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It has been shown world-wide that non-profit, community-driven organisations
open the field to far wider reaching entrepreneurship initiatives which are the
prime engines in driving economies in a free market such as prevails in South
Africa--- one of the world’s newest democracies.
The author of this book Chris Y Mkhize, is currently CEO of the highly respected
Uthungulu Community Foundation in Richards Bay. He also serves on a number
of influential Boards and directorates of South African enterprises. Networking
with North American and European philanthropies he renders them valuable
African inputs and has travelled extensively in pursuit of this essential service
in an ever-shrinking world.
Chris Mkhize believes passionately that sustained community development is
achieved through on-going education and training in the fields of managing an
organisation, launching a community foundation, and identifying potential
employment sectors in a region suffering crippling under-employment.
He devotes generous space to seamlessly blending the African concept of
Ubuntu with the practical requirements of Western fund-raising and
developmental philanthropy. A pragmatist by nature Chris holds three
university degrees.
His work reflects an impatience with outdated methods which may hamper
crisp, focussed thinking when it comes to writing letters of request for
donations, conducting productive meetings and emphasising the significance
of agendas, attendance lists and writing up of meeting minutes.
The details devoted to correct procedures in producing desired and effective
results, are also valuable as general guidelines for private and public sector
enterprises operating in an African environment.
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INTRODUCTION
The inspiration and energy to write and produce this publication came from the first
publication on the subject I produced in 2004.
It is, however, surprising that since then, there has been very little or no real change in the
social and economic conditions affecting millions and millions of fellow South Africans:
widespread poverty, a poor education system, poor housing facilities, unemployment, social
inequality, poor agricultural output, too much dependence on state resources for social grants
and HIV/AIDS challenges, now complicated by the eBola threat and serious doubts about
the sustainability of the state health system.
As South African communities find new ways of addressing the identified challenges, the
challenge we all face is to come up with ideas and strategies to improve the quality of life for
ordinary citizens. This process may not always be easy. It requires concerted and
coordinated efforts from all significant segments of society and identified role-players.
Each of us has to make some contribution to joint efforts at finding some sustained solutions
to the complex challenges. None of us can ever succeed to walk alone the path of socioeconomic development. Collective effort in this regard requires of us to form groups of
circles of excellence in whatever we may do.
This publication is one attempt at showing some strategies that may be adopted in a search
for a better life for fellow citizens. The publication is based on the author’s vast and practical
experiences in the three major sectors of society: civic organisations, and private and public
sector organisations. To this end, the publication can be compared to two sides of the same
coin: theory and practice. One may however argue about the basis of knowledge in this
regard. The author holds the view that practice without theory and vice versa has limitations
when it comes to sustained socio-economic development strategies.
To illustrate how theory and practice can blend together for a common good, the author is the
pioneer in introducing community foundations in South Africa. He first had to obtain as
much theory as possible on community foundations. He is at the moment running a
successful and sustainable South African community foundation, one that most African
countries aspire to. The author now remains a source of information and empowerment on
how community foundations can be used as vehicles for sustained socio-economic
development initiatives.
This publication is written and produced mainly for individuals and organisations that have a
desire to make some contribution to national or joint efforts at improving the quality of life
for ordinary South African citizens and residents of our beautiful and naturally endowed
continent: Africa. Students of development studies and other social sciences will, no doubt,
find the publication a treasure to keep on the bookshelves. This will also equally apply to
community development practitioners.
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The Foundation passes community requests for physical infrastructure to
competent authorities for implementation e.g. causeways across water-ways.

CHAPTER 1
Foundations of community-based organizations
After reading this chapter, you should be able to:


Understand democracy in an organisational context



Understand integrated development in the context of community development



Understand citizen participation in the process of community development



Understand the concept of development

The author of this book would like to offer a very warm welcome to you – the reader. You
have certainly taken a wise decision to have this publication as one of your community
development reference materials. The book you are holding right now could certainly change
your thinking on approaches to community development.
To your family, friends, dear ones and others, you could truly become a source of information
by simply living and putting into practice what this book recommends. Wouldn’t you one
day like to reflect on your life achievements with pride when you think of all with whom you
shared knowledge, resources, expertise and experience? In short, this is exactly what this
book is about: to share knowledge, expertise, experience and resources on sustainable
community development with those less fortunate than yourself.
To a large extent, therefore, this is what democratic community-based organisations strive to
achieve.
A number of concepts are quite often used to describe community-based organisations: notfor-profit or non-profit organisations, civil society organisations, or voluntary organisations.
All these are generic concepts that refer to a multitude of different entities that normally
operate within the ambit of private rather than public sector organisations.
Some of these organisations may include democratic organisations, such as residents’
associations, trade unions, voluntary associations, unions of some kind, welfare
organisations, sports clubs, advocacy groups, religious congregations, savings clubs, day care
centres, community foundations and other organised groups that operate not as part of
traditional government agencies – be it at a national, provincial or local level of government.
Charities Aid Foundation (CAF) (2000:7), for example, states the following distinguishing
characteristics of these organisations:
Not-for-profit organisations (NPOs) are understood to be non-profit organisations that
provide some kind of professional service to community groups (such as civic associations,
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para-legal advice offices, women’s organisations) or to a particular constituency (youth, farm
workers or people living with HIV/AIDS).
Civil society organisations (CSOs) are organisations that bring together constituencies at a
grassroots level, to take action and make representations on issues of common interest. CSOs
are often the recipients of services provided by not-for-profit organisations (NPOs). They
include, for example, civic associations, tenants’ organisations or groups seeking a return of
land confiscated under apartheid.
Welfare organisations are seen as distinct from NPOs and CSOs in as much as the two denote
organisations that pursue development objectives, whereas welfare organisations pursue
welfare objectives. Developmental NPOs and CSOs are usually understood to be
organisations actively working to uplift and empower previously disadvantaged groups
(pursuing political and socio-economic justice), whereas welfare organisations concentrate on
providing relief and care for certain groups, in South Africa, typically children, the elderly
and the disabled.
In accordance with constitutional provisions, South African private and public sector
organisations quite often conduct business on democratic principles: local councillors, for
example, are elected by citizens over the age of 18, to constitute a local council, with powers
to legislate over matters falling within the authority of the local council.
Non-governmental and community-based organisations, on the other hand, have constitutions
that regulate, among other things, relationships among stakeholders, how they will run their
affairs, etc. In a sense, therefore, a local council can be compared to a national or provincial
parliament, in so far as the three authorities: national, provincial and local authorities have to
take, within constitutional guidelines, mandatory policy decisions at their respective levels of
authority.
Governing powers, in the case of national and provincial governments, remain with the
Cabinet. In the case of a local authority, governing powers remain with council management
and other committees. These come from among the councillors themselves. This is
democracy in action. The same principle applies to the way in which non-governmental and
community-based organisations normally conduct their affairs.
They mostly base their decisions on consensus agreements that quite often must flow from a
series of consultations, meetings and bargaining with one another, to reach a compromise.
These are, in a true sense, organisations of the people for the people and by the people.
Again, this is democracy in action.
What is democracy then? As a concept, democracy has a highly contested meaning. Its
various shades of meaning are sometimes open to abuse.
For the purpose of this publication, and in the context of both private and public sector
organisations, the concept, as defined by Craythorne (1993:13), is accepted:
Representative Democracy: In a representative democracy, policy-making is assigned to
elected peoples’ representatives. In a local authority, for example, the local council would,
through its policies and management committees, act in the interest of local residents. If the
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local council were to fail to do that, most or all of its members would probably be replaced by
other people in the next general election.
The same principle would apply to a private organisation, for example, a voluntary
association of rural women engaged in a sewing project. They could, through a democratic
process, be replaced by other people, for example, for failing to properly manage the affairs
of the association in accordance with laid down guidelines as may be outlined in the
constitution of the project.
Pluralist Democracy: Pluralist democracy is based on the rights of groups to organise so as
to press their interests or viewpoints. These groups typically work through the formal
machinery of representative democracy, pressing their claims upon elected representatives or
their officials. What is quite noticeable in some organisations is that organisations split into
rival factions that pursue conflicting interests, within the same organisation. This may
develop into an unhealthy situation for the affected organisation.
Populist Democracy: Populist democracy holds the view that all public decisions should be
made as far as possible by the people themselves. The potential danger with this type of
democracy is that it can tend towards demagogic leadership being substituted for the
discretion of representatives.
It is based on an unrealistic principle that what affects all should be decided upon by all.
Imagine how much of the local council business would be completed if all residents were to
vote on a motion before the local council could, for example, decide on whether or not to
increase payable municipal rates, or how much of a non-governmental or community-based
organisation projects would be finalised if executive committees members were to consult
with each stakeholder before embarking on a course of action.
In a search for a universally accepted meaning of the concept of democracy, Eagle and Ochoa
(1988) define the concept as follows:
Democracy assumes an open society, in the sense that change and improvement are taken for
granted. Democracy is never completed. There are no final solutions, no unquestioned
answers. Instead, democracy is characterised by a constant striving for improvement, a
belief that it is possible to improve the quality of life for all. In this respect, democracy is to
be contrasted with authoritarian systems that allow no variations, except those that suit the
ruling elite at the top, and that discourage questioning, depreciate the importance of new
information, and insist on the strict obedience of the citizen to the governing class. The
strength of democracy lies in its openness, its responsiveness to new information and new
conditions, and its fostering of questioning and of dissent.
Furthermore, democracy assumes some independence of the individual from the group.
Because democratic citizens are expected to exercise independent judgement, their education
cannot be looked upon as merely a matter of being socialised or conditioned to accept
unquestioningly the ways of the group, as might be expected of the citizens of a dictatorship.
An open society requires that individuals achieve some autonomy from their own group.
In a political sense, Ranney (1982) defines democracy as a form of government organised in
accordance with the principles of popular sovereignty, political equality, popular consultation
and majority rule. The principle of popular sovereignty, for example, requires that basic
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governmental decision-making power be vested in all members of the community, and not in
any particular person or ruling class.
Political equality, as a principle of democracy, requires that each community member should
have the same opportunity as every other to participate in the community’s political decisionmaking processes. This principle means “one person one vote”. The principle of popular
consultation involves certain requirements. A democratic community must have some kind
of institutional machinery through which public officials learn what public policies the people
wish adopted and enforced.
Having ascertained the policies preferred by the people, public officials must then put them
into effect whether or not they believe them to be wise. The principle of majority rule in a
democracy requires that no government decision be made against the ultimate desires of
popular majorities. When the people disagree on a particular issue, the government should
act on that issue as the larger rather than the smaller number desire.
This principle, however, does not require that each and every government action be
undertaken only after all the people have been consulted and a majority has specifically
approved.
In the context of a local authority, for example, the concept of democracy means one or more
of the following:



Full responsibility for socio-economic development;



Municipal elections of community representatives (councillors), by residents;



Acceptance of full public accountability for the management and administration of
public affairs;



Self-development and self-reliance;



Recognition and acceptance of the existence of interest groups to freely participate in
public affairs;



Two-way communication process between residents/citizens and their councillors;
and



Respect for the Constitution and the rights of an individual under the Constitution,
particularly the Bill of Rights (Chapter 2 of the Constitution), dealing with, among
other things, issues of equality before the law, respect for human dignity, the right to a
decent life, freedom and security of the person, the right to privacy, freedom of
religion, belief and opinion, freedom of expression, the right to assemble,
demonstrate, picket and to present petitions, peacefully and unarmed, freedom of
association and freedom of movement.
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The South African taxi industry was developed by the people in a positive
response to community needs, of which it stands as a multibillion Rand
enterprise.

To accommodate social aspects of a democracy, Mkhize (1997:13) understands democracy to
be about consulting, brainstorming issues, negotiating, exchanging views and bargaining with
others to reach some compromise. His view is that democracy works better in a political
sense than in an administrative setting.
His idea is that whilst democratic principles should characterise an administrative setting,
what is more important in an administrative setting is expertise that more experienced and
qualified technocrats or individuals have to share with those with less qualifications,
expertise or experience.
At some stage, therefore, decisions need to be taken by one or a few people who have to
remain publicly accountable for the decisions they take. The negotiation and consultation
processes may not be continued indefinitely or forever. Time is money, and protracted
negotiations may defeat the very purpose of the negotiation and consultation processes: to
render professional, effective and efficient services, and save on financial and other limited
resources. In short, democracy goes hand in glove with responsibility and accountability.
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To this end, Starling (1993:143) takes the concept of accountability to be a good synonym for
answerability. In accordance with the principle of accountability, public officials, as well as
project managers of private organisations, are required to account by giving explanations, for
example, to explain how public funds were abused or stolen, and what steps were taken to
recover the stolen funds or remedy the situation.
Like democracy, development is one concept that is difficult to define in a universally
accepted fashion. Waldo (1970:48) supports this view. Various social scientists try to define
the concept in terms of the theories and principles of their particular study orientations,
without exactly indicating how the concept generally manifests itself in the social
enhancement and advancement of community-based projects.
The economist, for example, points out that the parameters for development can be found in
the socio-economic field: that an increased per capita income is an indicator of development.
To a political scientist development may refer to forms of government, from monarchies,
aristocracies to democracies.
To an administrator development may refer to an
organizational paradigm shift from culture-bound organizations , relying on traditions with
roots in the military, the church and some corporations (the so-called bureaucratic
organisations) to organisations that encourage participation by organisational members (the
so-called behavioural organisations).
In the context of community development, two types of leaders are normally found within
organizations: empowering and disempowering/controlling leaders. Empowering leaders are
democratic and laissez faire leaders.
They normally recognize the contribution of organizational members to the success of the
organization, share ideas with them, and allow each organisational member to have some
discretionary powers in the execution of his/her duties.
On the other hand, one finds in organisations autocratic and dictatorial leaders who now and
again tend to hover over subordinates or followers, and not allow them to do much unless
they know what the subordinates or followers are doing, or have approved of whatever the
subordinates or followers may or may not do independently within the organization.
With regard to local government, for example, the Constitution clearly supports active
participation by all community members, and not any form of autocracy or dictatorship in the
management and administration of public affairs. The same principle applies to a
community-based organisation.
For the purpose of this chapter, the definition by Conyers and Hills (1994:22) is sufficient.
Conyers and Hills define development as a process of developing or becoming developed,
either because of the subject’s own actions or as a result or some sort of outside force.
Contrasting development with underdevelopment, Conyers and Hills hold the view that
underdevelopment refers to the process of being underdeveloped or less developed.
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This distinction has implications for planning community development, the objectives of
which may be to achieve an integrated local economic development. In this sense, therefore,
planning for local economic development is a means or a tool by means of which
development objectives may be achieved.
In a way, therefore, community development pre-supposes, at least implicitly, a conception of
social change. If it is anything, it is an aspect of social change. It bridges the gap between
where we are now, and where we would like to be in the future.
Before a local authority, for example, can be put on a road to socio-economic recovery, some
basic requirements must be determined. First, the local authority must have clearly defined
boundaries. Second, the population of the people who reside in the area must be determined:
males, females, and school children, students at tertiary institutions, people with higher
education, and people involved in various sectors of the community.
Third, the area must enjoy a considerable degree of political stability; investors, donors and
developers may be reluctant to involve themselves in an area characterised by turmoil or
other forms of violence.
Fourthly, local residents must desire development in all spheres of their life. People inspired
by a wish for development will normally be receptive to changes and adaptations.
Fifthly, the population must be able to produce individuals with the necessary skills, capital
and leadership capabilities to assume required roles in both the private and public sector
organisations.
In short, there must be individuals, within the community, capable of being trained to provide
skills that enable development to take place, in the various sectors of the local community.
Development also requires infrastructure such as the following: a proper communication
system in the form of roads, railways, telephones and radios; water; electricity; suitable land;
properly trained people; an ever-rising level of education; a reasonable standard of health
among the population; and, above all, support from local leaders, - elected or appointed,
interest groups and other influential community members.
Human beings, according to Conyers and Hills (1994:27), have basic needs: food, shelter,
clothing, health, education, etc. From these needs, secondary objectives, such as those of
political freedom or economic independence develop.
Therefore, any process of growth that does not lead to the fulfillment of human needs or,
even worse, disrupts them, is a travesty of the idea of development. To this end, development
is conceived and measured not only in economic terms but also in terms of social well-being,
political structures and the quality of the physical environment: (1) The economic
perspective reflects a concern with production or output and related activities, particularly
(but not exclusively) with the commercial or monetary aspects of these activities. (2) The
social perspective reflects a concern with those aspects of development that are not directly or
primarily concerned with production, output or material needs, but with the more general
well-being of individuals or a group of people. (3) The political perspective is concerned
with the distribution of power between different groups or individuals, particularly the power
to control, or make decisions about the use of resources.
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The Foundation stresses the vital importance of excellent communications
between developing commercial centres and a primarily rural population

