three minutes to give Members the opportunity 
to make their way to the House. If there is still no quorum   
after the bells had been rung the presiding officer may 
suspend the proceedings, adjourn the House or postpone the 
decision of the question. 

Any Member may draw the presiding officer’s attention to the 
lack of a quorum. Whenever the House is adjourned owing to 
the absence of a quorum, the time of such adjournment as well 
as the names of the Members present must be recorded in the 
Minutes of Proceedings. 

The period between the end of one session (prorogation) and 
the beginning of the next. 

The Register of Members’ Interests, which is published 
annually, is a record of Members’ personal financial interests 
and gifts, sponsorships, etc. that they received. 

                                        New and returning Members must complete the registration 

Register of Members'
Interests 

relevancy 

report 
(of a committee) 

form that reflects their registrable interests within 30 days of 
taking their seats. The Registrar of Members’ Interests must be 
informed in writing of any changes to the registrable interests 
that require disclosure. 

One of the most important rules of debate is that a Member 
must direct his or her speech to the question under discussion. 
In general a Member’s remarks are irrelevant if their connec- 
tion to the main question is not immediately apparent and the 
presiding officer will remind a Member who wanders from the 
subject. If a Member persists in irrelevance or tedious repeti- 
tion, the Standing Rules empower the presiding officer to direct 
him or her to discontinue his or her speech. 

The rule of relevancy is not strictly enforced during the second 
reading debate on the main appropriation bill or during the 
debate on the Premier’s opening address. These are regarded as 
wide-ranging politi al debates in which almost anything goes. 

A committee report is a written statement by a committee 
to the House. It may give the results of an inquiry, request 
additional powers or about a bill after consideration, with or 
without amendments. 
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Secretary to the 

 

Rescinding or revoking a resolution is the act of cancelling the 
effect of a resolution previously adopted by the House. 

A resolution is a motion that has been agreed to by the House 
and expresses the will or opinion of the House. 

The rules of debate are rules that Members in the House are 
required to heed when they participate in debates. These rules 
include the following: 

• Speeches must be relevant to the subject matter 
being debated; 

• Members may not use offensive words against other 
Members; 

• Members may not make imputations or allegations 
of improper motives or personal reflections; and 

• Members must address the Chair. 

A ruling is a formal decision by the Speaker, usually relating to a 
matter of procedure in the House. 

 
 

A schedule to a bill is an appendix to it which contains detail not 
suitable for inclusion in a clause, or the text of an agreement 
which the bill brings into effect. Schedules form part of a bill 
and are subject to amendment, except in the case of a money 
bill. (See Appendix D.) 

The second reading is the final stage in the legislative process 
when the principles and objects of a bill, other than a money 
bill, are either accepted or rejected. The bill is presented to 
the House with the report on any amendments that may have 
been made by the relevant standing committee. 

In the case of a money bill, detailed consideration is not given to 
the clauses of the bill at the second reading stage. 

The Secretary to the Provincial Parliament is the chief adviser to 
Provincial Parliament the Speaker and to Members of the House on all administrative 

and procedural matters. The Secretary is responsible for a wide 
range of duties relating to the proceedings and official records 
of the House and its committees and the general administration 
of the House. He or she is also the accounting officer of the ad- 
ministration of Parliament. 

separation of powers The separation of powers is the notion that, in a free society, 
the legislature, the executive and the judiciary are separate and 
act independently, without interference by one another. 
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The Serjeant-at-Arms is a senior official who is responsible 
for order and security within the precincts of Parliament. The 
Serjeant-at-Arms accompanies the Speaker when he or she 
enters or leaves the Chamber and is responsible for the mace.
A session is a fundamental period into which Parliament is  
divided during its five-year term, and usually consists of a  
number of separate sittings.
A sitting is the duration of the period when the House meets, 
from the time that the Speaker takes the Chair up to  when the 
House is adjourned.
At the beginning of each parliament or as the need arises  
Members of Parliament must elect one of its Members as 
Speaker.

The Speaker presides over the sittings of the House and  
enforces the Rules prescribed in the Standing Rules of  
Parliament for the orderly conduct of parliamentary business.

In carrying out his or her duties in the House, the Speaker must 
remain impartial and fair to all Members of Parliament. The 
Speaker does not take part in debates of the House regularly, 
but must vote in favour of or against a question if he or she has 
to cast a deciding vote.

The Speaker also acts as the representative of Parliament in its 
relations with other parliaments and bodies. 

The Speaker is the political head of the administration of 
Parliament. He or she is also the chairperson of the Rules  
Committee, which is the authority of the parliamentary ad-
ministration that gives direction.

