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CHARLES UNIVERSITY 

CODE OF PROCEDURE FOR THE ACADEMIC SENATE 

OF THE FACULTY OF PHARMACY IN HRADEC KRÁLOVÉ٭ 

 
Under section 27 (1) (b) and section 33 (2) (c) of Act No. 111/1998 Sb., to regulate higher 

education institutions and to change and amend other laws (the Higher Education Act) as 

amended, and in accordance with the Constitution of the Faculty of Pharmacy in Hradec 

Králové, the Academic Senate of the Faculty of Pharmacy in Hradec Králové  

has adopted this Code of Procedure for the Academic Senate of the Faculty of Pharmacy 

in Hradec Kralove as the internal regulation:  

 

 

 
Part I 

Meetings 

 
Article 1 

Schedule of Meetings 

 
1. The meetings of the Academic Senate of the Faculty of Pharmacy in Hradec Králové (“the 

Senate” and “the Faculty”) are held at least five times per academic year. 

2. The schedule of the Senate meetings, proposed agenda, as well as the full text of the 

resolutions adopted and meeting minutes, including the content of the resolutions, are 

published in the publicly accessible part of the Faculty website. 

3. The President of the Senate is obliged to convene a meeting without undue delay upon a 

request from at least one third of all members of the Senate or no fewer than 100 members 

of the academic community of the Faculty (“the academic community”) or the Dean. 

 

 
Article 2 

Priority Right to Address the Meeting 

 
Persons listed in the Higher Education Act1, the Secretary to the Faculty, and members of the 

Academic Senate of Charles University (“the University Senate”) have a right to address the 

Senate meeting any time they so request. 

 

 
Article 3 

 
1 S. 26 (4) (ii) of the Higher Education Act. 

 ,Translator’s note: Words importing the masculine include the feminine, and unless the context otherwise requires ٭

words in the singular include the plural, and words in the plural include the singular. 



Course of Meetings 

 
1. The Senate meetings are chaired by the President or a member of the Senate Board 

authorised by the President (“the chairing member”). 

2. The Senate can conduct business and has a quorum if a majority of all members of the 

Senate are present. If in the course of a meeting (Art. 5 (3)) a quorum of members ceases 

to be present, the chairing member adjourns such meeting after 15 minutes have passed 

without the quorum of members being present. 

3. At the beginning of the meeting, the Senate approves the proposed agenda for the meeting 

sent to the Senate members sufficiently in advance by the President of the Senate or a person 

authorised by the President. Every member present or the Dean may propose a change or 

amendment to the agenda. Later changes to the agenda are inadmissible. 

4. Every item on the agenda, with the exception of the procedural items, is introduced by the 

person who proposed the item or a Senate member authorised to do so. The person who 

proposed the item or the authorised member summarises the reasons for proposing the item 

and proposes the text of the resolution. 

5. The Senate members as well as guests listed in Article 2 may claim the floor in the debate 

before the commencement of the meeting. Every Senate member or guest listed in Article 

2 may claim the floor in the course of the debate for a comment regarding facts or a reply 

to such comment. The floor is granted by the chairing member. Other members of the 

academic community of the Faculty present at the meeting and other guests at the meeting 

may also claim the floor during the debate. The Senate may refuse to grant the floor to such 

member or guest with the exception of persons listed in Article 2 and with the exception of 

Faculty workplaces not represented in the Senate. 

6. The Senate may, upon a proposal of any member, set a time limit for a speech. 

7. If the approved agenda of the regular meeting of the Senate has not been completed within 

five hours, the chairing member may adjourn the meeting of his own initiative or on a 

proposal of a Senate member. The meeting cannot be adjourned if a majority of all Senate 

members is in favour of continuing the meeting. The chairing member may also adjourn 

the meeting if it was not possible to commence the meeting because the required number 

of Senate members was not present within 30 minutes of the notified start of the meeting. 

 

 
Article 4 

Voting 

 
1. Voting in the Senate is either public or secret. A public vote is taken by a show of hands or 

using means facilitating the determination of the results of the vote, e.g., a mechanical or 

electronic voting device. A secret ballot is carried out by casting a ballot paper in the ballot 

box. A secret ballot is ensured and managed by a secret ballot commission composed of 

three members; the commission members must be members of the Senate. 