It is then clear that local economic development (LED) will always have an objective or
objectives. LED, according to Blakely (1994: XV), refers to a process in which local
governments or community-based (neighbourhood) organisations engage with each other to
stimulate or maintain business activity and/or employment, the ultimate aim of which could
be to address the high rate of unemployment, deal with criminal activities, address poverty
caused by malnutrition, initiate home based industries or introduce vocationally oriented
education.
The principal objective of local economic development, therefore, is to stimulate local
employment opportunities in sectors that improve the community, using existing human,
natural and institutional resources.
Thus, sectoral development plans could be prepared for sectors such as agriculture,
education, health, transport, housing, water resources, and roads and so on. In this regard the
focus would be on the development of available human resources, through training, for each
sector: roads, telecommunication, water resources, electricity, and institutional capacity to
8

initiate, manage and administer programmes/projects aimed at achieving development
objectives.
In specific terms, objectives of a local economic development plan are summarized by
Blakely (1994:134) as follows:
Build quality jobs for the current population. The thrust of economic and employment
planning is to build employment for and with the resident population of the local community.
This is preferable to relying on approaches that attract new employers who may require a
different set of skills than those possessed by, or that can be developed, within the resident
labour pool.
Achieve local economic stability. Economic development will be successful only if the
community has a specific approach to meet all the needs of business (i.e., land, finance,
labour, infrastructure and technical assistance in addition to labour). Many cities do not even
know the locations of available industrial sites or how a firm can identify requisite financing.
If a community wants to obtain and retain jobs, it must have all its economic resources and
socio-economic data available in an organised form.
Build a diverse economic and employment base. No community with a single employer or
set of employers is safe from fluctuating employment. Regardless of whether the community
is high-tech or low-tech, it must have a broad base to provide continuing employment
opportunities for residents.
According to the government’s Green Paper on Local Government, issued in October 1997,
developmental local government has the following three interrelated aspects:
Maximising economic growth and social development: The powers and functions of local
government, as provided in the Constitution Act, 1996 (Act 108 of 1996), should be
exercised in a way that has a maximum impact on economic growth and social development
of communities. Non-governmental and community-based organisations, at a local
governmental level, assist mainly with research projects into the needs of local communities,
and with implementation, monitoring and evaluation of development projects that address the
specific needs of local communities.
To this end, non-governmental and community-based organisations are important vehicles in
the process of local economic development. Quite often government agencies do not have
the necessary expertise, adequate human resources and capacity to implement and supervise
public works programmes. Non-governmental and community-based organisations may be
contracted to cover this gap.
Integrating and co-coordinating: As the sphere of government closest to the ground, local
government has a broader role to play: it has to integrate or co-ordinate the activities of other
agents – including other spheres of government – within a municipal area. This is part of
local government’s responsibilities in terms of co-operative governance. Non-governmental
and community-based organisations are or should form part of this cooperative governance.
In the process of living up to these constitutional guidelines, both South African private and
public sector organizations currently talk the language of partnerships, joint ventures and
collaboration between the private and public sectors.
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Democratising development: Local government, non-governmental and community-based
organizations have a unique role to play in terms of building and promoting democracy. This
goes far beyond simply representing their particular constituents. It involves facilitating and
encouraging the fullest possible participation of citizens on matters of common concern and
public interest. Local government, for example, is uniquely placed to promote the active
participation of citizens in budgeting, planning and implementation of local economic
development.
In this way, local government becomes the vehicle through which citizens work
collaboratively with all, including government agencies, to achieve their vision of the kind of
place in which they wish to live.
Therefore, objectives of local economic development could only be realised if local
government becomes more strategic, visionary, and ultimately influential, in the way it
operates. Without a vision, in particular, people could easily die or perish. In this regard,
municipalities and community-based organisations have a crucial role to play, as policy
makers, strategists and innovators of local economic development, based on democratic
principles.
Among other things, developmental local government seeks to mobilise a range of resources
to meet basic local needs, and achieve developmental goals of local economic development.
Municipal Councils, for example, as structures representing a diversity of local interests, and
playing a central role in promoting the practice of democracy, at a local level, should remain
sensitive to issues of diversity within the local council.
In addition to representing community interests, municipal councillors should promote
community involvement in the design and delivery of municipal programmes. On the issue
of management of diversity, in a multicultural, multi-ethnic, multi-racial and multi-lingual
society like that of South Africa, municipal managers are required not only to be just fair, but,
also to be sympathetic and understanding of the nature of the environment within which they
have to operate.
Lack of knowledge and skills in this regard may create serious problems for municipal
managers, local councillors, non-governmental and community-based organisations, as well
for local residents. Councillors, in particular, could even lose their political careers.
What is diversity then?
The concept of diversity, according to Rice (1996:52), refers to the otherness, or those human
qualities that are different from our own, and outside the group to which we belong, yet are
present in other individuals and groups. Naturally, such differences are inherent in all
individuals and groups, and include such dimensions as age, ethnicity, gender, race, sexual
orientation, socio-economic status, religion and so on.
Managing diversity, therefore, is a comprehensive managerial process for developing an
environment that works for all, in different settings: for example, at work, in a meeting, in the
recruitment of employees, etc…. It embodies supervisory skills that promote full utilisation
of all human and material resources, enabling employees and organizations to contribute their
unique talents and best skills of organisational development or local economic development.
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To this end, Rice (1996:168) is of the view that when shared values exist among employees
or organization members, the organization operates more professionally, effectively and
efficiently. Through shared expectations, organisation culture exerts positive influence on
individuals, groups and organisational processes.
Dealing with racial diversity in organisations, and management of organisations, Rice
(1996:2) emphasises the need for organisations to reflect racial composition of society, for
harmony and orderly development. His view is that people drawn from diverse groups bring
with them to the organisation positive attitudes to bear upon decisions and activities, different
perspectives, knowledge, values and abilities. Above all, Rice’s argument is that such
strategy supports former American President Lincoln’s prescription of government of the
people, for the people and by the people (democracy).
In the context of South Africa, Rice’s views present a serious challenge to black underrepresentation at middle and upper management levels in both private and public sector
organisations. Affirmative action, which, according to Bergmann (1996:7), is planning and
acting to end the absence of certain kinds of people – those who belong to groups that had
been subordinated or left out – from certain jobs or schools, still has to deliver, in accordance
with the provisions of the South African Constitution Act, 1996 (Act 108 of 1996).
To a point, therefore, municipalities, non-governmental and community-based organisations
should see themselves as not simply administering to residents, but as also responding to
them. There is a deep wealth of an untapped entrepreneurial spirit, innovation and creativity
in communities. This wealth seldom gets drawn out. Ordinary people do not always know
how to access information, and institutional and financial support, to enable them to turn
ideas for community development into concrete programmes of action.
Municipalities can do a lot to support individual and community initiatives, and to structure
community energies into projects and action-oriented programs which benefit the local area
as a whole.
At the same time, participative processes must not become obstacles to development, and
narrow interest groups must not be allowed to “capture” the development process. It is
important for municipalities and community-based organisations to find the right balance
between delivery and participation. Equally, it is important for municipalities and
community-based organisations to develop a system of democracy which facilitates and
promotes interaction and communication with residents, to allow for meaningful participation
in activities such as planning, budgeting, implementing specific projects, and community
campaigns.
Integrated development planning is an important way in which local municipalities and
community-based organisations can start to develop a strategic policy capacity, to mobilise
material, financial and other resources, to target their own activities. It is a process through
which a municipality, in particular, can establish a development plan for the short, medium
and long term.
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As envisaged, such process will involve:
o a close assessment of current social, economic and environmental reality in the
municipal area;
o a determination of community needs, through close consultation;
o an audit of available resources, skills and capacity;
o a prioritisation of these needs in order of urgency and long-term importance;
o the development of frameworks and goals to meet these needs;
o the formulation of strategies to achieve the goals within specific time frames;
o the implementation of projects and programmes to achieve key objectives; and
o The use of monitoring tools to measure impact and performance.
The advantages of an integrated development planning, according to government’s National
Development Plan (NDP), can be summarised as follows:


Integrated development planning enables municipalities to direct their financial and
institutional resources towards agreed policy objectives and programmes.



Integrated development planning at a local level of government is a vital tool to
ensure integration of local government activities with other spheres of development
planning at provincial, national and international levels, by serving as a basis for
communication and interaction. In future, the planning requirements of local
municipalities will need to be better linked to those of national and provincial
government departments.



Integrated development planning serves as a basis for local government to engage
with citizens and with various stakeholders and interest groups. Participatory and
accountable government only has meaning if it is related to concrete issues, plans and
resource allocations.



Integrated development planning enables local municipalities to weigh up their
obligations and systematically prioritise programmes and resource allocations.



Integrated development planning helps municipalities to develop a holistic strategy
for poverty alleviation.



Integrated development planning should be linked to financial planning. A financial
plan involves producing a medium-term (5 years) project of capital and recurrent
expenditure. This means incorporating municipal Land Development Objectives
(LDOs) and other strategies into the normal medium term planning for capital and
recurrent expenditure.



Municipalities and community-based organisations should normally develop a plan
for raising the revenue, to support these strategies and make sure that their plans are
12

affordable over the long term. The financial plan should show how the priorities in
the budget change over the five-year period in order to achieve a desired integrated
development plan, and land development objectives.
On the capital side, municipalities need to develop a coherent infrastructure investment plan,
which sets out how a municipality and a community-based organisation will achieve
infrastructure targets, and mobilise public and private funding resources for this purpose.
The medium term financial plan forms a basis on which annual budgets can be drawn up.
On environmental management, sustainable development should be taken to be development
that delivers basic social and economic services to all, without threatening the viability of the
ecological and community systems upon which these services depend. In other words, it is
development which takes due care not to cause harm to the environment or to the community
in general, that human development depends on a healthy environment and healthy social
structures. Municipalities can enhance sustainability by including environmental issues in
their planning processes.
On the side of management, strategic planning processes, including strategic integrated
development planning, financial plans and environmental planning, should be monitored and
evaluated effectively.
A municipality or community-based organisation must set
performance indicators, sometimes called Key Performance Indicators (KPIs), against which
it can measure its own performance.
To this end, Osborne and Gaebler (1993:146/154) have the following to say: (1) What gets
measured gets done. (2) If you don’t measure results, you can’t tell success from failure. (3)
If you can’t see success you can’t reward it. (4) If you can’t reward success, you’re probably
rewarding failure. (5) If you can’t recognise failure, you can’t learn from it. (6) If you can
demonstrate results, you can win public support.
Key performance indicators should focus on the key development areas, and include both
efficiency measures and human development indices. Some examples of key performance
indicators, which have in the past been used by municipalities and other private and public
sector organisations are:
 average response time to complaints from service consumers, regarding service
provision;
 unit cost of delivering the provided service;
 general administration and salary costs as a percentage of the overall budget;
 average commuting time for service providers or service consumers, to and from
work;
Performance indicators, therefore, should be used to measure whether the various projects
and strategies contained in the integrated development plan are working as expected. Over
time, performance indicators allow municipalities to adjust and adapt their integrated
development plans to take account of past experiences. Thus, a successful, results-driven
strategic local government integrated development plan must include the following four
essential steps:
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Developing a common vision about where you want to go;



Assessing where your local authority, or organisation is, right now;



Determining how you will get to your desired destination; and



Measuring your progress.

As already indicated, in developmental local government, the emphasis should be on an
holistic thinking. This view is supported by Kotze (1997:66) who considers the sum of the
parts or components of the whole not to be greater than the whole itself. Each stakeholder
has to make a contribution to the process of achieving local economic development
objectives, flowing from democratic processes that so often characterize an integrated
approach to local economic development. Without this commitment, local economic
development may not succeed.
As a project manager for a community-based organization, you should focus attention on the
community as a whole.
Below is an exposition, for example, of different roles stakeholders may play in the
promotion and advancement of the sectors of community on a road to achievement of
required socio-economic development:
Developers: Developers could be consultants, town and regional planners, university
lecturers, researchers, social workers and other consultants appointed on the basis of
specialised knowledge to be provided in the process of developing a local authority area. In
consultation or together with community leaders, their responsibilities include one or more of
the following: (1) facilitator; (2) coordinator; (3) stimulator of local economic development;
(4) negotiator; (5) entrepreneur; and (6) researcher.
As a facilitator, according to Conyers and Hills (1994:231), the role of the developer is to
encourage planning, both by making relevant individuals and organizations more aware of
the purpose and nature of planning, and by providing service (for example, collecting and
analysing data, organising meetings, writing reports) which are necessary for the planning
process to progress smoothly, and with minimum inconvenience for all those involved.
As soon as s/he has been appointed developer of the local authority area, s/he must draw up a
comprehensive operational development plan. Such a plan must be SMART (specific,
measurable, achievable, relevant/realistic and time-controlled). Above all, the plan must
include a budget for all envisaged development projects/programmes.
In the facilitation process, the developer has to work hand in glove with community leaders
who, at no stage of the process, should be left behind with regard to planning for the
development process, approval of development plans, awarding of the development contract,
procedures to be followed to identify and prioritise development projects, conflict resolution
mechanisms during the development processes, procedures to be followed to appoint Task
Development Groups and train them for their role, reporting procedures to stakeholders
during the course of the development processes, and control and evaluation processes of
development projects/programmes.
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As stimulators of local economic development, developers have to assist local councils and
development task groups/committees to stimulate business creation or expansion by helping
them take specific action that induces firms to enter or remain in the local authority area.
Stimulation, according to Blakely (1994:72), may range from developing brochures to attract
potential investors to come and build small manufacturing shops in the local authority area.
In some instances, approaches may include providing industrial buildings, community
development centres, and reduced rent to investors who provide local residents with
employment.
As coordinators, developers have to ensure that all those individuals, organizations, or
groups which have some interest or expertise in a particular field are involved in planning
their activities. This may mean consulting with them, collecting information from them or on
their behalf, making sure that they attend relevant meetings, and are kept informed of relevant
developments in related fields, and so on.
As negotiators, the role of developers is to facilitate community conflict resolution between
and among various individuals and groups, in order to reach decisions which are in line with
certain agreed goals and objectives, realistic in terms of prevailing conditions and resources,
and acceptable to those who will be responsible for approving and implementing them, and
those who will benefit (or suffer) from them.
This is not an easy task, bearing in mind that developers are negotiators, and not arbitrators.
Nevertheless, by encouraging dialogue between and among parties with conflicting interests,
ensuring that all available relevant information is at hand, and analysing this information, in a
manner, which indicates the implications of alternative courses of action, developers can,
hopefully, have some impact.
As researchers, developers, through scientific investigations, obtain information that is used
in decisions on development planning processes. Such research is normally conducted at the
start of a development project. This can be done through questionnaires, interviews and
sampling. Some research may be necessary to establish and determine precisely available
community resources and the needs of the people. In some instances the aim may be to
determine what resources are available to tackle a particular problem or social problems.
In other cases research can be directed at finding out the size of the population in need of
development, suitability of land for specific projects, such as land for agricultural farming,
pastoral farming, industrial development, business development, residential settlement, the
number of people to benefit from each development project, and to determine possible
linkages and spin-offs (benefits) of initiated development projects to: for example, other
sectors of the local community, unemployment, job creation, alleviation of poverty,
homelessness, and availability of local, national and international markets for produced goods
and services.
As entrepreneurs, developers guide and advise local residents on how to start home based
industries or businesses, to generate local employment.
Where training may be required, it is the responsibility of the developers to provide required
training. An entrepreneur, as defined in the Oxford dictionary, is someone who undertakes a
business or enterprise with a chance of making a profit or loss. Put more simply, an
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entrepreneur is a risk taker. Not all risk takers, however, are successful. To be successful,
the entrepreneur needs to be proficient in all aspects of decision-making.
Successful decision making by entrepreneurs involves three steps: (1) Self-knowledge, or the
knowledge to specify the objective; imagination and analytical ability to focus on the factors
that lead to decisive action. (2) Research, for which search skills are necessary for collection
of data and foresight to estimate data. (3) Decision making and implementation, which
require computational skills for applying the data to the decision rule and communication
skills for formulating implementation plans.
In addition to these skills the entrepreneur needs to have delegation and organisational skills
to involve and utilise specialists, as may be required.
The developer’s role has two major implications: Firstly, it suggests that the developer
cannot work in isolation. S/he has to work very closely with all the other individuals and
organizations involved in the preparation and implementation of the development plans,
including administrative and technical staff, politicians, traditional leaders, (izinduna)
headmen, relevant community-based organisations, as well as the general public.
Moreover his/her relationship with them involves much more than just consultation; it
involves coordinating and negotiating between and among them, and plans should thus
represent the outcome of this process of reconciling their different views and interests, rather
than simply the personal views of the developer himself/herself.
Secondly, the concept suggests that much of the work of the developer involves routine
technical and administrative tasks, such as collecting and processing data, attending meetings,
writing reports, and compiling and presenting information on implementation progress.
Furthermore, the developer should spend a large proportion of his/her working hours talking
to people in other organisations or agencies, not only in formal meetings, but also through
informal discussions. This is a very different view from that of a developer sitting all day in
his/her office, preparing plans that might indicate how s/he would like the world to be.
Kotze (1997:52) defines citizen participation as a complex and ongoing process through
which people are enabled to exercise varying degrees of influence over development
activities that affect their lives. Merely taking part passively in externally designed and
managed activities, or using facilities provided through a development project, does not in
itself represent participation.
Being hired to work on a labour intensive project, without having any say over project
activities, is also not participation. Rather, participation must be assessed in terms of the
measure of influence people exercise over development activities affecting their lives.
When people provide information about their community, take part in identifying their
needs, problems and priorities, take part in deciding about development goals, policies and
strategies, or assume responsibility and accountability for development actions, they would
be participating in the affairs of their community.
Dealing with local economic development and citizen participation, Conyers and Hills
(1994:219) distinguish between political democracy and participatory democracy. They
define participatory democracy as the type of democracy in which citizens participate not
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only through their freely elected representatives but also by their own direct involvement in
the decision-making process.
This concept of popular participation, according to Conyers and Hills, is also an integral
component of a basic needs approach to local economic development which has guided many
national and international development policies, and has led to an interest in decentralised
planning among international agencies concerned with basic needs strategies.
From the above, it is then clear that popular citizen participation is a way of providing more
accurate and detailed knowledge about local needs and conditions, with the result that the
plan may be more likely to be relevant, implementable and acceptable to the local population.
The guiding principle in this regard is that if the people who will be affected by a project or
programme are involved in its planning, they are more likely to accept it when it is
introduced, and sometimes even to make a contribution to its establishment or maintenance,
through some sort of self-help effort because they will identify with it.