Outside Parliament the Speaker must also continue to carry out 
his or her ordinary duties as a Member of Parliament.

It is established practice that the Speaker’s discretion, conduct 
and decisions can only be criticised by means of a substantive 
motion and not incidentally during the course of a debate. Fur-
thermore, the House may only remove the Speaker through 
a resolution adopted by means of a majority vote by all its 
Members.

Serjeant-at-Arms

session

sitting

Speaker
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Speaker’s debates provide Members with the opportunity to 
cast aside their party-political differences and debate a subject, 
initiated by the Speaker, which is non-political and of interest to 
the province.

No decisions are made at the conclusion of the debate and the 
time allocated to these debates is decided by the Speaker in 
consultation with the Programming Authority. The normal rules 
of debate apply during Speaker’s debates.
A standing committee is a permanent committee constituted 
for the full term of a parliament. Each standing committee is 
a combination of a number of related portfolios. The main re-
sponsibilities of a committee are to process legislation from 
a particular department, scrutinise the legislation referred to 
the Provincial Parliament by the National Council of Provinces 
(NCOP) and to oversee the functioning of the provincial execu-
tive authority and organs of state.
Parliamentary rules are necessary to provide opportunity for 
debate, to prevent decisions from being made without their 
having been well considered and to expedite the orderly pro-
gress of business in the House. These rules are drawn from dif-
ferent sources, namely practice, standing orders, rulings by the 
Chair and statutes. The parliamentary rules are contained in a 
document entitled Standing Rules – Western Cape Provincial 
Parliament, and is always updated when new rules are adopted 
by the House.
A stranger is anyone who is not a Member of the House or an 
official of the House.
The Standing Rules provide that “no member may refer to any 
matter on which a judicial decision is pending”. It is a voluntary 
restraint that Parliament itself imposes on its Members for 
the sake of the judicial process. It is, moreover, in the interest 
of justice not to make reference, either in debate, through 
motions or questions to matters before the courts. In this way 
an ac-cused in any court action is protected against public 
discussion of a matter relating to him or her.

The sub-judice rule does not apply to matters before commis-
sions or parliamentary committees but Members should refrain 
from commenting on proceedings, evidence or findings before 
a final report has been made.
The short title of a bill is the name by which a bill is commonly 
known and indexed, which is distinct from its long title, which 
describes its scope and purpose.

sub-judice rule

short title

stranger

Speaker’s debates

standing committees

Standing Rules



simple majority 

swearing in of 
Members 

T 
table (noun) 

table (verb) 

table officers 

third reading 

U 
unparliamentary 
language 

A simple majority in a House is more than half of the votes of 
the Members who are present and may vote. This is contrary to 
an absolute majority. 

Members of Parliament are sworn in before they begin to 
perform their functions as Members. They swear allegiance to 
or affirm faithfulness to the Republic and commit to obeying 
the Constitution. 

At the opening of a new parliament, Members must make an 
oath or affirmation prescribed in the Constitution before the 
Judge-President, whereas a Member filling a vacancy may 
swear or affirm before the presiding officer. 

The table in the parliamentary context is a table in front of the 
Speaker’s chair in the Chamber at which table officers sit in 
order to record the daily business of the House. 

To table a document is to place a document before the House 
or a committee for consideration or consultation. (Synonym: to 
lay on the table.) 

Situations sometimes  arise  in  the  Chamber,  therefore, table 
officers are responsible for providing procedural advice to the 
Speaker and others who are in the Chair as well as Members in 
general, including the preparation of the Minutes of Proceed- 
ings and the Order Paper. They also keep track of speeches and 
interventions and advise the Chair on the time limits that apply 
to various debates. 

This is the final stage in the consideration of a money bill in the 
House, at the conclusion of which the bill as a whole is either 
approved or rejected. 

Words or phrases that are deemed to be inappropriate to use 
in the House while it is in session are called unparliamentary 
language and includes, but is not limited to, the suggestion of 
dishonesty or profanity. Most prohibited is any suggestion that 
another Member is dishonourable. Exactly what is deemed to 
be unparliamentary language is generally left to the discretion 
of the Speaker. 

16 
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Both the efficient running of the parliamentary machine and 
the smooth functioning of party activities depend largely on 
the input of party whips. Each political party in the House is 
represented by a whip or whips and the chief whip or chief 
whips represent the majority party.