2. The voting and decisions concerning persons is conducted by secret ballot with the 

exception of the appointment of scrutineers, election commissions, or secret ballot 

commissions. The ballot is also secret if proposed by a Senate member with the consent of 

at least one third of the Senate members present; however if the ballot concerns an 



amendment, the Senate must decide on secret ballot by resolution. 

3. The Senate appoints two scrutineers to count the votes in a public vote. 

4. Voting on procedural matters, general statements, and the appointment of scrutineers may 

take the form of tacit consent. In such a case, it is not necessary to determine the results of 

voting in numbers. This form of voting may not be used if a member of the Senate objects 

to it. 

5. Any member of the Senate may object to the process of voting immediately after the vote. 

The Senate decides on the objection. If the Senate sustains the objection, the vote must be 

taken again. 

 

Article 5 

Resolution 

 
1. The Senate expresses its will through resolutions. 

2. A proposal for Senate resolution may be submitted by any member, the Senate Board, Dean, 

or a Vice-Dean authorised by the Dean or the Secretary to the Faculty. 

3. The Senate decides on every proposal submitted to it by a vote. Prior to every vote, the 

chairing member indicates to the Senate members that a vote will be taken, and he ascertains 

the actual number of members of the Senate present. 

4. Unless otherwise provided in the Higher Education Act2, a resolution is adopted if a 

majority of Senate members present voted in its favour; resolutions concerning the internal 

regulations of the Faculty3 are adopted if a majority of all members of the Senate voted in 

their favour. 

5. If a resolution obtains an equal number of votes in favour and against, the vote is taken again 

after debate. 

6. The Senate considers a motion which was submitted by the mover to the Board in writing 

(including reasoning) no later than 10 working days before the Senate meeting. The Board 

has a duty to inform all Senate members of the motion without undue delay. This time limit 

may be shortened by the Board with the exception of cases where this is excluded under 

the Higher Education Act.4 

7. In simple cases, with the consent of the President and during the meeting with the consent 

of the Senate, it is possible to consider an item on the agenda without a written background 

document unless this is excluded under the Higher Education Act.5 

8. The mover may change or amend the motion in accordance with the debate, unless the 

Senate resolved that no amendments to the motion were permissible. 

9. Unless otherwise provided herein, Senate members may submit motions to amend or 

change the motions contained in the written background documents or introduced orally in 

relation to the relevant item on the agenda in the course of the debate with the consent of 

the mover. 

10. Motions to change the proposed internal regulations of the Faculty, a proposal to approve 

the annual report on activities, the annual report on financial management of the Faculty, 

 
2 Section 27 (4) of the Higher Education Act 
3 Section 33 (2) of the Higher Education Act 
4 Section 27 (3) of the Higher Education Act 
5 Section 27 (3) of the Higher Education Act 



requirements for admission to study, and the strategic plan for educational and creative 

activities of the Faculty may be submitted only in writing (including reasoning) to the Board 

of the Senate and the mover of the original motions must be informed, no later than three 

working days before the Senate meeting. 

11. Motions of the Dean to establish, merge, consolidate, divide, or dissolve a Faculty 

workplace6, to approve the balance sheet of revenues and expenditures of the Faculty, and 

to consent to the appointment and removal from office of a member of the Research Board 

of the Faculty and Disciplinary Commission of the Faculty may be either approved or 

dismissed by the Senate; motions to change by Senate members are inadmissible. 

12. The motions are put to a vote in the order in which they were submitted. The motions to 

amend and to change are put to vote before the vote on the original motion, the order is 

determined depending on the nature of the matter. 

 

Article 6 

Remote Voting 

 
1. Upon the proposal of the Senate Board, in urgent matters motions concerning the opinions 

of the Senate and organisational matters may be put to vote outside of the meeting (“remote 

voting”). The relevant background documents, the text of the motion, and a voting form is 

sent to all members of the Senate by means of a closed electronic conference stating the 

time limit for consideration and voting, which may not be shorter than five working days 

from the dispatch. 