The diverse needs of both the aged and the youngsters are channelled to local,
provincial and national agencies by the Foundation which also makes grants to
specialist organisations
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CHAPTER 2
Establishing a community-based organization

After reading this chapter, you should be able to:


Develop project ideas



Understand critical internal and external factors to an organization



Conduct research into internal and external survival factors for an organisation



Understand the planning process relating to an organisation

It all starts with an idea to address an identified community need. The idea is then shared
with other people, just to find out how others see the idea develops in the long run.
You need to put to yourself several questions, and try to answer them as honestly as possible:
What do I really want? Why do I want this? What difference will it make to have this or not
to it? Of what value will this idea be to this community and others? What material, human
and financial resources do I need to achieve my ambition? What would be my sources of
funding for the project? What type of organisation structure would I need to manage the
project?
What type of support is required from identified community leaders in the process of
developing this idea? Do I personally have the capacity and time to embark on this venture?
Who do I have to bring on board, for support, right at the initial stages of this idea? What
type of competition do I face in the process of establishing this project? What external and
internal factors need to be taken into account in the course of establishing this project?
This is precisely what other people refer to as the vision you should have in the process of
establishing and developing a proposal idea for a community-based project.
In the First order requirement, you need to determine exactly what you would like to achieve,
whether or not there would be a need for goods or services you would like to produce, or
what the public perceptions might be to your proposal. To obtain this information, you might
perhaps decide to prepare questionnaires for distribution to your respondents. This is
necessary, to avoid starting a community project for which there might be no real need or
support, or to avoid wasting your time, energy and money.
In the Second order requirement, you need to carry out some research, to determine if you
have necessary support systems for your planned project: Who is to do what? What type or
quality of people do you need for the project? What type of modern equipment do you need
to officially launch your project? Who else in the community needs to be consulted for
support?
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In the Third order requirement, you need to focus more on management issues, such as
planning for policy direction of your project, staffing, organising for the project, directing
operations, and funding sources, just to ensure that you reach your target with ease.
Your funding sources could be service consumers, government agencies, donor organizations
and others.
What is a vision then– a complete vision?
A complete vision may be described as a desired future state of affairs. Sadler (1995:87)
supports this view. He sees a vision to be about what is possible to achieve or possible to
become. In essence, therefore, the concept of a vision contains the idea of an innovative and
imaginative thinking that challenges conventional wisdom, and points to the way that might
lead to new opportunities and challenges.
The development of a vision involves thinking freely, without being constrained by baggage
of the past, or by current limitations to freedom of action. It takes into account all relevant
factors that may need to be considered in the course of establishing your particular project.
It is about dreaming ahead as distinct from planning ahead. In other words, a vision acts as a
beacon, guiding a traveller to his/her destination, from a crossroad.
In getting to the destination, it might be necessary for the traveller to make a detour or retrace
steps from time to time, without losing sight of the vision. It is also about doing an
environmental assessment of what is happening in the proposed area of operation. What type
of competition would you face in the course of establishing your proposed project?
Do you have the necessary energy and capacity to win that competition? Is there a demand
for your produced goods or services? How much support do you enjoy in the community for
your proposed project? Where do you feature in your imagined competitive situation in
which you now find yourself? The following, for example, is the vision of one communitybased organization:
To be a community driven organization that facilitates a process through which
meaningful change and sustainable economic development is realized.
Once a vision for establishing a community-based organisation is in place, the newly
established organisation may develop a mission statement – the purpose of or the reason for
the organisation’s existence.
According to Hunger and Wheelen (1996:9), a well-conceived mission statement defines the
fundamental, unique purpose that sets the organization apart from other organizations of its
type, and identifies the scope of the organisation’s operation in terms of products offered and
markets served.
In a way, therefore, developing, writing and owning a mission statement is an allencompassing effort.
In the language of the church, a mission statement is a doctrine: a body of rules stemming
from a common set of beliefs or shared values. Shared values provide control, by guiding
behaviour of individuals in the church, and shared purposes provide focus, by driving
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forward adopted strategy. To this end, a mission statement promotes a sense of shared
expectations among stakeholders, and communicates a positive public image to important
stakeholder groups.
It tells who we are and what we do. When stakeholders all contribute to a common course,
the mission statement is immediately translated into a specific, measurable, achievable,
relevant and time-bound (SMART) programme of action. One organization, for example, has
the following mission statement:
To harness available resources to maintain a permanent endowment fund that
enhances socio-economic development in a transparent and accountable manner with
relevant stakeholders.
Once a mission statement has been developed, along with an organisational structure, the
organisation could then start looking for supporters, partners and alliances. These steps are
required, to ensure that the newly established organisation enjoys necessary support from its
environment. Supporters could include other organisations and individuals, for example, the
following:
o Local development committees
o Headmen (izinduna)
o Traditional leaders (Amakhosi)
o Councillors
o Professional bodies
o Trade unions
o Political organisations
o Interest groups
The groups listed above have the capacity to support the established project, and make it
work well. Above all, these groups could help your established project to effectively deal
with project hijackers and community individuals whose primary aim may be to disturb any
positive development initiative introduced in your local community.
If you could secure, at an early stage, their support, they would always be on your side
whenever whirlwinds may start blowing strongly around or against you. Equally, these are
the groups that could make the project not work well, or even take off. This is, in a way,
about servicing the environment or clearing the air, before expecting the project to achieve or
deliver on its stated objectives.
As soon as you have managed to formulate and articulate the mission statement of your
organisation, you would now need to formulate specific and commonly shared objectives
for the organization. According to Hunger and Wheelen (1996:11), objectives are the end
results of planned activity. In a way, therefore, objectives flow from your vision and mission
statements. They state what is to be accomplished, when, and should be quantified where
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possible. Achievement of organisation objectives should result in fulfillment of the vision
and mission statements of your organisation.
An objective, therefore, states, in broad terms, what your organization would like to achieve
in its operations. It is the reason for the very existence of your organization. It is concerned
with meeting an identified community need, such as to address the plight of victims of
HIV/AIDS, high unemployment rate, criminal activities in your community, or address and
meet the needs of local residents for public services: provision of water, electricity, refuse
removal, parks, recreational facilities, protection services, education, libraries, road
maintenance and other public services.
The primary reasons for having organisation objectives could be tabulated as follows:


An objective provides a purposeful focus for action. Without an objective, the
organisation will tend to become an end in itself. In this respect, having no objective
will result ultimately in an inward-looking mentality, concerned only with internal
activities. Members of the organisation will, in the absence of an objective, become
inclined to justify their existence by their work towards keeping the organisation
going; they will busy themselves with “housekeeping” activities to fill the vacuum
created by lack of an organisational objective, specifying results to be achieved.



The organisation must also seek to fill the void by engaging in activities that are
inappropriate to it. This may lead to conflict or overlapping with the activities of
other bodies, or to doing things for which there is no authority.



An objective provides a yardstick by which to measure progress. Merely being busy
is not an indication of advance. If people are doing wrong things, it may even be
worse than by doing nothing: they may be doing things that might have to be undone
later. At the very least, could be incurring expenses of doubtful value.



Absence of objectives and of evidence of progress means a weakening of motivation
and, ultimately, the loss of the organisation’s more dynamic staff.



Above all, absence of a stated objective also means that the organisation, and
individual members of its staff, can be subjected to undue pressure from outside, to
undertake things that may be inappropriate. The existence of an objective saves them
from pressure and enables them to get on with their rightful job.

One community-based organisation, for example, a community foundation, has the
following objectives for its operations:


To improve the quality of life of communities within the district of Babanango.



To establish, promote and maintain a sound community-based capital growth fund
that supports community-based organisations engaged or committed to community
development programs.



To mobilise community resources and public support for our programs.



To instill confidence in communities, through reviving traditional, indigenous
philanthropic practices.
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Every business entity normally has a strategy or strategies, to ensure that it remains
the winner among its competitors. Businesses compete to sell their products, goods or
services. Students, for example, study hard to compete with each other for better
grades. Life, therefore, in general, is about competition that requires individuals to
compete with one another all the time.
In light of this social reality, winning strategies change or are changed regularly, to
accommodate emerging situations. It would, for example, be highly illogical of a tertiary
institution to fail to change its curriculum when prevailing market conditions or demands
may so require.
What is a strategy then?
Although management or a project manager, in the context of a community-based
organization should normally drive a strategy or strategies, according to Davidson (1995:2), a
strategy or strategies should be the task of the whole organisation all the time. If stakeholders
have no idea of what the organisation’s mission statement or objectives are, they may not be
expected to make a contribution to the promotion and development of the organisation.
To this end, it is primarily the responsibility of management or the project manager to ensure
that organisation members share a common understanding of what has to be achieved. This
requires communicating with all stakeholders, using almost all forms of communication.
In the macro environment, one needs to consider external factors that might have some
positive or negative effect on the established project, and devise a strategy to deal with them.
Hunger and Wheelen (1996:7) refer to the macro environment as the external environment,
consisting of variables (opportunities and threats) that are outside the organisation, and not
typically within the short-run control of top management. Social, economic, legal, sociocultural, political and technological environments, for example, would fall under the macro
environment.
In the course of planning your community project, you need to determine the effect your plan
might have on your project, and take an appropriate decision: to continue with the project,
abandon it or formulate some new survival strategies. In strategic planning you sometimes
need to change gears and direction, particularly when that might be in the best interests of
your project
The task and competitive environment includes those elements or groups that directly affect
or are affected by the organisation’s major operations. Some of these elements could be
shareholders, governments, suppliers, local communities, competitors, customers, creditors,
trade unions, interest groups, or professional associations.
Your strategic planning process, therefore, needs to take into account that your established
project will be competing with or against other organisations, and that your operations need
to be sensitive to the political, social, economic, socio-cultural, technological and legal values
of your particular community.
In short, you need to respect these values. You may not, for example, establish a project to
sell pork in a community whose values include that nobody should eat pork.
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In the context of this publication, culture should be understood as an amalgam of shared
values, a common mindset, characteristic behaviour (the way we do things here) and symbols
of various kinds. Do we encourage open communication with all organisation members?
How quickly do we take decisions and finalise issues, to remain one of the best organisations
among our competitors? Within the organisation culture, you obviously operate within your
own particular administrative system, using the best possible people you can recruit from the
labour market, to live up to your vision and mission statements and achieve performance
standards or objectives you would have set yourself.
Values, at least in the context of this publication, are the things members of the organisation
collectively see as important, to guide their behaviour. On the other hand, an organisation
system could be compared to a human body, with different organs that depend on one another
to maintain the body. Different functional activities of an organisation, sections or
departments have to dovetail with one another and operate as a single system, to achieve
organisation objectives.
According to Conyers and Hills (1994:67), planning for community development should be
based on a concerted interdisciplinary approach which links the two important, but
traditionally distinct, fields of economic development planning and physical planning.
Effective and successful planning depends not only on the integration of various professional
inputs and the overall approach that is adopted, but also on the techniques that
planners/developers use, to achieve local socio-economic development objectives.
Without examining various definitions of the word planning, it may, for the purpose of this
publication, be stated that planning is a process of logical thought by an individual to decide
in advance WHAT s/he wants to do or achieve, HOW and WHEN it should be done, WHO
should do it, WHERE should it be done, WHY it should be done, and for what PURPOSE
should it be done. In the planning of a task/project/programme, matters of immediate and/or
long-term importance must be taken into account. This is known as SHORT and LONGTERM planning. Saying that the planner/developer should plan is, therefore, just another
way of saying s/he should THINK BEFORE S/HE BEGINS.
Keenan (1995:5), for example, defines planning as the activity that gets one from where one
is now to where one wishes to be. It consists of analysing one’s current situation, deciding on
one’s objectives and plotting one’s action. According to Swanepoel (1992:79), planning
means first bringing together three elements: needs, resources and objectives, and relating
these to the fourth element: action. It is therefore clear that the first three elements must be
known to the planners/developers. The identification of needs, objectives and resources
could thus be regarded as part of the planning process, but this process is complete only once
the action element is added.
To ensure best utilisation of human, material and physical resources, one MUST plan
purposefully. Unplanned activities usually result in a waste of time, energy and labour
because expected results are hardly obtained. Without an action plan, one ends up busy, by
only being busy. This, according to Keenan (1995:7), means that things either happen of
their own accord or golden opportunities are missed. Either way, one would not be in
control, or the situation can only drift on…..and..on, or get worse.

23

Functionally, a planning process involves carrying out the following four major tasks,
preferably in this order:
o Identifying what you want to achieve – planning.
o Putting your plans into practice – organising .
o Telling others what to do – directing.
o Ensuring that things have been done to the right standard – controlling.
In short, basically, the importance of planning is about asking and answering the following
four questions:


Where am I now?



Where do I want to be?



How will I get there?



How will I know when I have got there?

Socio-economic development, to a large extent, depends on adequate available information
about the area in need of development.
Such information is vital to both the
planners/developers and entrepreneurs. Thus, information needs to be obtained, according to
Blakely (1994:85), on the following:
Area Demographics: The hierarchy of age groupings should be obtained, with particular
emphasis on the employment, age, income, and occupational distribution of the population
over the last decade; analysis of dependent population should be included by examining the
geographical distribution of persons aged under 15 and over 65 years. The purpose of
population analysis is to determine the economic vitality of the community, and to assess the
target population for proposed economic activity.
Labour market conditions: This should include information on employment distribution by
sex in each industrial category, using standard industrial codes. Information on the rate of
unemployment and underemployment by industrial sector over the last 5 years should also be
included. Employment patterns in the community will show what human resources are
available or required for economic development, and what portion of the existing labour force
requires assistance.
Economic characteristics: An area’s economic base, its changes, and its responses to new
economic conditions should be explored; in addition to the past and current situation, factors
influencing economic vitality also need to be assessed. When analysing the community’s
overall economic characteristics, one must remember that the current structure of the local
economy is neither necessarily the most preferable nor is it predestined to continue in the
future. Understanding the local economic structure is the essential first step towards
designing a long-term economic development programme that builds on the opportunities in
the community and addresses local employment needs.
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The Foundation strongly encourages self-sufficiency and vegetable plots are literally
seeded by Foundation grants for fresh produce markets in deep rural villages.
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Bumper cabbage crops in rural areas are the norm—fertilised by natural
organic material and irrigated by hand from local rivers.

Physical/Locational Conditions: The physical features of the area that relate to the economic
base should be examined. These include assessments of physical resources (agriculture,
mining, timber, citrus fruit, maize production, cabbage production, and so on), industrial land
availability (both serviced and unserviced), transport and communication links, housing stock
levels, and also those assets that can be used as tourism venues. Documenting locational
assets (and liabilities) assists in identifying the locality’s economic advantages (and
disadvantages).
Community Services: The range of social, educational, recreational, and cultural services
available to the local community should be discovered. These add to the attractiveness of the
locale, as a place to live in and work. Taken together, these social services reflect the
relevant whole – that is, a picture of the community economy. At the conclusion of a
community socio-economic base study, it should be possible to summarise the community’s
economic and employment challenges.
The two dimensions of strategic management, according to Kroon (1995:135), are: (1)
strategic planning and (2) strategic implementation and control. According to Kroon,
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strategic planning is neither the personal vision of a manger nor a collection of unrelated
plans drawn up by departmental heads. Instead, strategic planning is done by top line officers
of an institution, from the chief executive officer, through the upper levels of middle
management, to lower levels of management. It places line decision makers in an active
rather than a passive position about the future of the institution.
With regard to factors external to the institution, strategic planning incorporates an outwardlooking, proactive focus, sensitive to environmental changes, whilst not maintaining that the
institution is necessarily a victim of changes in its task and competitive environment. To this
end, strategic planning places institutional units in a distinctive position relative to their
environment, and this enhances the likelihood of improved institutional co-ordination and
effectiveness.
Strategic implementation and control: The other dimension of strategic management requires
of an institution to establish goals, devise administrative policies (guidelines), motivate
staff/employees and allocate resources in a manner that allows for formulated strategies to be
pursued effectively and efficiently, while strategic control involves monitoring of operations
and results. It is about giving effect to the institutional culture.
If the organization is to excel in its service delivery and operations, it stands to reason that its
mission statement would reflect the wishes and expectations of all stakeholders. In short, the
stakeholders must have been afforded an opportunity to provide some input in the
formulation of the mission statement, or should have been allowed to comment on the
statement before its final adoption.
When stakeholders all contribute and subscribe to a common cause, the mission statement is
immediately translated into a specific, measurable, achievable, relevant/realistic and timecontrolled (SMART) programme of intent. Each stakeholder becomes a “manager” of the
commonly agreed upon mission statement, with each organisation member or stakeholder
doing the right things of his/her own accord.
To promote and market the mission statement, Davidson (1995:31) suggests the following
strategies:


Constantly use words and phrases from our mission statement, whenever we speak or
write to other people.



Devote all time to anyone who wants us to explain our mission statement, all its
components, and their vital relevance to everything we do.



Show people the connection between our values and purposes, and the business
decisions we make, particularly when we say “NO”.



Encourage people to challenge decisions, rules and activities they see as inconsistent
with our values and purposes.



Get our people to rate us on how they perceive us living up to our values.



Use our values as basis for promotion decisions, and performance evaluations of our
people, to make sure people know who we are.
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Share a quantified score card of what it means to achieve our purposes with our
people.



Celebrate actions which, and people who personify particular aspects of our values.



Reflect our values and purposes in our entire organisation’s communications.



Refer to our mission statement in our external dealings, in particular with consumers
of our services, customers, suppliers and potential recruits.