The chief whips and one whip of each political party  
represented in the House form the Programming Authority. The  
primary function of the Programming Authority is to prepare and  
adjust, if necessary, the annual programme of Parliament. The 
Programming Authority also arranges all business of the 
House on the Order Paper in accordance with the Rules or as it  
deems fit.

Whips are also responsible for the smooth running of political 
parties’ activities as these relate to Members’ discipline. This 
ensures that Members take part in debates during the sitting 
of the House and that they attend and participate in committee 
meetings.
A White Paper is an authoritative report or guide that addresses 
issues and proposes ways to solve them. White Papers are used 
to educate readers and help people make decisions. They are 
often used in the political, business and technical fields.

White Paper

whips

W
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PROVINCE OF THE WESTERN CAPE

WESTERN CAPE
PROVINCIAL ROAD TRAFFIC

ADMINISTRATION
AMENDMENT BILL

(As introduced)

(MINISTER OF TRANSPORT AND PUBLIC WORKS)

[B 3—2017]
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MEMORANDUM ON THE OBJECTS OF THE WESTERN CAPE
APPROPRIATION BILL, 2017

The Bill provides for the appropriation of money by the Provincial Parliament from the
Provincial Revenue Fund for the requirements of the Province in the 2017/18 nancial
year, to votes and main divisions within a vote, and for the specic listed purposes set
out in the Schedule.

Amounts listed in the Schedule as specically and exclusively appropriated refer to
national conditional grants, which may be used only for the purpose stipulated in the
Division of Revenue Act, 2017, and in accordance with the framework published in
terms of that Act. Earmarked allocations may be used only for the purpose stipulated
in the Schedule and in accordance with the directives issued from time to time by the
Provincial Treasury.

The Provincial Treasury may withhold or stop the transfer of funds in respect of an
earmarked allocation to a provincial department if that department, or the recipient
organ of state for which that department is responsible, is in serious or persistent mate-
rial breach of the measures in respect of an earmarked allocation.

A transferring provincial officer may withhold the transfer to a municipality of a condi-
tional allocation or any part of such an allocation for a period not exceeding 30 days if
the municipality does not comply with conditions to which the allocation is subject in
terms of the framework concerned, or if expenditure on previous transfers during the
nancial year reects signicant underspending for which no satisfactory explanation is
given.

The Provincial Treasury may, in its discretion or at the request of a transferring provin-
cial officer, stop the transfer of a conditional allocation or any part of such an alloca-
tion to a municipality on the grounds of persistent and material non-compliance with
conditions to which the allocation is subject in terms of the framework concerned, or if
the Provincial Treasury anticipates that the municipality will substantially underspend
on the programme or allocation concerned in the current nancial year.

The Provincial Treasury may, where it stops an allocation, after consultation with the
transferring provincial officer, determine that the allocation or any part thereof be real-
located to one or more municipalities on condition that the allocation must be spent in
the current municipal nancial year or the next municipal nancial year.

The transfer of an allocation to a municipality in error is regarded as not legally due to
that municipality.

Subject to the Public Finance Management Act, 1999 (Act 1 of 1999), the Local Gov-
ernment: Municipal Finance Management Act, 2003 (Act 56 of 2003), and the annual
Division of Revenue Act, any conditional allocation that is not spent by the municipal-
ity by the end of a municipal nancial year, reverts to the Provincial Revenue Fund,
unless the relevant receiving municipal officer can prove to the satisfaction of the Pro-
vincial Treasury and the transferring provincial officer that the unspent allocation is
committed to identiable projects.

If the Bill is not enacted before the start of the nancial year, in terms of section 29 of
the Public Finance Management Act, 1999, and section 3 of the Western Cape Direct
Charges Act, 2000 (Act 6 of 2000), only 45 per cent of the amount appropriated in the
previous budget may be spent during the rst four months of the nancial year and
10 per cent per month in the following months, and the total amount spent may in
aggregate not exceed what was appropriated in the previous budget.

49Appendix E: Explanatory memorandom
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PROVINCIAL MONEY BILLS 

Introduction 
Bill is introduced and related papers tabled 

by the Minister of Finance. 

First reading 
Bill is read a first time without the question  

being put and copies of the bill and related papers 
are supplied to all Members. 

Referral to committee after first reading 
The introductory speech and any papers laid upon 

the Table are referred to the appropriate 
committee (usually the Standing Committee  

on Finance) for deliberations and report. 

Consideration of schedule to appropriation bill 
When the principle of an appropriation bill which 
has a schedule has been approved, the votes in  

the schedule must be debated. 

Assent by the Premier 
Bill is signed by Premier and published in the 

Provincial Gazette. 