2. The Dean, a Vice-Dean authorised by the Dean, or the Secretary to the Faculty as a mover 

may apply for remote voting, in such a case the motion must be approved by the Senate 

Board. 

3. Remote voting is not subject to Article 5 (3) and (4). 

4. Remote voting is public. The completed voting form contains the name and surname of the 

voter and his vote (yes/no/abstain), otherwise it is invalid. 

5. Remote voting is terminated upon expiration of the time limit. 

6. A motion put to remote vote is deemed approved if the absolute majority of all members of 

the Senate voted in its favour. 

7. This manner of voting may not be used in order to decide a matter that should be decided 

by secret ballot. Likewise, this manner of voting may not be used if at least one third of 

members of the Senate indicated their disagreement with the manner of voting no later than 

within the time limit for consideration and voting. 

8. The record of remote voting is approved by the Senate at the next regular meeting. The 

record must include a list of the names of the members of the Senate with an indication of 

how they voted. 

 

 
Article 7 

Minutes 

 
6 Article 4 (1) of the Faculty Constitution. 



 
1. The full text of the resolutions adopted is recorded and the minutes are taken of all meetings 

of the Senate. A sound or audio-visual recording of the course of the meeting may be used 

as a basis for drafting the minutes. 

2. The full text of the resolutions adopted is published without undue delay after the Senate 

meeting in the publicly accessible section of the Faculty website, however no later than 

within five days of the meeting. 

3. The minutes must state the date and venue of the meeting, name and surname of the chairing 

member, the list of the Senate members and guests present, the names of those who were 

excused and who were absent, the main topics of the debate, the results of the vote, and the 

resolutions adopted. If a written document was not submitted concerning an item on the 

agenda which needs to be decided by a resolution, the minutes must also provide the basic 

content of such item. 

4. The minutes are authenticated by the chairing member. Before the minutes are published 

their accuracy is approved by a vote of the members of the Senate at the next regular 

meeting. A copy of the authenticated minutes is kept by the President of the Senate. The 

original is kept at the secretariat of the Dean. 

5. The approved minutes are published without undue delay in the publicly accessible section 

of the Faculty website, however no later than within five days of approval. 

6. The sound and audio-visual recordings serve only for the preparation of the minutes of the 

Senate meeting. The recordings are stored only until the minutes of the relevant meeting 

are approved.  

 
 

Part II 

Bodies of the Senate 

 
Article 8 

The Board 

 
1. The Board of the Senate consists of the President of the Senate and two Vice-Presidents of 

the Senate. The members of the Board are elected by the Senate by secret ballot for a period 

of one year; the President of the Senate is elected from among the curia of academics. Each 

curia must by represented by a Vice-President. The members of the Board may be removed 

from office by secret ballot. Members of the Board who did not cease to be members of the 

academic community remain in office even after their term of office as members of the 

Senate expires until a new Board is elected. 

2. The President convenes meetings of the Senate. A Vice-President of the Senate authorised 

by the President acts as a substitute for the President, if required. 

3. The Board prepares the meetings of the Senate. During holiday periods, the Board may be 

empowered by the Senate to decide by resolution on behalf of the Senate on matters where 

the opinion of the Senate must be obtained; if such a resolution is not approved on the next 

meeting of the Senate, it becomes invalid. 

 



 
Article 9 

Election of President and Vice-Presidents 

 

1. Regular elections of the President and the Vice-Presidents take place every year at the first 

regular meeting of the Senate held after 1 February. 

2. At the election meeting, the Senate appoints an election commission for the Board elections, 

composed of three members of the Senate. At least one member of the commission must 

be from the student curia of the Senate. A member of the election commission may not 

stand as a candidate. 

3. The President and Vice-President of the Senate may be nominated only by a Senate 

member, a candidate for a Vice-President may only be nominated by a member of the 

relevant curia. Acceptance of a nomination is conditional upon the consent of the nominated 

member. 

4. Members of the Board are elected in secret ballot. The ballot paper contains a list in 

alphabetical order of the names of the candidates and the voter marks no more than one 

candidate. If there is only one candidate, the ballot paper provides two options YES – NO 

and the voter marks one of the options. 