Strategic management functions: According to Hunger and Wheelen (1996:7), a process of
strategic management involves four basic elements: (1) environmental scanning, (2) strategy
formulation, (3) strategy implementation, and (4) evaluation and control. In the actual
process of strategic management, the four elements interact with one another, to give effect to
the process of managing the organisation, for example, a community project.
In this process, management should scan both the external environment for opportunities and
threats, and the internal environment for strengths and weaknesses. These are the most
critical or important factors to determine the survival, failure or success of the organisation,
and are usually referred to as strategic factors: SWOT/R (strengths, weaknesses,
opportunities and threats/risks). The external environment has two parts: task environment
and societal environment. The task environment includes those elements or groups that
directly affect and are affected by an institution’s major operations.
Some of these elements are shareholders, governments, suppliers, local communities,
competitors, customers, creditors, labour unions, special interest groups and trade
associations. The social environment includes more general forces: those that do not directly
touch the short-run activities of the organisation but that can, and often do, influence its longterm decisions. They are economic, socio-cultural, technological and politico/legal factors.
The internal environment consists of variables (strengths and weaknesses) that are within the
institution itself, but not usually within the short-run control of top management. These
variables form the context in which work is done. They include the institution’s structure,
culture and resources. The structure is the way the institution is organised in terms of
communication, authority, and workflow. Often it is referred to as the chain of command,
and is graphically described in an organisation chart.
Culture is that pattern of beliefs, expectations and values shared by institutional members.
Resources are the assets that constitute the raw materials for the institution’s production of
goods and services. These assets include people’s skills, abilities and managerial talents, as
well as financial assets and plant facilities, within functional areas.
Strategic project managers, according to Kotter (1996:26), therefore, normally perform the
following four important tasks:
Planning and budgeting: define goals of the organisation, establish a strategy to achieve
goals, develop plans to coordinate various activities of the organisation, and allocate
resources necessary to make it happen, in accordance with the organisation’s vision and
mission statements.
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Organising and staffing: determine what tasks are to be done, who is to do them, how the
tasks should be done or grouped, who reports to whom, at what level may certain decisions
be taken, and how deviations to policy decisions are to be handled.
Leading: motivate subordinates, and lead by examples, direct others, select the most
effective communication channels, base decisions on a rational and fair principle, advise, be
accountable for actions taken, and reward good and punish poor performers. Above all,
consult widely with all role-players, before taking a final decision on a matter at hand.
Controlling and problem solving: monitor activities, to ensure that they are accomplished as
planned; correct deviation to policy decisions; and adjust plans only after proper consultation
with role-players.
The American Southern Growth Policies Board Publication (1996:6), states the following as
key steps to a process of strategic planning, implementation, evaluation and control:


Prepare to plan: A public institution must assess its readiness to engage in strategic
planning and design a process that matches its purpose, resources and political
environment.



Gain and sustain commitment: Identifying and involving key stakeholders, whether
legislators, government employees, or citizens, is essential to strategic planning.
Finding common ground and sustaining their commitment are equally important.



Analyse customer needs and desires: Just as successful businesses pay close attention
to the needs of their customers, governments are also adopting a customer orientation.
This means seeking the advice of customers and other stakeholders early on in the
planning process.



Assess organisational strengths, weaknesses, opportunities and threats/risks: In order
to develop realistic plans, an institution needs to take a hard look at its internal
strengths and weaknesses, as well as scan the external environment for potential
opportunities and threats/risks that it may face in the future.



Set a strategic direction: Strategic planning allows an institution to step back from its
everyday tasks and ponder the “bigger picture”, to set its overall strategic direction by
articulating its vision, mission and values.



Identify strategic issues: An institution must identify the broad concerns that are
critical to its future and decide which to tackle first.



Develop goals, objectives and performance measures: An institution must ask itself,
“Where do we really want to be?” This involves identifying general end-results
towards which effort is directed (goals); specific, measurable targets along the way
(objectives); and performance measures that assess progress towards these goals and
objectives.



Devise strategies: Once an institution knows where it is headed, the next step is to
determine how to get there. Strategies are activities that an institution will use to
accomplish its goals and objectives.
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Implement the plan: This step involves assigning responsibilities, allocating
resources, linking the plan to operational plans and budgets, and establishing a timetable, as well as communicating and marketing the plan.



Evaluate results: Monitoring the extent to which an organisation is achieving its
vision and fulfilling its mission should be done on a regular basis.

o Obtain the support and active participation of key stakeholders.
o Keep the overall process as simple as possible, while tailoring it to the particular
institutional and political environment.
o Provide participants with training about the planning process, terminology, group
decision making skills and teamwork.
o Build accountability into the plan from the beginning.

The faces of the new future built on trust, hope and confidence—deep rural
areas are with the help of the Foundation being brought willingly into the 21st
century of modern technology.
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CHAPTER 3
Project management and administration

After reading this chapter, you should be able to:


Develop an overview of management and administrative issues



Understand approaches to project management



Define the concepts of management, administration and leadership



Understand the cycle of a project



Differentiate between a project and an enterprise



Understand communication in an organisation

Although terminological distinctions are important in any field of study, a quick trip to
the dictionary of English usage does little to disentangle the two terms: manager and
administrator. The English Oxford Dictionary, for example, defines administration and
administrator as follows:
Administration is the management of public affairs, the conducting or carrying on of
the details of government. An administrator is one who administers; the one, who
manages, carries on or directs the affairs of any establishment or institution.
With regard to the terms management and manager, the definition by the Oxford English
Dictionary is as follows:
A manager is one whose office is to manage a business establishment or a public
institution, and management is the action or manner of managing…., the application
of skill or care in the manipulation, use, treatment or control things or persons or in
the conduct of an enterprise, operation, etc.
Defining the concepts of management and administration, Starling (1993:12) puts it as
follows: Management is primarily a fairly specific set of tasks: to perform the function for
the sake of which the institution exists; to make work productive and the worker achieving;
to manage the institution’s social impacts. But in coordinating complex situations where no
criteria exist, administration is probably a more appropriate word. To this end, Starling
prefers to use the terms public manager and public administrator synonymously. This view
is supported by Robbins (1980:6) whose preference is to use the concepts of management
and administration interchangeably.
In accordance with the generic view of what administration is about, Hanekom, et.al
(1986:14) defines administration as something that is universal in all group or individual
activities. In a search for universality of meaning of these concepts, it has to be borne in
mind that some writers on administration take a rather narrow limited view of the two
concepts. On the other hand, others take the widest possible view of the concepts.
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Hanekom, for example, views administration as neither an all-embracing executive action
directed towards accomplishment of a goal, nor the exclusive routine activities of whitecollar workers, but, instead, the concept of administration is viewed as an ever-present
phenomenon encountered in any group or individual activity. As a process, administration,
according to Cloete (1981:43), consists of the following six (6) generic functional activities:


Policy-making



Financing



Organising



Staffing



Determining and improving work procedures



Controlling

With regard to the concept of management, one commonly accepted definition is that
management is about “getting work done through other people”. This definition is in line
with the definition by Thornhill and Hanekom (1995:15) who view management as a
purposeful action aimed at giving direction to the activities of employees (labour) towards
goal achievement. To this end, management is viewed as directing activity aimed at
achieving pre-designed goals or objectives of the organization, through an optimal utilisation
of the workforce (labour), money, material and information. As a process, management,
according to Cameron and Stone (1995:115) involves the following seven (7) activities:


Planning



Organisation



Staffing



Directing



Coordinating



Reporting



Budgeting

In a way, therefore, management, according to Kotter (1996:26), is about the
following:
Planning and Budgeting: establishing detailed steps and timetables for achieving needed
results, then allocating the resources necessary to make it happen.
Organising and Staffing: establishing some structure for accomplishing plan requirements,
staffing that structure with individuals, delegating responsibility and authority for carrying
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out the plan, providing policies and procedures to help guide people, and creating methods or
systems to monitor implementation.
Controlling and Problem Solving: monitoring results, identifying deviations from plans, then
directing, planning and organizing to solve these problems.
To this end, management produces some degree of predictability and order, and has the
potential to consistently produce short-term results expected by various stakeholders. Sound
management and administration, therefore, are the sine qua non for effective, professional
and efficient service delivery.
Organisation employees involved in the delivery of required services need to operate within
clear mission-driven policy guidelines, specific objectives and adequate resources with which
to achieve organisation goals, to satisfy consumer expectations of an effective, professional
and efficient service delivery. This quite often requires a flexible leadership, with a clear
vision.
It is normally the responsibility of project managers and administrators to perform
leadership roles in an organization. They have to constantly communicate with both
internal and external stakeholders, using various means of communication, such as
meetings, reports, memos, letter writing, faxes, etc.
Kotter (1996:25) defines leadership as a set of processes that creates organisations in the
first place or adapts them to significantly changing circumstances. It defines what the future
should look like, aligns with the organisation’s vision, and inspires stakeholders to make it
happen and remove obstacles that may exist. In short, effective, professional and efficient
leadership is about the following:
Establishing Direction: developing a vision of the future and strategies for producing
changes needed to achieve that vision.
Aligning People: communicating direction in words and deeds so as to influence creation of
teams and coalitions that understand the vision and strategies and that accept their validity.
Motivating and inspiring: energizing people to overcome major political, bureaucratic and
resource barriers to change by satisfying basic, but often unfulfilled human needs.
Leadership, therefore, quite often produces change, often to a dramatic degree, and has the
potential to produce extremely useful change. In the process of solving organisational
problems, one useful strategy is that when you discover you are riding a dead horse, you
should dismount. If you feel you are no longer adding required value in your leadership
position, it may be an honorable thing to consider alternatives, rather than pull down the
whole organisation to its original ground level. “Add value or get/ship out”.
When it’s time for you to consider a change of career, it may be the right time to quit your
job, rather than dig in your heels. You have to meet new challenges, and continue with the
process of learning all the time, as you move from one job to the other, gaining necessary
experience of coping in different and challenging situations. The following strategies, for
example, have all been tried, without success, in dealing with “dead horses” or “dead wood”
in a number of organisations:
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Buying a stronger whip



Changing riders within the same organisation



Saying things like “This is the way we always have ridden this horse”.



Appointing a committee to study the horse, often at an exorbitant cost



Arranging to visit other sites to see how they ride dead horses or handle dead wood



Creating a training session to increasing our riding ability



Comparing the state of dead horses for increased speed



Providing additional funding to increase the horse’s performance



Purchasing a product to make dead horses run faster



Declaring the horse is “better, faster and cheaper” dead



Forming a quality circle to find uses for dead horses



Revising the performance requirements for horses



Declaring this horse was procured with cost as an independent variable



Promoting the dead horse to a supervisory position



Hiring foreign or domestic consultants to examine the dead horse

The fact of the matter is that if people fail to perform at an acceptable or expected level, or
to satisfy service consumers and other stakeholders, they should either step down, be
provided with adequate time to improve on their performance, be assisted to do so, seek
help at an early stage, or be fired from their jobs. The solution to poor work performance
does not very much lie in providing additional people to an organization, or in boasting
about one’s long service record, but rather in doing something remarkable about incidents
of poor performance or corruption.
Project managers and administrators, whether or not they might like or not like it, have to
perform leadership roles within their organizations.
In this regard,
management/administration and leadership within the organisation can be compared to the
two sides of the same coin. In short, you cannot be a complete manager/administrator if you
lack leadership qualities. Equally, you cannot be a complete leader if you lack managerial
or administrative skills. To perform their roles, according to Newell (1993:8), project
managers and administrators, among other things, need to have the following attributes and
leadership skills:


Consensus builder



Good communicators, both orally and in writing
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Educator on community values



Translator/interpreter of community values



Problem solver



Process leader



Source of empowerment



Change agent



Champion of new technologies



Quick and good decision maker



Facilitator of conflict resolution



Bearer of ethical standards



Champion of leadership development within the community

As consensus builders, for example, project managers and administrators are responsible for
gaining staff agreements on tactics and procedures for policy implementation and for
helping others reach agreement on policy issues. The role of educator on community
issues, for example, refers to the leader’s part in using and disseminating information
wisely, or his/her ability to communicate well, horizontally and vertically, with all
stakeholders.
To function effectively, professionally and efficiently, as project manager or administrator,
you would need to communicate well, orally and in writing, with both internal and external
stakeholders. Your established project needs to have an effective, professional and efficient
communication system, to enjoy required public support. This means adequate flow of
information, from you, with information, to others who need information to perform their
responsibilities to the best of their ability.
The whole communication process is mainly about asking questions, for clarity, solving
problems, briefing others on what may be happening, reviewing policy directions or
receiving suggestions from organisation members.
Allcock (1994:1) defines
communication as a process of interacting with others, to promote understanding and
achieve a result of some kind.
An organisation structure, therefore, is not necessarily a communications system. The
dangerous assumption is to take it for granted that once an organisation structure is
established, communication automatically follows. This is not so. An organisation
structure is merely an environment, whereas communication is an activity. The structure
should be of a kind that makes a good environment for communicating. In itself it does
nothing. Communication is the life-blood of a project. It is necessary for coordinating your
project’s activities, controlling performance standards, assessing results, learning all that
should be known about the situation, motivating staff and planning for the future.
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The following are essential elements of a communications system:


If there is nothing to say (i.e. if an organisation or unit has no clear objective), then
communications will be poor. When people know where they are going, and why, they
will communicate effectively with each other.



Since communication is a human activity, it will depend very much on attitudes. Where
there is an honest desire for information (even though it must sometimes be unpleasant
information), where there is a willingness to listen, when people in authority are
approachable, and the climate of the environment is favourable to communication.

An effective communication system should, at least, cover the following:
Internal organization-wide communications: Internally, between management and the staff
down to the lowest levels. Externally, between the organization and


Its parent body



Its particular public (or “target population”)



Other organisations with which it has dealings



The media



The public at large

Internal Sectional Communication: Internally, within sections or units of the organisation,
between section heads, (for example, managers, supervisors and their staffs); between
workers at the same level cooperatively together – between individuals whose work
intermeshes.
Communications from outside: The organisation must listen to what others outside are telling
it. This will not always be in words. People may just stop buying a product; they are saying
they do not want it any more. The organisation must recognise the message. In short,
communications must be practised upwards, downwards, sideways and inwards,
Techniques of communicating: These are many and various; they can be formal or informal,
and their practice will depend very much on the personalities involved and the circumstances
in which they work. But if the content and attitude are right, effective communication will
follow through sustained application of techniques such as the following:


Written directives, instructions



Notices



Meetings, formal or informal



Face-to-face communication with staff to discuss matters such as
 New policy
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 New jobs to be done
 Problems, misunderstanding, ambiguities.
In the actual process of communication technique management, individuals constantly
engage in what Lewis (1989:16) refers to as part of impression management. Lewis’
submission is that, through communication, people know one another, and what they, as a
group, have in common. This may be good for an organisation because, as the sayings go:
No communication, no cooperation; no common vision, no progress; no communication, no
collective responsibility and accountability; and no communication, no coordination.
The other communication technique to be borne in mind is that it is not only a two-step
process between the communicator and the communicatee. This view is supported by
Lewicki, Hiam and Olander (1996:198). Lewicki, Hiam and Olander’s argument is that the
message from one person to the other is not simply what the person says. Behind the words is
what the person means. When the other person receives a message that is not the end of it
either. Behind the message that is received is what the person thinks the other person has
said. So there are really four parts to even the simplest communication:
(1) What one says; (2) What one means; (3) What the other person hears; and (4) What
the other person thinks one has said.
From the four elements of communication, it is clear that in a communication process one
needs to also consider the method by which the message is conveyed: Is it written on paper,
spoken over the phone, sent via fax, transmitted by telegram, left on an answering machine or
sent by a third party? The vehicle by which the message is sent adds to or detracts from its
meaning. This includes messages given in person, where the body language of the sender
adds to (or detracts from and confuses) the message.
A message delivered in person generally has an advantage over one sent by some other
medium, such as the telephone. If one, for example, has a bad phone connection, the message
may be garbled. Written communication may also be interpreted incorrectly because of the
method by which it is sent, or because of the type of language used.
How we create our messages, including our choices of words, our tone, the body languages
we use (if in person), adds positively or negatively to the communication. If we do speak
clearly, the message may be unclear. The other person will translate our messages through a
particular understanding of our words, our tone and our body languages. Communication in
organisations takes one or more of the following forms:
Staff involvement and development techniques such as
 Seminars
 Training
 Visitors from outside the organisation
 Visits to places outside the organisation
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 Special occasions, conference, etc.
 Reports
 Publications
 News-sheets
 Press releases
 Meetings
Improving the techniques of communicating:
Communicating is essentially a human activity. To practice it effectively requires a certain
degree of skill. Training in these skills can be given successfully, for example, in effective
speaking, in writing various kinds of material, and in conducting and participating in
meetings.
Checklist for examining the practice of communication:
A reasonably good idea of how well an organisation practices communications may be
gained by asking the following questions:
o Are organisation objectives set out clearly?
o How well do managers know the organisation objectives, the reason for them and
their implications so far as they are concerned?
o Are unit objectives established and set out clearly?
o How well do members of staff know their unit objectives, how they fit in with other
objectives, and what is expected of them to achieve their unit objectives?
o Do members of staff at all levels feel free to bring to the notice of their superiors
difficulties, problems or errors?
o Do members of staff feel they get a satisfactory response to these approaches?
o Do members of staff feel motivated in their work? Have they a sense of belonging
and participation?
o Are rumours and speculation common? (If so, they are probably filling a vacuum
caused by poor communication and/or low morale).
So, it’s true. You have just been told that you are to be a member of a team to carry out a
project over the next three years or so. You just have no idea of what lies ahead of you. It’s
like getting into a marriage, to discover what it is like to enter into a marriage partnership.
You need not worry at all. The book you are reading was specifically written to cater for
people, like you – people with a vision or a desire to take advantage of some identified
opportunity for an enterprise or to address some socio-economic challenges.
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These people could be management of organisations, service consumers, or organisation
members. At school, they could be teachers, students, or administrators. At home, it could
be yourself or other family members.
What is a project? According to Allcock (1994:127), a simple definition of a project is:
Any group of tasks that must be completed in a specified time period, often with
specified cost constraints, using the most appropriate people in the organisation.
The time period may be a few weeks to several months or even longer, depending on the type
of project. Projects, therefore, can be regarded as special tasks that are important to the
organisation and must be completed on time. As a participating team member, you must be
prepared to complete your contribution within the agreed timetable. What is important in this
regard is that you have the right and relevant skills for the work assigned to you. Many
projects fail as result of absence of the right people, with relevant skills to contribute to the
development of the project.
Team members must not be based purely on the basis of availability, popularity, or any other
consideration that has no bearing on competence and required efficiency, to enable the
project to live up to its vision, mission and objectives.
Current international trends are that 21st century organisations will employ people on shortterm renewal contracts. This will enable organisations to recruit staff of the highest possible
quality at any given time. Future jobs will no longer be accepted as lifetime sentences, or as
permanent jobs people should occupy until retirement. You need to meet set targets to
permanently secure you job. There will soon be tougher competition for available and
limited skilled, executive and professional jobs. In short, times for “honey-mooners” will
soon be a thing of the 20th century.
What is project management? Haynes (1996:3) describes project management as follows:
A project is an undertaking that has a beginning and an end, and is carried out to
meet established goals within cost, schedule, and quality objectives. Project
management brings together and optimises resources necessary to successfully
complete the project. These resources include skills, talents, and cooperative effort of
a team of people; facilities, tools, and equipment; information, systems, and
techniques; and money.
In what way can project management differ from other management principles? Haynes puts
it as follows:
Project management differs in two significant ways. First, it focuses on a project with
a finite life span, whereas departments or other organisational units expect to exist
indefinitely. Second, projects frequently need resources on a part-time basis, whereas
permanent organisations try to utilize resources full-time. The sharing of resources
frequently leads to conflict and requires skillful negotiation to see that projects get the
necessary resources to meet objectives throughout the project’s lifespan.
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Basically, a project is normally developed through the following four stages:
o Conceiving and defining the project
o Planning the project
o Implementing the plan
o Completing and evaluating the project
Your research process for the project can follow the following four steps:
Step 1: What project
Consider:


Your strengths



Your weaknesses



Your ability



Your experience



Opportunities



What you will enjoy doing

Step 2: Start a new or buy an existing project
It is normally cheaper to start a new project than to buy an existing one, although buying the
right project has the potential for bigger profits.
Step 3: Market Research
To a large extent, the success of a project depends on a thorough research of the situation:


Investigating demographies, e.g. population numbers, age groups, races, religion, and
income groups.