Discussion of votes in schedule 
If a money bill has a schedule,  

all the votes contained in the schedule 
are discussed and voted on. 

Finalisation of money bill 
When the schedule to an appropriation bill –  
or the principle of a money bill which has no 

schedule – has been approved, the bill is placed 
on the Order Paper for finalisation. 

Appendix F: Money bill
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Appendix G: Ordinary bill 
ORDINARY PROVINCIAL BILLS 

Bill is drafted 
(By a government department, 

a Member or a standing committee) 

Bill is tabled in the Provincial Parliament 
and published in the Provincial Gazette 

First reading of bill 
(Bill is distributed to all Members) 

Bill is published in the Provincial Gazette 
for public comment  

(Public normally has 21 days to comment) 

The Premier declares bill an urgent measure 
only in exceptional cases 

(Standing committee deals with bill before 
21 days have expired) 

Committee submits report on bill  
to the House 

Consideration and finalisation of the bill 

Bill is referred to relevant standing committee 
(Committee can call public hearings  

and amend the bill) 

Bill is voted on 

Bill becomes an act of Parliament 

Bill is rejected by the House 
(Bill will lapse and may not be introduced 

again before the next session of Parliament) 

Bill is passed by the House 
(By a majority vote) 

Bill is signed by the Premier and published in 
the Provincial Gazette 
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Thursday, 1 November 2012] 315

No 75 - 2012] FOURTH SESSION, FOURTH PARLIAMENT

PARLIAMENT OF THE
PROVINCE OF THE

WESTERN CAPE
==========================

ANNOUNCEMENTS,
TABLINGS AND

COMMITTEE REPORTS
==========================

THURSDAY, 1 NOVEMBER 2012

ANNOUNCEMENT

The Speaker:

Referral of bill to committee in terms of Rule 204:

Budget Committee 

Draft Division of Revenue Amendment Bill, 2012 (NCOP) (proposed section 76 Bill).

TABLING

The Speaker:

Bill received from National Council of Provinces and tabled in terms of Rule 203:

Division of Revenue Amendment Bill [B 33–2012] (NCOP).

Appendix H: Announcements, Tablings and Committee Reports
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Thursday, 8 November 2012] 46

No 27 - 2012] FOURTH SESSION, FOURTH PARLIAMENT

PARLIAMENT OF THE

PROVINCE OF THE
WESTERN CAPE

===============

ORDER PAPER
===============

THURSDAY, 8 NOVEMBER 2012

HOUSE:  14:15

INTERPELLATIONS AND QUESTIONS

STATEMENTS BY MEMBERS

MOTIONS

SUBJECT FOR DISCUSSION
 

1. Ms A J du Toit Marais: The loss of children’s lives on the Cape Flats.

FURTHER BUSINESS

NOTICE OF MOTIONS

1. Mr G C R Haskin: That the House debates the results of Census 2011 and the 
implications of these results for the Western Cape.

2. Mr P C Mckenzie: That the House debates the veracity of the commission of inquiry 
into allegations of police inefficiency and a breakdown in relations between the 
community and the police in Khayelitsha.

 

3. Ms A J du Toit Marais: That the House discusses the impact of HIV/Aids, violence 
against women and children and the role of the father figure in families.

4. Ms E Prins: That the House debates the corruptive practices in the Department of
Agriculture of the Western Cape.

5. Ms B G Mbalo: That the House discusses the translation problems experienced in the 
Western Cape Legislature.

6. Mr R B Lentit: That the House debates the status of genetically modified foods, and
the long-term effects that GM foods have on, and implications of such foods for, the 
health and well-being of residents in the Western Cape.

7. Ms N P Magwaza: That the House notes with dismay the forced closure of the Cape 
Town Child Welfare offices in Du Noon in August 2012 due to a decision on the 
part of the provincial Department of Social Development to cut funding.

8. Mr K E Magaxa: That the House notes with concern that backyard dwellers in 
Mitchells Plain have lodged an urgent court application to secure a place to live after 
the City of Cape Town, led by the Democratic Alliance, refused to offer alternative 
housing to the people.

Appendix I: Order Paper



27

Thursday, 25 October 2012] 89
Appendix J: Minutes of Proceedings 

No 26 - 2012] FOURTH SESSION, FOURTH PARLIAMENT

MINUTES OF PROCEEDINGS
OF THE

PARLIAMENT OF THE
PROVINCE OF THE

WESTERN CAPE
==========================

THURSDAY, 25 OCTOBER 2012

1. The House met at 14:15.

2. The Speaker took the Chair and read the prayer.

3. [14:16] Interpellations.