5. The election of the President precedes the election of Vice-Presidents. 

6. The number of terms of office of the President and Vice-Presidents is not limited.  

7. Candidates for President are ordered in descending order by the number of votes obtained. 

The candidate who obtained a majority of votes becomes the President of the Senate. If 

none of the candidates obtains a majority of votes in the first round, a second round of 

election of President is held and the two candidates with the highest number of votes 

obtained in the first round progress to the second round, as well as candidates with an equal 

number of votes in second place, if any. The candidate with the highest number of votes 

obtained in the second round becomes the President. 

8. Paragraph 7 applies to the election of Vice-Presidents by analogy. 

 

 
Article 10 

The Commissions 

 
1. The Senate may establish permanent or temporary commissions as advisory bodies. The 

commissions constitute initiating and auditing bodies of the Senate in individual areas of the 

Senate’s activity.  

2. An economic commission, legislative commission, and study commission are always 

established. The establishment or dissolution of a commission of the Senate may be 

proposed by a Senate member or the Dean. 

3. Any Senate member who applies for membership in a commission during the Senate 

meeting becomes a member of the commission; the Board of the Senate may appoint any 

member of the academic community as a member of a commission upon his own motion.  

Membership in a commission of the Senate may be resigned any time by notifying the 

Senate Board, the resignation becomes effective on the date of notification to the Senate 

Board. The Board of the Senate may appoint an employee of the Faculty, who is not a 



member of its academic community, as a member of a Senate commission upon a motion 

of the chair of the commission of the Senate or of at least three members of the Senate after 

obtaining an opinion of the chair of the commission of the Senate. The term of office of 

members of the Senate commission is identical to the term of office of Senate members. 

4. The chair of a commission of the Senate is elected and removed from office by its members. 

The election of the chair of a commission of the Senate is held at the first meeting of the 

commission of the Senate, which is held immediately after the Senate meeting, however, 

within 15 days of the date of establishment of the commission. The first meeting of the 

commission of the Senate is convened by the President of the Senate. 

5. The commission meeting is convened by its chair. A resolution of the commission is 

adopted by a majority of votes of the commission members present. The commission has a 

quorum if no fewer than three members of the commission are present. 

 

 
Part III 

Election of a Candidate for Dean, Motion to Remove the Dean from Office 

 
Article 11 

General Provisions 

 

1. A candidate for the Dean (“the candidate”) is elected by the Senate.  

2. The election of the candidate is conducted by secret ballot. 

3. The election of a candidate is announced by the Senate so that the first round of the 

election may be held no fewer than 90 days before the expiration of the term of office of 

the Dean. 

4. The Senate invites the academic community to nominate candidates no later than 21 days 

before the election. 

5. A nomination may be presented to the Senate in writing with the consent of the nominee 

by any member of the academic community. 

6. The nominees are usually members of the academic staff from among associate professors 

or full professors of the Faculty. 

7. In case Article 7 (7) of the Constitution of the Faculty is applicable, the Senate organises 

the election of a new candidate immediately. 

 
 

Article 12 

Election Commission for Election of a Candidate for Dean 

 
1. The election is organised and managed by the election commission for the election of a 

candidate for Dean of the Faculty (“the election commission”), which also handles any 

complaints. 

2. The election commission is established by the Senate from among its members. 

3. The election commission consists of three members. One member of the election 

commission must be from the student curia of the Senate. A nominee cannot be a member 

of the election commission. 



4. The election commission is charged with the following: 

a) To introduce to the members of the academic community the requirements for 

nominations and the schedule of the election (deadline for submitting nominations, 

date for publishing the list of candidates, and the date of election);  

b) To accept nominations containing the written consent of the nominee with the 

candidature, a brief CV of the nominee and characteristics of his activity at the Faculty, 

and a brief outline of the election platform of the nominee;  

c) To exclude nominations which do not comply with the requirements set forth in the 

Constitution of the Faculty and to inform the persons who submitted such nomination 

of this fact; 

d) To prepare a list of candidates based on the nominees who complied with the above 

requirements and to introduce it to the members of academic community no fewer than 

seven days before the date of election; 

e) To organise presentations of the nominees to the members of the academic community; 

f) To organise the election, to announce the results, and to prepare a report of the course 

of the vote. 