Calculating the size of the total market



Estimating your market share.



Quantifying your market share in Rand.



Analysing your findings



Preparing a market strategy



Choosing a name, if one does not exist
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Step 4: What kind of legal entity
There are four choices, namely:


Sole Trader



Non-profit organisation



Partnership



Close Corporation



Private Limited Liability Company

During the life cycle of your project, you need to focus more attention on the quality of
services or goods produced, the time spent on achieving the objectives of the project and the
costs involved to achieve project objectives. Quality needs to be in accordance with project
specifications. The cost needs to be within your budget estimates for the project. The time
spent on the project needs to be in accordance with your schedule for completing the work
that must be done to achieve project objectives. Graphically, the situation may be
represented as follows:

Project Parametres

Quality

Cost

Time

Specifications

Budget

Schedule

The planning process for your project can be approached as follows:


Establish project objectives.



Choose a basic strategy for achieving the objectives.



Break the project down into subunits or steps.



Determine the performance standards for each subunit.



Determine how much time is required to complete each subunit.



Determine the proper sequence for completing the subunits and aggregate this
information into a schedule for the total project.
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Determine the cost of each subunit and aggregate costs into the project budget.



Design the necessary staff organization, including the number and kind of positions,
and the duties and responsibilities of each.



Determine what training, if any, is required for project team members.



Develop the necessary policies and procedures.

On managing the process, Charney (1996:150) puts it as follows:


Monitor the team’s progress, giving special attention to those people whose activities
are key to a successful completion.



Don’t do any of the work yourself. You are the project manager, not the technical
expert. If team members are not living up to their commitments, replace them or get
them help. The more you get side-tracked into the details, the quicker you will lose
sight of the big picture.



Keep everyone informed of progress. Share success as you go along, to give people a
sense of pride and achievement.



Recognise people who perform even better than expected. Better still, let their bosses
know about their contribution.



Operate within your agreed-upon parameters. If the parameters are too restrictive,
renegotiate them before acting outside of them.



Focus on the goal at all times. If there are a number of goals, make everyone in the
team aware of the important goals.



Conduct yourself professionally at all times. Your behavior will set the tone for the
project. As a role model you should
 Not involve yourself in politics of other departments
 Focus on problems and not on criticising people outside of the team
 Run outstanding meetings that start and finish on time, include
everyone and cover a pre-printed agenda

***
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CHAPTER 4
MEETINGS AND PROCEDURE AT MEETINGS
After reading this chapter, you should be able to:








Organise meetings
Understand the need for meetings
Manage meetings
Understand responsibilities of attendees
Understand responsibilities of Chairperson
Protect attendees in a meeting
Understand the nature of meetings

In a majority of books on management and administration, the subject of meetings or
procedure at meetings is usually included. For an organisation, meetings may serve one or
many purposes: brainstorming meetings, decision-making and problem-solving meetings,
strategic planning meetings, information gathering meetings, negotiation meetings, or
research meetings.
There is hardly any doubt that meetings are necessary in an organisation. To a large extent,
the success or failure of a meeting may be ascribed to its “manager” the chairperson. What
one is not sure of is whether or not all meetings are necessary or not a waste of time. The fact
of the matter is that if a meeting is properly managed, or had been properly convened, it
would hardly be a waste of time.
Formal meetings, for example, are run under strict rules, like the rules of parliamentary
procedure. Motions must be introduced formally and seconded before a topic can be debated
or discussed. Each point is settled by a vote, and minutes are recorded of each motion. This
procedure helps meetings to be run smoothly, particularly when the group is very large or
when the agenda is very long.
Informal meeting are run more loosely. Votes may not be taken if most people seem to
agree. Minutes may not be kept. These types of meetings are better for team-building and
problem-solving sessions.
Planning the agenda for a meeting is the foundation of a good meeting. A good agenda
would normally indicate the following:




Whether each item is presented for information, for discussion, or for a decision
Who is sponsoring or introducing each item
How much time is allotted for each item
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Bruitzius (1982:99) discusses meetings as part of a communication process and remarks as
follows:
Meetings represent one of the most important occasions for oral communication in
business at which information can be effectively transmitted, issues ventilated and
discussed, instructions issued, and possibly decisions taken.
So, while meetings improve communication, they also serve many other purposes, such as to
improve decision-making processes. The need for meetings may be predicated by the
management function of coordination. The chairperson, director, manager, supervisor, or
leader cannot always act or spin alone. He/she needs information from others in the process
of decision-making. At some point, the plans and problems of these leaders must be
discussed with other stakeholders: subordinates, and others within or outside the organisation.
An interesting list of reasons for business meetings is suggested by Deverell (1985:103).
There seem to be any number of reasons for calling a meeting. For instance, some of the
following reasons may be needed to run an organization professionally and efficiently:















Top management meetings at regular intervals, for example, weekly fortnightly,
attended by senior functional executives.
Meetings for the coordination of policy and operation in the main functions of the
organization.
Joint productivity meetings.
Meetings of supervisors either in a particular function, such as production or
throughout the organization.
Joint consultative meetings for the passing of information and opinions up and down
the organization, and for recommendations to management on matters within the
scope of the consultative meeting.
Meetings to administer a suggestion scheme where one is operated.
Safety and accident prevention meetings.
Cost reduction or value analysis and engineering sessions.
A development, design and technical committee.
Progress meetings of particular projects or contracts on hand.
Command meetings, largely taken up with the issue and explanation of instructions to
members of staff.
Departmental or sectional staff meetings to solve common problems
Negotiation meetings

On a more personal and psychological level, Anthony Jay (1972:217) suggests that the
corporate man, in his struggle for survival, needs the companionship of a committee:
…the species we belong to, and from which we descended, survived by keeping
together, and irrespective of the demands of the job. Corporation Man needs to come
together regularly with other members of the species – operational objectives can
always be found to justify this deeper need. I suspect that meetings are most frequent
and most enjoyed by men and women whose work keeps them solitary or in very small
groups for most of the week….. There is need to feel the security of the group around
you, even if you do not belong to a real or effective one.
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Since meetings can involve hundreds of people, it is sometimes necessary to spell out clearly,
the rights, privileges and obligations of participants in a meeting. These rights and
obligations can best be defined by the operation of the law. Questions, which occasionally
arise and are liable to cause grievances, are the following:






Is the meeting properly constituted?
Is the speaker entitled to speak to a motion? Can a motion be discussed when it is
not seconded?
Is the manner of voting adopted valid?
Is the chairperson acting within the scope of his/her rights? What are his/her rights,
anyway?
Can any individual member call a meeting?

The law is capable of dealing with these, and many similar questions. This statement is
subject to the assumption that the law can be ascertained. The law, as we are given to
understand, is divided into two broad categories – statutory law which is enacted through a
legislative body, such as parliament, and common law, which is more idiomatically referred
to as unwritten law.
On closer examination, there is nothing unwritten about unwritten law. What is meant here is
that in its origin, it was not written into the statute book. Common law derives from usage
and natural justice. For instance, without reference to the statutes, stealing is a crime in
almost all known societies.
To this end, theft is a common law crime. Part of the common law developed from the
writings of eminent jurists, whereas another portion of common law developed from court
judgments, where the judges tended to create the law by giving a more detailed interpretation.
Relevant statutes govern statutory meetings of companies incorporated in terms of the
Companies Act or similar legislation. For instance, the Companies Act, 1973 (Act 61 of
1973) devotes a number of sections to the running of meetings contemplated by the Act,
namely, Sections 179 to 207. Sections 242 to 246 govern meetings of directors, in terms of
this Act.
Statutory bodies, such as ESKOM, SABC and others, which were established in terms of a
specific Act of Parliament, run their meetings in accordance with those Acts or Regulations
framed under those Acts. In respect of ordinary companies, it must be borne in mind that
they are also governed by articles of association, which provided a detailed set of rules of
procedures for their meetings. This then constitutes the law for their meetings.
Many voluntary bodies, such as sports clubs, have constitutions, which normally provide a set
of rules for meetings. In such cases, those bodies create the law of meetings. Such law is
enforceable, and binding on the members of those bodies.
Natural justice would govern meetings falling outside the last two categories. There would
be no difficulty for judges to settle a dispute arising from such meetings. What may be of
paramount importance for participants of such a meeting is not whether the procedure
followed in a meeting fits the paradigm of natural justice, but whether the procedure is
acceptable to members, and is conducive to better results. With the results in mind, it is
more appropriate to examine the purpose that meetings are supposed to serve.
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In the broadest sense, meetings can be divided into general meetings, and committee
meetings. By common understanding, general meetings are those, which are attended by the
general membership. Whilst they accord a sense of democracy and belonging, they are not
suitable for detailed discussions from which practical decisions can emanate. They do,
however, serve a useful purpose in so far as laid down general authority or formulating broad
policy.
Committee meetings, on the other hand, are capable of dealing with complex issues, and
coming up with feasible recommendations. Unless specifically authorized, committees do
not have the same power as the general membership.
One of the most compelling reasons for calling a committee meeting is to engage in
brainstorming. It goes without saying that the creativity of several individuals is superior to
that of a single one in the team. Of course, as Torrington and Weightman (1985:140) point
out, “This method is not always successful as individuals can often produce better ideas
working alone…”
Meetings of a brainstorming type are useful in providing a pool of ideas, which can later be
sifted, and pursued more vigorously. However, brainstorming, as a special exercise, requires
a slightly different setting from that of an ordinary meeting. One writer summarises
brainstorming as follows:
…groups attempt to create a freewheeling atmosphere where any ideas, however
absurd, are recorded. Evaluation of the quality of ideas is strictly excluded and is
carried out after the idea-generation phase is complete…. (The) view is that the flow
of ideas in the group will trigger off further ideas, whereas the usual evaluative
framework will tend to stifle imagination. This may be because group members are
concerned not to appear ridiculous in the eyes of others (Smith, 1973:69).
Torrington and Weightman (1985:141) say that the most obvious reason for using committee
meetings is to make decisions for which the group can take collective responsibility. The
group is assumed to possess a wide range of experience and expertise. Also, there will be
more commitment to the decision because the people in the meeting view the decision as
their decision. In many ways the management committee may be referred to as “The Plural
Executive” (Torrington and Weightman, op cit).
As noted before, meetings enhance required communication and coordination in an
organisation. They are, so to speak, the life-blood of an organization, in so far as they also
promote required cooperation among organization members. In short, all meetings are likely
to improve communication in one-way or the other.
The actual value of this communication, of course, depends on the quality of preparations, the
knowledge and experiences of involved parties and the effectiveness with which they are
conducted.
Committee meetings, for example, can play a useful advisory role to the chief executive.
When these committees make a recommendation to the chief executive, he/she gets the
benefit of studying various alternative courses of action, which have been examined by the
committee before he/she selects one course of action for implementation.
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Above all, meetings can, and do, contribute to improved morale among employees who
otherwise would feel excluded from participation on matters of common interest. To this
extent, meetings engender a sense of belonging and introduce a democratic culture within the
organization. Naturally, there are limits to this form of involvement. It would be untenable
to suggest that all decisions be subjected to a meeting of all, or even a portion of the entire
staff.
President T. Mbeki puts it as follows: “managers must manage, teachers must teach, and
students must learn”.
It would be naïve to believe that all meetings can achieve all or any of the objectives
mentioned in the foregoing paragraphs. The success of meetings depends on a variety of
factors, not the least of which is the composition of membership of that of meetings.
Membership may consist of like-minded people who will not easily challenge each other’s
viewpoints. This may result in the taking of decisions that might not have been thoroughly
examined in many facets.
On the other extreme, membership may include mediocre or people of such divergent
personalities that they seldom could ever reach consensus: a mosaic of strong and weak
personalities. In this case, the meeting would lack coherence, and considerable time is spent
on reconciling conflicting viewpoints.
Ideally, the membership of a committee must consist of a strong core of people with a
common purpose, balanced by a significant minority with different views.
The behaviour of members in a meeting is crucial in determining the relative success of the
meeting. Torrington and Weightman (1985:143) observe that the typical behaviour of
members may be classified into competition and cooperation. Both competition and
cooperation can have deleterious effect on the progress of the meetings. For instance, when
certain members are committed to cooperate with each other, they will support each other
even when this may not be desirable. Torrington and Weightman (op cit) quote examples of
such behaviour as follows:
Other members of the committee will also be thinking from their own point of view
and there is a tendency to grouping and coalition between members, often involving
behind-the-scenes deals, and (“If you support me on this, I will support you on that”).
Competition among members is healthy, as long as it is not adopted as a matter of course or
detracts the members from their common purpose. To this end, Torrington and Weightman
(1985:144) put it as follows:
There is obviously a need for a balance, and the main art of chairing a meeting is in
ensuring that there is a stimulus of competition so that committee members are on
their mettle, but in a reasonably secure and open atmosphere so that competition does
not become destructive of the appropriate degree of cooperation in reaching
agreement and making progress.
When conflict arises in the proceedings, it requires a great deal of experience and mental
maturity on the part of the chairperson and members to manage and reduce it. The incidence,
which is so common in meetings, points to the inherent weakness of meetings as a method of
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decisions. The quality of decisions reached by a committee is quite often affected by the
need to settle for the lowest amount of conflict and a tendency to compromise.
Conflict may be reduced if the membership of a committee is fairly homogeneous, namely,
the various members have a common interest or are of approximately equal status (Britzius,
1982:101). Heterogeneous membership such as that involving people from different strata in
the employment hierarchy is a source of constant conflict in meetings. Britzius (op cit)
suggests that such conflict can be minimized if “both management and labour” recognize
their common interest in the prosperity of the undertaking.
General Principles for Structuring a Committee and Meetings
It would be intellectually dishonest to claim there are any hard and fast rules to be followed
to ensure committees and meetings are correctly structured. A few guidelines, however,
would not be out of order.
Size of Committees
The type of expertise that must be provided for in the committee may influence the exact
number of members of a committee. Other members may be appointed purely for political
reasons rather than for required administrative effectiveness and efficiency. Certain interests
must be represented or be seen to be fairly represented. These considerations tend to set the
minimum number of members. “At the upper hand”, points out Deverell (1985:107) “the
number should not be so large as to preclude anybody from contributing to the deliberations
of the committee anything that ought to be said”. Deverell (op cit) contends that “large
numbers become unwieldy, risks of incompatibility grow, and the likelihood of absences and
lack of continuity becomes more probable”.
Rules of Procedure
For a permanent committee, rules in regard to the conduct of meetings should be preferably
enshrined in a constitution. These rules must provide, at least, for the following:







Method of calling meetings
Quorum
Members’ right to speak
Manner of voting
Chairperson’s rights, if any
Method of handling motions and resolutions

For an ad hoc committee, a constitution may not be appropriate. Instead terms of reference
must make provision for the conduct of meetings. If this is not done, it is most advisable for
the chairperson to suggest some working rules to be adopted when the ad hoc committee
commences its work.
The order of business in a meeting can be laid down in the rules suggested above. It must be
remembered that all meetings provide a forum for an exchange of ideas and information,
followed by working on hypotheses. On each item on the agenda, members must first seek
out the facts, even if those facts do not necessarily support their personal viewpoints. As
more and more information is digested, members build up a shared information base, and
hopefully gravitate towards consensus.
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The Crucial Role of Chairperson
A meeting without a chairperson is no more than a disorderly group of persons, regardless of
how disciplined the involved people might be, as individuals. Only under the guidance of an
astute chairperson can a meeting hope to prosper, and not get hijacked and turned into a
meeting of demagogues, or slide into some kind of chaos.
Derevell (1985:107) summarises the chairperson’s key role as follows:
The chairperson is the central figure. He/she has a duty to preserve order, to take
care that proceedings are conducted in a proper manner, and to see that the sense of
the meeting is properly ascertained on any question. To carry this out effectively,
he/she needs tact and patience, and should be impartial, calm, alert and resourceful.
Order should flow from the force of his/her personality rather than from conscious
effort. And although he/she should have the ability to speak concisely, he/she should
resist the temptation to intervene persistently in debates.