4. [14:46] Questions.

5. [15:00] Statements by Members.

6. [15:25] The Deputy Speaker gave a ruling concerning a remark made by the hon M
Ozinsky during the debate on 18 October 2012 and directed him to withdraw the
remark.

Whereupon the Member withdrew the remark.

7. [15:27] Mr M G E Wiley moved without notice: That the House –

(1) expresses its sympathy with the family of warrant officer Douglas Moses, the 50-
year old father and grandfather, and member of the South African Police Service, 
who was shot and killed while on duty in Ottery on Friday, 19 October 2012; and

(2) notes with serious concern that –

(a) he is the fifth police officer to be shot in the line of duty in the Western Cape in 
the past two weeks, and that four of these officers have died; and

(b) there have been over 150 attacks on police officers in the Western Cape since 
April of this year.

Agreed to.

8. Mr R B Lentit moved without notice: That the House notes –

(1) the vision of Delft resident Wayne Jafta, who opened his house to the community;

(2) that Mr Jafta recognised the need for change and started an independent gym
from his home; and

(3) that adults and children as young as eight years old are frequenting the service he
provides to encourage sober habits.

Agreed to.
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No 6 - 2012] FOURTH SESSION, FOURTH PARLIAMENT

PARLIAMENT OF THE
PROVINCE OF THE

WESTERN CAPE
=====================

QUESTION PAPER
ORAL REPLY

=====================

Note: * Indicates translated version.

THURSDAY, 17 MAY 2012

INTERPELLATIONS

1. Mr M C Walters to ask Mr R V Carlisle, Minister of Transport and Public 
Works:

Whether the 100 km per hour decal stickers on the rear end of vehicles have any 
particular significance in terms of law enforcement in respect of speed regulation;
if not, why are the decals used; if so, what measures are in place to detect and 
penalise drivers of vehicles who disregard the speed restriction indicated on the 
decals?

(189)

*2. Ms M Tingwe to ask Mr D A C Grant, Minister of Education:

Why the farm school Weltevrede Primary in the Riebeeck West area is not 
receiving the required support from his department?

(190)

3. Ms A J du Toit Marais to ask Mr T L Botha, Minister of Health:

Whether the Western Cape has been affected by the other provinces’ inability to 
pay accounts and as a result being denied goods and services?

(191)
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No 5 - 2018] FIFTH SESSION, FIFTH PARLIAMENT 
 

PARLIAMENT OF THE 
 

PROVINCE OF THE 
 

WESTERN CAPE 
 

===================== 
 

QUESTION PAPER 
 

WRITTEN REPLY 
 

===================== 
 

Note: * Indicates translated version. 
 

FRIDAY, 2 MARCH 2018 
 

 
1. Ms M M Wenger to ask Mr D Plato, Minister of Community Safety: 
 

How many police reservists were appointed in the Western Cape (a) to positions in the 
South African Police Service and (b) as private security guards in (i) 2008, (ii) 2009, 
(iii) 2010, (iv) 2011, (v) 2012, (vi) 2013, (vii) 2014, (viii) 2015, (ix) 2016, (x) 2017 and 
(xi) 2018 to date? 
 

(24) 
 

2. Mr R D Mackenzie to ask Ms A J Marais, Minister of Cultural Affairs and Sport: 
 

Whether any mass participation, opportunity and access, development and growth centres 
(MOD centres) are operational in Mitchells Plain; if not, why not; if so, (a) what are the 
details, (b) how many centres are operational, (c)(i) how many learners participated in 
activities, (ii) in which sporting codes and (iii) at which facilities in (aa) 2016 and 
(bb) 2017? 
 

(25) 
 
*3. Mr P Uys to ask Ms D A Schäfer, Minister of Education: 
 

(1) What is the procedure that must be followed to change the national quintile 
designation of a school; 
 

(2) whether she received any applications for the changing of a quintile designation at 
any school in the Western Cape; if so, (a) from whom was the application received, 
(b) what was the decision and (c) what is (i) her role and (ii) the role of her Department 
regarding the redesignation of and deviation from already determined quintiles? 

 
(26) 
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1.  Speaker
2.  Premier
3.  Leader of the Opposition
4.  Majority grouping
5.  Opposition
6.  Media gallery
7.  Public gallery
8.  Official’s bay
9.  Premier and Speaker’s bay
10.  Hansard reporters
11.  Secretary
12.  Mace
13.  Table
14.  TV cameras
15.  Ministerial benches
16.  Leader of government business
17.  Chief whip
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