 

 

 
Article 13 

Election 

 
1. Every voter obtains a ballot paper with the names of the nominees in alphabetical order. If 

there is only one nominee the ballot paper provides the options YES – NO and the voter 

marks no more than one of them. 

2. The nominee who obtained a majority of votes of all members of the Senate is elected. 

3. If none of the nominees is elected, another round of election is held, with the two nominees 

obtaining the highest number of votes progressing to the next round. If more than two 

nominees obtain an equal number of votes in first place or if the nominees in second place 

obtain an equal number of votes, all nominees who obtained an equal number of votes also 

progress to the next round. Another round of election is also held if there is an equal number 

of votes in a round in which the voters cast votes for only two nominees. If neither of the 

two nominees subject to vote in the given round obtains a majority of votes of all members 

of the Senate, the nominee with the higher number of votes proceeds to the next round. 

4. If a single nominee on whom the voters voted in the given round failed to obtain a majority 

of votes of all members of the Senate of the Faculty, the election ends. In such case an 

election with new nominees is held within 30 days. New nominations must be submitted 

within 14 days of the date of election meeting of the Senate.  

5. In the course of the election any nominee may withdraw his candidature, always before the 

beginning of the given round.  

 
 

Article 14 

Report on the Course of the Vote and other Provisions 

 



1. The election commission prepares a report on the course of the vote and the results which 

contains:  

a) the data on the quorum of the Senate, 

b) results of the individual rounds of election. 

2. The report on the results of the election is prepared in four copies; the Rector, the 

University Senate, the Senate, and the sitting Dean each receive one copy. The report is 

signed by the members of the election commission. 

3. The President of the Senate immediately informs the Rector of the election of a candidate 

and simultaneously hands over to the Rector the necessary documents, in particular the 

report on the result of the election. 

4. The results of the election are published on the official notice board of the Faculty. 

 

 
Article 15 

Motion to Remove the Dean from Office 

 
1. A motion to remove the Dean from office7 must be submitted in writing including the grounds 

for removing the Dean from office. 

2. The Senate first considers the admissibility of the motion. The motion is admissible if a 

majority of the members present, and at least one third of all members of the Senate, gives 

consent. If the motion is inadmissible, the Senate rejects it. A rejected motion is not 

considered. 

3. If the motion is not rejected, the motion is considered at the next meeting of the Senate.  The 

Dean is guaranteed no fewer than 15 days to prepare for this meeting. In the debate, the 

Dean comments on the grounds for the motion and is entitled to ask questions of the persons 

who submitted the motion concerning the grounds. 

4. The motion to remove the Dean from office is submitted by the Senate to the Rector, if no 

less than three fifths of all members of the Senate voted in favour of the motion in secret 

ballot.8 

 
 

Part IV 

Common and Final Provisions 

 
Article 15a 

Provision of Administrative Support 
 

Other administrative, support, and organisational work related to the activities of the 

Senate is ensured with the assistance of the Dean’s Office by a person authorised by 

the Board of the Senate. 

 
Article 16 

Final Provisions 

 
7 Article 7 (5) of the Constitution of the Faculty 
8 Article 7 (6) of the Constitution of the Faculty 



 
1. Articles 6 to 15 of the Electoral and Procedural Code of the Academic Senate of the 

Faculty of Pharmacy in Hradec Králové of 14 October 2011 are hereby repealed. 

2. This Code was approved by the Academic Senate of the Faculty on 24 May 2017 and 

comes into force on the date of approval by the Academic Senate of the University.9 

3. This Code becomes effective on the first day of the calendar month following the date of 

coming into force. 

 

 
PhDr. Zděnka Kudláčková, Ph.D., m.p.  

President of the Senate  

 

Doc. PharmDr. Tomáš Šimůnek, Ph.D., m.p. 

Dean 

 

PhDr. Tomáš Nigrin, Ph.D., m.p. 

President of the University Senate  
 

 
9 Section 9 (1) (b) of the Higher Education Act 

The Academic Senate of the University approved this Code on 2 June 2017. 