It follows that the chairperson must, as far as possible, possess certain characteristics if he/she
is to perform his/her job as chairperson with some degree of success. The following
characteristics would seem most desirable:






General or natural intelligence
Knowledge relevant to the task at hand
Objectivity
Excellent oral and written communication skills
Ability to summarise and decide when a point has been sufficiently debated

Above all, the chairperson should have the ability to listen attentively and quickly grasp the
meaning of a speaker’s arguments. In order to keep the meeting on track, he/she must have
the ability to analyse and synthesise various arguments that various speakers bring forward.
Not all of us are endowed these talents. We have to learn all the time, and try to treat people
in a meeting courteously and equally.
During your lifetime, if this is not already happening, you will belong to many organisations,
and you will participate in many meetings. If you are to give your very best to these
organizations and their meetings, and if you want to be respected and your opinions to be
heard, you need to remain fully conversant with the principles of group discussions and
chairpersonship.
The Importance of an Agenda
It is imperative for all members intending to attend a meeting to prepare adequately for the
meeting. The basis for this preparation is the agenda. An agenda should list topics for
discussion at the meeting, provide venue for the meeting, and, where possible, give the
starting and ending times for the meeting. Basically, an agenda serves the following two
functions:


It gives members an opportunity to prepare for the meeting, well in advance
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By implication, it excludes all subjects other than those appearing in it. This is
important if the meeting is to devote its energies to matters scheduled for discussion.

Occasionally, an agenda can help a person decide whether or not to attend a meeting, if there
could be such an option. The format of an agenda varies widely. At its simplest, it could be
presented as follows:







Opening and Welcome
Attendance Register
Apologies
Reading of previous minutes
Matters arising from the minutes
Business of the meeting
1. Salary reviews
2. Budget
3. Performance Evaluation
4. Closure

The agenda may also be a comprehensive bulky document, which gives a history of each item
to be discussed, and indicating which points from the given history are scheduled for
discussion. This type of agenda is typical of bureaucratic organisations where the committee
system is used extensively.
Preparation of Minutes
The English Oxford Dictionary defines minutes as “a brief summary of proceedings at a
meeting”. Some other well-educated people have a mistaken concept of what the minutes are
supposed to entail. It is not unusual to hear a person complain that what he/she said at the
previous meeting has not been reflected in the minutes.
The minutes cannot record trivia, although the speaker may have difficulty seeing his/her
contribution as trivial. The omission in the record of decisions taken at the meeting, or
substantial arguments against a proposal submitted at a meeting may constitute enough
ground to complain that minutes are incomplete. According to Britzius (1982:100):
… minutes are normally confined to a record of decisions taken at meetings, with a
minimum of explanation included. When a full record of the discussions taking place
at the meeting is required, the secretary must prepare a separate report, setting out,
in appropriate detail, the various points made by different speakers, and giving a fair
reflection of the different points of views expressed.
In recording minutes, no attempt is made to record everything that might have been said at
the meeting. However, great care must be taken, first, to formulate motions and resolutions
with some precise wording, and, secondly, to record the exact wording. Other discussions are
merely summarized.
In modern times extensive use is made of tape recorders, and special recording equipment
during meetings. When this is done, it is not intended to transcribe onto minutes the entire
proceedings verbatim. Instead, the recording is used to compile a summary in the form of
minutes.
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As a method of decision-making, the use of committee meetings has certain distinct
disadvantages. Matters requiring prompt decisions are unduly delayed because meetings
cannot be convened instantly. To obviate this problem, many issues are not supposed to be
decided by a committee. A somewhat more risky practice is to allow certain executives the
latitude to take actions, which must be ratified by the committee at a later stage.
The running of meetings is a costly exercise, both in terms of time and money. The bigger
the committee, the greater the expense, since the total time given up for meetings increases
proportionally with the number of members serving on the committee. The time spent on a
single meeting includes preparation (which may take several hours, or even days), travelling
times, the time of the actual proceedings, as well as the time taken to travel back.
Then, there are direct travelling costs. Depending on the venue of the meeting, there may be
costs for meals, and for accommodation. Deverell (1985:105) sums up the question of costs
by observing that the committee …. “can be an expensive form of administrative technique”.
In practice, it is not possible to avoid the intrusion of organisational politics in committees.
As if the distraction of internal politics was not enough, some members even engage in
national politics. Any form of politics detracts from the quality of committee discussions.
Closely related to this problem is one of personalities. Derevell (1985:105) argues that a
dominant character seriously undermines effectiveness of committees, be it a chairperson,
ordinary member or secretary:
One member, more especially the chairperson, or secretary, may dominate a
committee, or it may delegate to its permanent officers executive action between
meetings. The committee will cease to be decisive where there is a lack of cohesion
and harmony, divided opinion and personal antagonisms. In the face of unresolved
differences among its members it may be completely inhibited from action.
In serious and properly focused business life and, indeed, elsewhere, meetings play an
important role in the smooth running of organisations. Many traditions have been entrenched
in the manner and style of conducting meetings. Where there is a blatant departure from
these traditions, some members may feel aggrieved, and seek redress from the due process of
the law.
From business and administrative viewpoints, properly planned and conducted meetings can
be used with maximum effect in enhancing the quality of decisions, and ensuring successful
implementation of those decisions. There are, however, several problems associated with
meetings and committees. Officials who organize meetings must constantly grapple with
these problems, and make a concerted effort to minimize their effect.
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Where mud-walled schools once struggled against the elements now new schools, wellstocked libraries and caring crèches have risen from the ashes of apartheid . The
Foundation supports and encourages educational programmes in their broadest sense.
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CHAPTER 5
Community Foundations

After reading this chapter, you should be able to:


Understand what a Community Foundation is



Grapple with policy issues as they would apply to a Community Foundation



Access available sources of funding a Community Foundation



Understand various types of funds for a Community Foundation



Understand benefits to donors and contributors to a Community Foundation



Understand the importance of meetings to a Community Foundation



Properly manage the grant-making process

Community Foundations, like other types of Foundations, for example, Family Foundations,
belong to the family of non-governmental and community-based organisations. Community
Foundations, in particular, are established for the purpose of contributing to the common
good. Blum (1996:162) supports this view. Blum’s observation is that Foundations, in
general, non-governmental, and non-profit organisations that support charitable, educational,
religious, and other activities, focus on important social needs – in health, environment, the
arts and so on.
Foundations, in general, do their work by providing financial support, in the form of grants,
to individuals or groups. Each Foundation has its own independent Board of Directors or
Trustees that decides what kinds of issues it will grapple with and what kinds of projects it
will support. They normally enjoy exemption from tax requirements.
The Community Foundation’s Board of Directors or Trustees is normally composed of
community representatives and individuals with diverse skills they utilise in the process of
promoting and developing the Foundation. The primary responsibilities of Board members,
among other things, include the following:
o
o
o
o
o
o
o

Policy-Making and decision-Making
Appointment of auditors and financial investment adviser
Act as custodians of donated funding
Ideally, they should all be donors to the organisation
Plan the short-, medium- and long-term development the organisation
Open doors to potential donors
Appointment of Board members, in accordance with the Foundation’s
Constitution
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o
o
o
o
o
o

Marketing and advertising the Foundation
Appointment of administrative staff, including the chief executive officer
Discipline
Fundraising for the Foundation
Grant-Making
Overall management of the Foundation, through mainly the chief executive
officer.

Defining a Community Foundation, Barber (1994:169) puts it as follows:
A Community Foundation is a public charity supported by combined funds contributed by
individuals, foundations, non-profit institutions, and corporations. A Community
Foundation’s giving is limited almost exclusively to a specific locale, such as a city, a
county or counties, or a state. Although it seeks funds to be held as an endowment, with
the income used to make grants, a Community Foundation accepts from donors who
authorise principal to make grants, in whole or in part. Donors may designate specific
charitable agencies or provide that grants be made for charitable purposes at the
discretion of the Foundation’s public board. Many Community Foundations also permit
donors to advise as to the agencies and activities to be considered for grants.
Community Foundations, therefore, are not welfare organisations, in a traditional sense,
although they do cater for services of a welfare nature. Without sounding to be talking
double language or engaged in some kind of intellectual syllogism, welfare agencies focus
more on social services.
On the other hand, Community Foundations focus more on developmental issues, and at
making other people’s lives better than they would be without some financial and technical
help from the Foundation. In this regard, one can think of Community Foundations as some
kind of foundation cooperatives.
In a way, therefore, Community Foundations may be more attracted to communities and
individuals who organise themselves and seek financial and technical help in the process of
addressing an identified community need.
To this end, Community Foundations may provide required technical and financial assistance
to needy and deserving communities, organisations or individuals committed to community
development, at absolutely no cost to the grant recipient that meets stipulated requirements
for issuing grants to deserving communities, organisations and individuals.
Community Foundations are established primarily not to compete with government agencies
and community-based organisations. Instead, Community Foundations mainly play a
complementary role to the functions, responsibilities and obligations of government agencies
and community-based organisations. Problems of communities are too many, complex and
wide-ranging to be left solely with government agencies or traditional community-based
organisations.
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As organisations closest to communities and people on the ground, Community Foundations
can be used as important vehicles in the process of accelerating required development in your
community.
They could achieve this through funding a project of your “dreamland”, at absolutely no cost
to you, as the grant recipient. If you have an existing project, the Foundation could also assist
you improve and develop your existing project, by providing you with required technical or
financial assistance, literally free of charge, subject to you meeting laid-down guidelines or
requirements for issuing available grants to needy and deserving communities and
individuals.
What more would you want?
To government agencies, at local provincial, regional, national and international levels,
Community Foundations could be used as intermediary organisations or facilitation agents, to
monitor and evaluate local projects in which other levels of government may have some
vested interest. The fact of the matter is that certain social services are better rendered by
community-based organisations than they would in the hands of a government agency.
To this end, Community Foundations could serve as the ears and eyes of almost all
stakeholders: local communities, donors of specific community projects, researchers and
government agencies. On the other hand, government agencies could also use Community
Foundations, to obtain information on local conditions, before taking final decisions on
policy issues.
Community Foundations also quite often conduct research on a variety of socio-economic
issues, and have a lot of information that could be of value for developing socioeconomically depressed communities.
To this end, Community Foundations and government agencies quite often develop healthy
symbiotic relations in the process of addressing identified common socio-economic needs of
targeted communities. These relations quite often lead to situations where government
agencies easily contract some of their responsibilities to the Foundation.
According to Flanagan (2000:263), Community Foundations are currently the fastest growing
form of foundations in the United State and Europe. They give a donor all the advantages
and prestige of being a foundation without the headaches of running one’s own foundation
full-time. Also, their donors can get the blessings of anonymity if they want.
To other non-governmental and community-based organisations, Community Foundations
could provide them with financial assistance or easily assist them access direct available
local, regional, provincial, national and international funding for the promotion and
development of their projects, particularly seed funding.
Above all, a Community Foundation is a tax-exempt, not-for-profit, autonomous, publicly
supported philanthropic institution composed primarily of permanent funds established by
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many separate donors of the long-term diverse, charitable benefit of the residents of a defined
geographical area.
This view is supported by Kibbe, Setterburg and Wilbur (1999:105) who see Community
Foundations as organisations that provide an array of services to donors who wish to establish
endowed funds without incurring the administrative and legal costs of starting independent
foundations.
Quite often mutually beneficial partnerships are forged, developed and promoted among
successful non-governmental and community-based organisations, as well as government
agencies, and Community Foundations, particularly in areas where they all feel they should
cooperate with one another, jointly tackle issues of public or common concern, not issues of a
blatant political nature.
Community Foundations may not be used as a political football of local interest or pressure
groups. A Community Foundation exists purely to pursue developmental objectives, and to
improve the quality of life of targeted communities, organisations or individuals – the
responsibility quite often commonly shared with other development agencies, be these private
or public development agencies.
For fundraisers, what is important, according to Barber (1994:35), is to know that most
Foundations are not interested in funding programs for which government funds or private
sector venture capital are available. In your proposal document for funding, among other
things, you would need to prove that public or other private funds are not a possibility for the
funding of your proposed project. Otherwise, to fundraisers, Community Foundations could
be excellent sources of funding your community-based project.
You would get free and non-refundable financial assistance, without an interest you would
normally pay if you were to borrow some cash from a financial institution, for example, a
commercial bank. It’s true. This is not a fairy-tale. You could research right now on the
internet on how Community Foundations function and dispose of their responsibilities
worldwide.
What most Community Foundations would require of you would be an indication that your
project will be sustainable, after receiving the grant. Your Foundation donor would certainly
discuss and share ideas with you on strategies, tactics and investment options, to ensure that
your project remains sustainable.
One strategy, for example, would be to consider the option of establishing, developing and
promoting an endowment fund from which only interest on your investment could be used for
issuing grants to deserving and needy communities, organisations or individuals.
To this end, Community Foundations operate three major accounts: investments (endowed
funds), operations account and a grant making account.
The history of giving or philanthropy is as old as the mountains we see around us. According
to Blum (1996:163), the first American foundations were set up over two hundred years ago –
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Ben Franklin started his American Philosophical Society, which operated like a foundation,
as early as 1743. Other charitable trusts, according to Blum, were put in place in the
nineteenth century; most of them in support of specific institutions, but the real boom in
establishing foundations took place around the turn of twentieth century.
The great tycoons, whether for personal or charitable reasons, began to concern themselves
with social issues. Andrew Carnegie, according to Blum, in 1896 set up the Carnegie
Institute in Philadephia, to support education, and then the Carnegie Corporation of New
York in 1911, to support libraries and medical education.
Others, like Commodore Vanderbuilt, Henry Ford, and John D. Rockefeller, Sr. – followed
suit. The foundations of this period went beyond the support of specific institutions and
began to address a wider range of issues, and to support research to solve social problems.
On the issue of giving and philanthropy among the Zulu people, His Majesty King Goodwill
Zwelithini, who is also patron of the Uthungulu Community Foundation, Richards Bay,
KwaZulu-Natal province, South Africa, in his address at the Foundation’s annual general
meeting and grant issuing ceremony on the 22nd November 2001, put it as follows:
“As the Monarch of this Province of KwaZulu-Natal, I have a role to play in promoting the
objectives of the Uthungulu Community Foundation and other similar organizations, with
specific reference to the revival of traditional, indigenous and philanthropic practices among
our people.
In this regard I call upon the media, business community, grantees, and church leaders,
members of the intellectual community and the nation at large to focus on return to traditional
wealth and indigenous values as a means of fighting the scourge of poverty.
One of the pillars of traditional wealth is Ubuntu. In practice, Ubuntu is humaneness, which
manifests itself in openness, sharing generosity, mutual help and tolerance. The principles of
unity and group solidarity across the racial, cultural and social spectrum are fundamental in
Ubuntu, which is based on the phrases, that a person is human: “Umuntu ngumuntu”, and a
person is what he is because of other people: “Umuntu ngumuntu ngabantu”.
In essence Ubuntu means treating all people with respect and granting them human dignity,
and is passed on from generation to generation and includes such values as compassion, care,
understanding, discipline and morality.
In the past the extreme poverty that we experience today was unheard of in most African
societies. The indigenous practices of ukwenana (borrowing without having time set for the
return of the borrowed item), ilimo (working together from home to home for no direct pay),
ukuxoshisa (making a gift of a head of cattle or goat for an act of bravery or meaningful
contribution to community upliftment) and other forms of collective projects ensured that no
family would go to bed without a meal. The philosophy behind these collective projects is
Ubuntu.
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The practices of Ubuntu are what the Community Foundations are encouraging in the
community of Uthungulu region. The Foundation helps people prepared to help themselves.
To this end I would like to urge the communities to remain committed to the principles of
developing and promoting social values based on self-reliance and self-development.
It is pleasing to note that some traditional leaders have come out to fully take advantage of
what the Foundation offers to their communities. With the assistance of the Foundation these
leaders will soon be establishing endowment funds for their clans.
The establishment of the endowment funds would go a long way to empower traditional
leaders so that they are recognized by the government for what they are instead of being
sidelined as is the case with current municipality arrangements.
The second pillar in the revival of traditional, indigenous philanthropic practices is the
adoption of the philosophy of African renaissance.
For over a year now I have, among other things, been advocating for the adoption of the
concept of a Zulu Renaissance by Zulu nationals as a bulwark against evils such as poverty,
hunger, disease and unemployment.
There has already been much talk and debate at a national level about an African
Renaissance, which has economically translated into the New Africa Initiative formerly
referred to as the Millennium Africa Recovery Plan (MAP). Whilst I fully endorse the ideals
and objectives of the national initiative, I do believe that it is fundamentally important that we
start considering our re-birth here in our Province.
To me the Zulu Renaissance embodies the purity of Africanism and all that is good and
honorable within our cultural and spiritual heritage. Let us look carefully at the traditions, the
values and the social precepts that make the Zulu Nation a proud and recognized people. We
need to re-visit those traditions and cultures that engendered among our youth respect,
discipline, honesty, integrity and a keen sense of family and community belonging.
We need as a Nation to recognize that many important aspects of our social fabric have
become adrift or undone, and that our society and all we and our forefathers stood for is in
danger of being lost forever.
The results of this deterioration in the social fabric are evident in crime, disrespect for law
and order, the breakdown of the family unit, HIV/AIDS and related diseases and the descent
into a cycle of despair.
I believe that we can break out of this cycle of despair and that with enough support across
the full spectrum of our community and our friends, we can start the joyful process of a Zulu
Renaissance, a re-birth of our Nation.
There can be no emancipation from poverty without a return to the concept of a healthy work
ethic. There is no room for laziness in the fight against poverty. To be agriculturally
productive would go a long way in sorting out many of our problems. But we must produce
high quality food in large quantities.
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Another matter, which we need to revisit, is the manufacturing of our traditional craftwork.
Those who produce Zulu traditional craftwork should improve their skills to make their wares
attractive within and outside the country. Handiwork can potentially chase away hunger from
active families.
I believe that if the concepts of Ubuntu and Zulu Renaissance are adopted in this Province
our Nation will become more stable, relatively free from disease, hunger, poverty,
criminality, violence and drug abuse.’’
From their earliest establishment, it is clear that foundations existed to cater for specific
identified community needs. Individuals, with a desire to contribute to community
development initiatives, would come together and share ideas on how they could address a
particular identified social problem.
Commenting on the process of establishing a Community Foundation, Windell (1998:33)
puts it as follows:
Identify about 10 prominent business leaders in the community. Focus on people with senior
positions, but not too high up. The reason being (and I say this softly) that perhaps managing
directors, chairpersons and the like have already arrived and may perhaps not be motivated to
go “flat out” to serve your cause. Therefore, concentrate on individuals or businessmen of
middle to senior management level.
Write a letter inviting them to serve on the Board of Directors or Trustees. Naturally the
letter will be signed by the highest authority in your organisation. Clearly state the following:
o
o
o
o

S/he has been nominated by the management/governing body;
It will be an honour to have him/her as a member of your Board of Directors/Trustees;
Indicate specifically that there will be only two meetings per year;
The period of service will be for two or three years only.

After having received their response the first meeting follows – preferably at the beginning of
the year. After the first meeting the chairperson of your organisation explains:






Why a Board of Director or Trustees is necessary;
What is expected of them;
The number of meetings;
The mission and vision of your organisation;
Dreams and goals for the future.

The Board now elects their chairperson among themselves, and plans for the registration of
the foundation, as a not-for-profit organisation. The common practice among Community
Foundations is to have the board appoint a patron whose primary function is to remain a
figure-head for the foundation, with undefined responsibilities to defend, protect, promote
and support the ideals of the foundation, as well as act as guardian to the primary course of
the foundation.
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According to Barber (1994:36), most Community Foundations are started by public-spirited
citizens who leave money in a bequest to the Foundation for specific types of local projects.
Since the monies are held separately for donor interests, most of these groups are classified as
public charities.
Sources of funding for a Community Foundation are many and varied. Some of these sources
include the following:



















International donors
Government agencies
Friends of the foundation
Individuals
Business community
Schools
Churches
Educators
Learners
Foundations
Corporations
Social clubs
Charity organisations
Traditional leaders
Local councils
Professional bodies
Political organisations
Bequest

How can you easily support your Community Foundation? The following are some of the
ways and means in which you could lend support to your Foundation:
o Money/cash donations
o In-kind donations
o Real estate
o Shares or bonds
o Copyright
o Time and know-how
o Mutual funds
o Livestock
o Property
o Insurance policy
o Promissory notes
o Partnership interest
o Bequests
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What happens to a charitable donation?
Step one – making the donation
o By direct payment at the Foundation’s office.
o By payment by mail order or bank transfer.
o Monthly deductions from your salary.
o Annual or long-term declaration of payment.
o By making a donation or financing agreement.
o Through internet - the so-called “click and donate”.
o By means of bequest.
o By making a loan-for-use agreement.
o Auctions and lotteries.
Step two – Response to your needs
The donor can choose the purpose and destination of his/her donation. After all, the role of a
Community Foundation is to satisfy the philanthropic intentions of the donor. Possible
destinations of donations include the following:
Donor-Advised-Funds:
These funds allow donors to recommend charitable organisations and causes to be considered
for grants.
Unrestricted funds:
These funds give the Foundation the direction to make grants that address the most urgent
needs of the targeted communities as community needs may change from time to time.
Field-of-interest funds:
These funds are donor controlled and benefit a specific area – such as education, health, arts
and culture, agriculture, disadvantaged children or people with disabilities.
Designated funds:
These funds make grants to specific organisations chosen by the donor when the fund is
established.
Scholarship and Award funds:
Donors wishing to make education available to their communities establish these funds.
Capital grants:
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These grants contribute to the process of building an endowment fund from which only
interests on invested funds may be used for issuing grants to needy communities.
Challenge or Match Grants:
A donor may make a grant on the condition that the grantee or recipient raises funds from
other sources, usually within a specific period of time.
Step Three – Management and Investment
After the donation is made, it is immediately incorporated into the capital endowment to be
invested. The interest on your donation will permanently support the charitable purpose you
have defined. If you set up a certain fund and name it, the future generations will know from
whom they received support.
Step Four – Awarding Grants
Grants are awarded in accordance with the donor’s will, unless you do not specify any
specific charitable goal. In such a case the Community Foundation will define its priority
areas and award grants to support initiatives based on an analysis of local needs. The
Community Foundation, or its appointed agent, inspects most projects.
In awarding grants to deserving communities and individuals, the foundation’s primary aim
would be to enable grant recipients to have sustainable projects. After receiving the grant,
recipients would need to devise ways and means of surviving on their own without future
reliance on the foundation for further funding.
Funded organizations would normally be assisted to develop and promote own capital
investments in the form of an endowment fund.
It is normally not the policy of the foundation donor to fund an organization, community or
individual indefinitely. The foundation donor would assist as much as possible the grant
recipient to create conditions that make established projects realise their objectives long after
the foundation donor would have left the grant recipient.
In this way the foundation would be developing and promoting in the targeted community
social values of self-development and self-reliance. The very idea of a Community
Foundation is premised on the understanding that communities contribute something to their
own development.
An endowment fund guarantees sustainability of the project in that invested funds are not
used for either operations or for issuing grants.
Only interest on invested funds is used for operations and issuing grants. This investment
strategy can only succeed in communities that are able to contribute to their own
development, with the foundation donor assisting them to realise this ideal. Many foundations
of sound financial standing grew and developed along this path.
To the potential community developer the need for the mobilisation of community resources
in the process of developing the Community Foundation can never be over-emphasized.
If communities fail to contribute to their own development, no guarantees can be given that
such communities genuinely wish to be assisted by the Community Foundation.
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This, however, does not mean that a Community Foundation may not intervene in situations
where an organization, communities or individuals are regarded as hundred percent destitute.
One of the Community Foundation’s responsibilities is to make lives bearable and less
painful for those less fortunate than yourself. In short, communities should be the primary
donors to an established Community Foundation.
This practice, in the long run benefits the community as a whole, Government agencies, nongovernmental and community based organizations as well as residents of that particular
community.
Whenever donors and contributors to your Community Foundation come into contact with
you, they immediately establish a required and mutually beneficial communication bridge
between themselves and your Foundation. The fact of the matter is that community
organisations, be they private or public need allies and friends in the process of tackling
common developmental issues. The current trend in South Africa is that both private and
public sector organisations talk the language of partnerships, coordination and collaboration
in the process of addressing socio-economic issues.
Community Foundations in these alliances and partnerships stand to play a pivotal role in
connecting and coordinating the activities of these organisations in their search for improving
the quality of life of local residents of South African communities.
Above all, Community Foundations offer donors and contributors to their funds one or more
of the following advantages:







Acknowledgement of contribution at major public events
Inexpensive marketing and advertising of donors and contributors to their funds
Tax exemptions where these may be applicable
Regular reports of the Foundation’s activities, including the foundation’s annual
report
Publicity in the media, mainly at public events
The right to suggest what the Foundation might need to do in the process of
addressing the plight of the really struggling: needy, under-resourced and deserving
communities inclusion in the list of guests of honour at social and business functions.
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A Community Foundation naturally and normally operates within the Foundation’s
Constitution and policy guidelines and procedures. Thus, there would be policy guidelines
for activities, such as fundraising, financing, grant-making, grievances procedures and other
administrative activities.
The Constitution is the supreme document of the Foundation; policy guidelines and
procedures that may not be consistent with the Constitution may be declared invalid or of no
force or effect. On the supremacy of the Constitution, the South African Constitution Act,
1996 (Act 108 of 1996) comments as follows:
This Constitution is the supreme law of the Republic; law or conduct inconsistent with
it is invalid, and the obligations imposed by it must be fulfilled.
What is policy-making, policy advocacy and policy? Jansson (1994:68) defines policymaking, in social policy, as deliberations in agency, community, and legislative settings in
which participants advance their policy preferences. In this process, cultural, political, legal,
social, technological and economic factors, as well as historical precedents, shape the
deliberations profoundly.
These factors sometimes provide constraints by limiting policy options that participants can
or do consider. If Board members of a Community Foundation, as official policy-makers, are
aware of widespread opposition to a policy option, they often discard or modify it, to make it
more acceptable. In a way, therefore, the policy-making process of a Community
Foundation, to a large extent, is influenced by local conditions, as well as the views of local
residents, the so-called unofficial policy-makers.
Analysing policy, Hanekom (1987:7) defines policy as something indicative of a goal; a
specific purpose; a programme of action that has been decided upon; the outcome of activities
of the policy-making process. This view is supported by Dye (1981:1) whose definition of
policy is that it is whatever government or organisations, for example, a local authority or a
Community Foundation, choose to do or not to do.
Dye’s definition seems to take policy to be two sides of the same coin: (1) taking a policy
decision, or (2) not taking a policy decision is as good as taking a policy decision on a public
issue. Again, this view is supported by Anderson (1984:4) who maintains that policy may
either be positive or negative.
While policy explains causes and consequences of policy options, policy advocacy
prescribes what policies should be pursued by official policy decision makers, for example,
Board members of a Community Foundation or local councillors, in light of organisation
objectives, prevailing societal norms, values, standards and practices. In this regard, the
purpose of policy advocacy is to influence official policy decision-makers to arrive at policy
decisions that favour more the interest of dominant groups advocating for a particular course
of action.
In arriving at a policy decision, the decision maker is guided by (1) prevailing common
views among conflicting group interests; (2) availability of required financial and other
resources; and (3) economic, social, political and technological considerations.
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One of the primary responsibilities of a Community Foundation is to issue grants to some
deserving and needy communities. During the life cycle of your Foundation, you will
certainly evaluate thousands and thousands of proposal documents for funding. To manage
this process, Kibbe, Setterberg and Wilbur (1999:22) recommend the following:
Energy: The proposal bristles with enthusiasm, urgency, passion. It suggests a group of
people who can barely contain their eagerness to begin working. As a reader, you find
yourself inspired and excited by their plans.
Expertise: The proposal’s authors know what they are talking about. Their plans reflect a
deep understanding of the problem they are addressing. They are aware of similar efforts that
have been undertaken in the past. Their theoretical knowledge is tempered by time-tested
experience in the field. They inform their practice with solid theory and continue their own
professional development despite the demands of their daily work.
Commitment: The proposal reflects the organisation’s genuine priorities rather than being one
of many programmes it is currently juggling. The grant-seekers demonstrate their
willingness to invest in their own unrestricted resources in the project. Rather than moving
on to a new endeavour in the near future, the organisation is committed to continuing the
project.
Clarity: The proposal is clear about what the organisation wants to do, why it is important
and how it will be carried out and evaluated.
Collaboration: The grant-seeker has formed alliances with other organisations to advance
their mutual goals. The people served by the proposed project have participated in its
planning. All involved parties appear more interested in getting results than carving out turf.
Benefits: The organisation is less concerned with underwriting its own needs than improving
society. The project’s goals are indisputably worth striving for and the target group is
appropriate.
Comprehensiveness: The problem’s complexity is matched by the sophistication of its
proposed solution. The grant-seekers’ thinking reflects a comprehensive strategy, rather than
a piecemeal approach.
Effectiveness: A well-designed, ongoing evaluation reflects the group’s commitment to
getting results. The project has the potential for achieving a wider impact if it is replicated
elsewhere in the future.
Community giving is the act of individual citizens and local institutions contributing money
or goods, along with their time and skills, to promote the well-being of others and the
betterment of the community in which they live and work. Community giving can be
expressed in informal and spontaneous ways such as citizens and local businesses helping
other residents in times of crisis. It can also be expressed in formal and organised ways
whereby citizens give contributions to local organisations which in turn use these funds to
support projects that improve the quality of life in the local community on a permanent, longterm basis.
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Community giving organisations serve as the vehicles to nurture, sustain and enhance
community development, and make it possible for individual citizens to have a larger impact
at local level than acting alone. They are the instruments that structure the individual or
institutional impulse to give, providing all those who wish to be donors with the means and
the capacity to have a real impact in the community.
Community giving organisations collect, manage and redistribute donations from a wide
range of local donors to meet critical needs and improve the quality of life in a specific
geographic area, typically a town, village, city, informal settlement or rural community,
although experience shows that the geographic areas covered by these organisations can be
considerably larger and encompass a bigger metropolitan area, or even a group of regions.
Community Foundations, in particular, play a valuable role in helping communities address
new and increasing social, economic and environmental needs, especially as conventional
approaches prove less effective and funding from traditional sources decreases. This is done
by mobilising new resources, involving citizens in local problem-solving and decisionmaking, as well as by building partnerships among local businesses, local authorities and
non-profit organisations.
Community giving is not a modern concept. Organised forms of local giving existed in
Africa from time immemorial, and it took various forms, such as, in Zulu, ilimo, ukwenana,
and ukusiselana. These practices ensured that no family, unlike today, would go to bed
without a meal. Organised forms of community giving also existed in Europe in the Middle
Ages in countries such as Italy, Germany and Portugal, to mention only a few.
Many of these forms of community giving could be best described today as “community
chests” and had many times a strong religious component to them. The United States of
America, for example, currently has numerous Community Foundations, and some of these
Foundations, for example, the Ford Foundation, Charles Mott Foundation and Rockefeller
Foundation, provide short-term financial donations to international Community Foundations,
just to enable them to start their own Foundations, stand on their own and remain sustainable.
Community foundations, for example, the Uthungulu Community Foundation, are
independent community giving organisations whose main mission is to improve the quality of
life of the communities that they cover geographically. Community Foundations do this by
involving local citizens and by generating new permanent resources (collection of endowed
funds contributed by many donors).
These endowed funds allow Community Foundations to make grants and address the longterm needs of the local community. Community Foundations serve three main audiences: the
community as a whole, the non-profit sector and donors. Below are some of the features of a
Community Foundation:
A community foundation is independent from control or influence by other organisations,
government or donors. It has its own legally-recognised nature and makes its decisions
autonomously via a Board of Trustees or citizens broadly reflective of the community it
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serves. Although Community Foundations invest their assets and use the returned interest to
cover their costs and make grants, they are not commercial entities and their operations are
exclusively for charitable purposes.
Unlike other nonprofits that focus exclusively on one area of community or economic
development, like attracting new business, conserving natural resources, providing social
services, improving job skills or organising arts and cultural events, Community Foundations
can support the entire range of economic development activities.
Community foundations are grant-making institutions that use the interest from their
investments to make grants and to operate programmes that respond to the needs of the
community. Grant making is an important feature of Community Foundations, more so
because Community Foundations do not concentrate their action on a single field of interest
but, instead, they support any project or programme that can promote community
development, be it in the area of education, health, agriculture, environment, elderly,
disabled, economic development, arts,, culture, historical heritage or women. At the core of
the Foundation’s work is the improvement of the life in the community and anything that
may contribute to it is worth the investment and the attention – an holistic approach to
community development.
Strategic flexibility: Along with this vision, Community Foundations can offer flexibility to
respond at the right time in the right way to a community challenge predicting when a
strategic planning meeting, a small grant or key collaboration might result in positive,
systemic community change.
Inclusive and nonpartisan: Community Foundations are one of only a few institutions
whose job it is to bring diverse, sometimes divergent community members together in a
neutral setting. In a sense, therefore, Community Foundations are about creating the next
generation of a solid mix of leaders and learning organizations.
A community foundation normally has a permanent and an unrestricted endowment fund.
The Uthungulu Community Foundation uses the expression “people helping people”. The
Zululand Chamber of Business Foundation uses the expression “Making a difference with the
people of Zululand”.
The Council of Michigan Foundations, in the United States, uses the expression “for Good.
For Ever,” to describe the work of the Community Foundations in the State of Michigan.
The Community Foundation Network, in the United Kingdom, uses the expression “Local
Giving for Lasting Value”. Wherever you look, Community Foundations are about planning
ahead and addressing issues at local level on a long-term basis. The Council of Michigan
Foundations defines Community Foundations as “a platform to build the community”.
A community cannot be built in a year or two, or five, or twenty, or fifty, a community is an
evolving entity that changes with time (new people, new needs, new challenges, new
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opportunities). A permanent endowment allows a Community Foundation to evolve with the
community and to be there at all times giving the right response.
An endowment is a collection of funds, created for generating income, which will be used for
charitable purposes, for example, grants to local non-profit organisations. An endowment
provides sustainability to the Community Foundation and gives donors the guarantee that
their donations will have an impact into the future.
Donations to a community foundation can include a gift of money, equities, and bonds,
property or in-kind services. After all, a Community Foundation cannot exist without
donations, and for these to happen, the Foundation must cultivate relations with potential
donors in the community. This implies a professional and flexible response to the needs of
donors, efficient ways of giving, and a wish to serve their interests.
No donor will normally consider making a donation to a Community Foundation that does
not listen to his/her needs, and tries to make the act of giving as simple as possible. A
Community Foundation, for example, the Uthungulu Community Foundation, also has the
following types of fund portfolios: unrestricted funds, trust funds, field of interest funds,
donor-advised funds, designated funds and scholarship funds. Donors could request to have
their donations accommodated into each of these fund portfolios.
When talking about donors and donations it is important to demystify the impression that
only those that are very wealthy can give to a Community Foundation. It is true that an
endowment needs to have a certain size and grow at a regular pace to give the Foundation the
possibility to survive and make grants, but in a Community Foundation all donations are
welcome and all citizens can participate in the giving. This is what makes a Community
Foundation so special from giving point of view, no matter how small such contributions
could be.
How can you easily support your Foundation – the Uthungulu Community Foundation?
o Money/cash
o In-kind donations
o Real estate
o Shares or bonds
o Copyright
o Time and know-how
o Mutual funds
o Live stock
o Property
o Insurance policy
o Promissory notes
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o Partnership interest

What happens to a charitable donation?
Step one – making the donation
o By direct payment at the Foundation’s office.
o By payment by mail order or bank transfer. Our account number is: First National
Bank, Richards Bay, Cheque Account Number 62022234645, Branch Code 220830.
o One-time payment.
o Monthly deductions from salary.
o Annual or long-term declaration of payment.
o By making a donation or financing agreement.
o Through internet - the so-called “click and donate”.
o By means of bequest.
o By making a loan-for-use agreement.
o Auctions and lotteries.
Step two – Response to your needs
The donor can choose the purpose and destination of his/her donation. After all, the role of a
Community Foundation is to satisfy the philanthropic intentions of the donor. Possible
destinations of donations include the following:
Donor-Advised-Funds:
These funds allow donors to recommend charitable organisations and causes to be considered
for grants.
Unrestricted funds:
These funds give the Foundation the direction to make grants that address the most urgent
needs of the targeted communities as community needs may change from time to time.
Field-of-interest funds:
These funds are donor controlled and benefit a specific area – such as education, health, arts
and culture, agriculture, disadvantaged children or people with disabilities.
Designated funds:
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These funds make grants to specific organisations chosen by the donor when the fund is
established.
Scholarship and Award funds:
Donors wishing to make education available to their communities establish these funds.
Capital grants:
These grants contribute to the process of building an endowment fund from which only
interests on invested funds may be used for issuing grants to needy communities.

Challenge or Match Grants:
A donor may make a grant on the condition that the grantee or recipient raises funds from
other sources, usually within a specific period of time.
Step Three – Management and Investment
After the donation is made, it is immediately incorporated into the capital endowment to be
invested. The interest on your donation will permanently support the charitable purpose you
have defined. If you set up a certain fund and name it, the future generations will know from
whom they received support.
Step Four – Awarding Grants
Grants are awarded in accordance with the donor’s will, unless you do not specify any
specific charitable goal. In such a case the Community Foundation will define its priority
areas and award grants to support initiatives based on an analysis of local needs. The
Community Foundation, or its appointed agent, inspects most projects.

To government, community foundations are an attractive option. Among other things, they
offer the following:
o
o
o
o
o
o
o
o

They give the government a “human dimension”.
They discuss and express opinions on public affairs.
They are not political entities, although they do discuss politics, but not party politics.
They are involved on all social, political, economic, technological and educational
issues that may have or do have a potential to harm society or individuals.
They work normally through non-governmental and community-based organisations.
They develop a fund from which interests on invested funds are used for grants to
nongovernmental and community-based organisations whose mission may be to
improve the quality of life in target communities.
They can enter into funding partnerships with governments, at all levels of the
governmental hierarchy.
They complement governments or add resources where the latter are unable to operate
due to legal or other restrictions.
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o
o
o
o

They are free of short-term considerations faced by elected bodies.
They are a vital link between government and civil society organisations.
They provide information from which government could plan for the future.
They provide required capacity to non-governmental and community-based
organisations.

A Community Foundation is based on trust and on the willingness to contribute even
the smallest amount so that by communal giving all eventually benefit over the years—
something like the South African tradition of the `stokvel’.
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CHAPTER 6

Developing Community Philanthropy (giving and sharing) in South Africa
After reading this chapter, you should be able to:







Assess South Africa in relation to the development of a culture of philanthropy
Compare South Africa to other countries in relation to philanthropic practices
Understand the concept of community philanthropy
Value the culture of philanthropy and help develop it
Encourage individuals and private and public sector organisations to promote and
develop socio-economic values based on giving and sharing
Distinguish between welfare services and the developmental nature of philanthropy

South Africa is a country of serious contradictions when it comes to food security and
poverty. The country is deemed a food secure country with the means and capacity to
produce enough staple food or import food in the event of food shortages. However, at a
household level, food insecurity is considered rife.
Recent research results by the South African National Health and Nutrition Examination
Survey indicates that only 45.6% of the population is food secure; 28.3% are at risk of hunger
and 26% experience hunger or are food insecure.
On high levels of poverty and unemployment, in almost all sectors of society, the common
cry is to get scarce skilled personnel for the 21st century. This challenge forces the country to
start asking serious questions about the causes of poverty and unemployment. Speculations
about causes of unemployment and poverty remain unconvincing.
There are people who blame colonialism for this malaise, others blame the state of the
education system in the country and some apportion blame to successive years of apartheid
misrule.
Be that as it may, one finds it strange that very few people blame individuals for failing to
think creatively and come up with new ideas and innovations to address the situation. This
article is an attempt to somewhat normalise the situation.
Poverty, unemployment, inequality and effects of climate change are the social evils South
Africa needs to tackle and consign to a scrapyard. It is our considered view that, working
together, sectors of the South African society should and can be able to effectively promote
and develop philanthropic practices, to bring about desired and sustained socio-economic
changes.
Approaches to address noticeable under-developed community philanthropy include focusing
more on reviving traditional and historic forms of community philanthropy. In the context of
this document, the suggested approach should be to go via educating and training the South
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African population on socio-economic values of community philanthropy, environmental
sustainability, job creation and democracy.
It is only through relevant and targeted forms of education and training that South Africa can
address issues of unemployment, drugs and pregnancies at schools, as well as social
inequality. Equally, through consistent education and training values of sustained community
philanthropy can be planted, developed, sustained and promoted in local communities.
To this end, we hold the view that websites of philanthropic organisations like the Uthungulu
Community Foundation can play a significant role in the process of constantly educating and
training local communities.
The scale of environmental challenge in South Africa remains massive. Loss of species,
according to conducted research on environmental studies, has reached an unprecedented
rate. Water sustainability is also becoming critical. At present the country continues to
experience a large scale destruction of ecosystems, such as wetlands, grasslands and riparian
systems.
Climate change is widely accepted as one of the causes behind environmental challenges.
However, conducted research findings reveal that marginalised communities will largely bear
the brunt of negative effects of climate change. Socio-economic development of
communities on a sustained basis remains of paramount importance for resilience in the face
of identified threats.
Employment creation should be directed not solely to employability of a person. Education
and training also need to be tailored to providing a person with skills required for selfemployment. To this end, plenty of jobs can be created in fields ranging from the tourism
industry, farming, marketing, catering, craft industry, block-making, engineering, plumbing,
painting, carpentry to brick-laying and others.
Philanthropic practices need to be exercised in a manner that does not amount to encouraging
people to sit and do nothing or expect others to assist them. Philanthropic practices need to
assist individuals to help themselves. In this way philanthropy should be made different from
promoting and developing welfare services or from encouraging people to forever rely and
depend on individuals, and private and public sector organisations to assist. Such practice,
properly managed, could effectively go a long way in addressing identified social inequalities
and poverty.
Perhaps a common understanding of what democracy is about in South Africa should be
negotiated and agreed upon. For the purpose of this blueprint, democracy is understood to be
about respect for the dignity of the individual and a belief in human perfectibility, in the
fundamental equality of all people, and in certain inalienable rights to freedom, justice and a
fair opportunity for all.
From the ideas articulated above, flow still others, such as government based on the consent
of the governed, respect for decisions made by the majority, freedom of speech and the press,
73

tolerance of racial and religious differences, and the value of decisions arrived at by common
council rather than by violence and brutality.
If democracy has its problems, and I believe it does, the solution lies not in authoritarianism,
but rather in more effectively conceived democratic institutions. For the sake of all,
democracy must be made to work better and education and training must be enlisted in
developing the kind of citizens who will promote its properly planned welfare.
Philanthropy can be defined in many ways. The word comes from the Greek, and means
“love for humanity”. Modern definitions include the concept of voluntary giving by an
individual or group, to promote the common good and improve the quality of life.
Community philanthropy, therefore, is about a developed culture of giving and sharing within
the local community.
Contrary to popular belief the practice of philanthropy applies to both the poor and the rich.
It is not always about the rich giving to the poor. The poor can also and do, help one another.
If you happen to enjoy a meal inside your house, and suddenly get a hungry person knock at
your door for food, you would, no doubt, be prompted to assist, without expecting, in return,
to get paid for your assistance. In this regard, your food offer amounts to practising
philanthropy.
In short, no individual or sector of society can ever succeed alone to practise, sustain, develop
and promote community philanthropy. The following is a graphic representation of identified
stakeholders that may be involved in a socio-economic development process to promote,
sustain and develop community philanthropy:

Government
Agencies
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Social

Government

Researchers

Development
Non-profit

Churches

Organisations

Traditional
Authorities

Corporate
Organisations
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With reference to South Africa, the challenge South Africa currently faces is to work, think
and act as though we were the first to arrive on earth, and to start exploring opportunities for
work and for all citizens to enjoy a better life. This challenge would obviously require some
innovative ways of thinking and doing things.
Assistance currently provided to the indigent and non-profit organisations needs to enable
beneficiaries to stand on their own once they have been assisted for some time. These
individuals would then also feel compelled to assist others within their community.
Philanthropy need not be about encouraging beneficiaries to forever remain on welfare
services.
Such practice would be counter-productive in the long run, and may even lead to more
people without jobs. To this end, as South Africans, we can learn a lot from ancient hunters
who were able to enjoy normal life by ensuring that everyone within their community got
involved in some productive enterprise.
Hunters valued providing some assistance to one another for the common good. This may be
one of the options as we continue, as South Africans, to search for sustained ways and means
of making life better for all, without producing and promoting communities or individuals to
remain virtual beggars.
Government can play a significant role in creating conditions conducive to funding
philanthropic organisations in South Africa. Government, like all sectors of the South
African society, should be deeply concerned about high numbers of people without jobs.
Continuing welfare services are not at all an answer to job creation and work opportunities.
Focused and massive education and training programmes can go a long way in creating an
environment within which citizens could be assisted to find work and remain self-employed.
In addressing unemployment challenges in South Africa, government can also follow in the
footsteps of other countries that empower taxpayers by enabling them to choose to donate to
a philanthropic organisation of their choice @ 3 – 5% of net profit from individual and
company tax.
Most South African taxpayers would certainly not be opposed to the suggestion. Some
companies are already lending massive support to the non-profit sector. The non-profit
sector, in so many ways, is already making some significant contribution to job creation
efforts and in creating equal opportunities for all.
In the first order of requirements, one needs to determine what the community needs and
perceptions are on sustained socio-economic development issues. Using questionnaires, such
information can be obtained. In the second order of requirements, one needs to conduct some
research as to whether or not one does have the necessary support systems, to avoid wasting
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one’s time, energy and money – who is to do what, what type or quality of people does one
need for one’s community development project?
Who else in the local community needs to be consulted for support? In the third order of
requirements, one needs to focus more on management issues, such as planning for policy
guidelines on implementation, staffing, organising, and directing operations, including
reflecting on sources of funding for one’s community development project.
As philanthropic organisations, community foundations, among other things, do the
following:







Issue grants to needy and deserving community-based organisations
Use their financial and human resources to benefit society
Base their work and grant-making decisions on objectivity and fairness
Use the resources they manage solely for charitable and public benefit
Raise funds from individuals, and private and public sector organisations, to address
identified community needs
Develop local communities with and through carefully selected strategic social
partners.

The following is a graphic representation of a model structure of a small community
foundation:

Board of Trustees
10 Members

Committees:
Finance & Management

Grant Making

Fundraising

Admin Officer

Project Officer

CEO

Finance Officer

Community
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Knowledge is power. It provides some useful information. It has value. Local communities
and sectors of society, for example, cannot be expected to sustain, practice, promote and
develop community philanthropy if information on community philanthropy is lacking. To
this end, an effective marketing strategy is required.
One suggested marketing strategy to local communities and citizens should be found. For
information to reach out to as many citizens as possible, the following modes of
communication may be considered:








Newspaper articles on a regular basis
Talk-shows on radio and on television
Distribution of information brochures to schools and public places, including taxi
ranks
Posting information on community philanthropy on websites of every global
philanthropic organisation
Appoint individuals or an organisation to regularly market, promote and develop
community philanthropy
Find ways of sharing information on community philanthropy with schools and
higher education institutions
Keep the strategy alive and moving by taking time out each month to think again
about adopted strategy and take corrective action where necessary.

The major objective of the project is to ensure that understanding of the importance of
philanthropic practice in South Africa reaches as many citizens as possible. Specific
objectives of the project are to: promote communication and public dialogue between and
among existing philanthropic organisations and South African citizens; share information
with stakeholders, interested parties and the global community; and publish on a regular basis
on various websites and other media findings, challenges and strategies for sustaining,
promoting and developing a culture of philanthropy in South Africa.
Monitoring, for the purpose of this article, should be understood to mean a supportive
learning relationship between an individual – the mentor – who shares his or her knowledge,
experience and insights with another less experienced person – the learning associate – who
is willing and ready to benefit from this exchange. To this end, mentoring and coaching are
members of the same family. They are about relationships, development, enablement and
potential. This is what most known community foundations and other philanthropic
organisations do all the time to both existing and emerging philanthropic organisations.
On the other hand, evaluation has, as its primary objective, to measure performance: What
happened? How did it happen? Why it happened? How performance could be improved?
The following, for example, are common activities in evaluation processes: internal
management evaluation, focusing on resource utilisation and operating methods, as well as an
aspect of implementation; performance measurement, a continuing management
responsibility concerned with outputs and outcomes; programme evaluation, a general
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management assessment of implementation, results and alternatives. Each sector of society
has to play some significant role in development processes.
On monitoring and evaluation Osborne and Gaebler (1993), in their famous publication on
Re-inventing Government: How the Entrepreneurial Spirit is Transforming the Public Sector,
put it as follows:








What gets measured gets done;
If you don’t measure results, you can’t tell success from failure;
If you can’t see success, you can’t reward it;
If you can’t reward success, you’re probably rewarding failure;
If you can’t see success, you can’t learn from it;
If you can’t recognise failure, you can’t correct it; and
If you demonstrate results, you can win public support.

Building a culture of philanthropy where the concept remains under-developed or has never
existed or taken root may not be an easy process. The process needs to have sustained
driving leaders. Leaders in this process may, among others, be non-profit organisations
and/or government. The identified two sectors of society have the necessary understanding
of possible consequences of high levels of joblessness.
Above all, these sectors have the capacity to rope in through constant reminders other sectors
of society. In development processes sectors of society can either prosper together or
together remain in a state of abject poverty, misery or failure to achieve desired socioeconomic objectives.

African development challenges are of the most basic in the world
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CHAPTER 7
DECISION-MAKING AND PROBLEM-SOLVING

After reading this chapter, you should be able to:


Define decision-making.



Take informed decisions.



Solve problems in a fair and rational manner.



Handle conflict situations.



Understand some causes of conflict.

Local authorities, like other organisations, have problems. In the course of performing their
duties, local government officials to take decisions and solve problems. This exercise
requires of the officials to be not only knowledgeable about local government affairs, but to
also be good at taking decisions and solving problems of local authorities.
This chapter indicates how decision-making and problem-solving processes take place. First,
the concepts of decision-making problem-solving are defined. Second, an indication is given
of how the two concepts manifest themselves in organisations. Third, the nature of conflict at
South African local government level is exposed.
According to Gillies (1994:418), decision-making is a deliberative, cognitive process
consisting of sequential steps that can be analysed and refined. Improvement of decisionmaking produces greater precision in initiating action and solving problems.
In this regard, a decision is the last step in the process by which an individual chooses one
alternative from several, to pursue a desired objective. In selecting a preferred alternative,
the decision maker carefully weighs probable consequences of several courses of action.
From the above definition, which is by no means the only definition, it is clear that decisionmaking involves making a choice from two or more alternatives. Each of the available
alternatives is carefully considered before deciding on the most appropriate decision, given a
set of circumstances.
In short, the pros and cons of each of the available alternatives have to come into the
decision-making process. In this process, the quality of decisions taken is likely to be
enhanced.
In some instances, according to Allcock (1994:159), managers find themselves incapable of
taking decisions because of one or more of the following:


worrying about what others think;



letting others decide;
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fear of failure;



thinking there is a perfect solution;



trying to please everyone; and



not recognising there is a problem.



Botes (1994:84) warns managers, when taking decisions, to bear the following in
mind:

1. Emotions should not be allowed to influence decision-making processes;
2. Decisions made by sectional units may not be in conflict with those of the
organisation or higher authorities.
3. Decisions taken should be guided by how, where and in what way will others be
affected.
4. When there is doubt about the “best” decision, it is advisable to consult others.
5. Stick to a correct decision, no matter what.
As a process, decision making, according to Fox, Schwella and Wissink (1991:136), involves
the following six steps:
Ascertain the need for a decision: This step requires recognition of the need for a decision,
and, according to Drucker (1994:347), the process involves defining the problem or
determining if there is a problem warranting a decision to be taken. Management may see a
clash of personalities; the real problem may well be poor organisation structure.
Management may see an organisation problem; the real problem may well be lack of clear
objectives.
Such recognition is brought about by the existence of a problem or, primarily, by an
inconsistency between some desired state and the actual condition. According to Starling
(1993:245), effective decision makers know that very few problems or events are unique.
Most are manifestations of underlying problems.
Providing a solution to a problem, without diagnosing the problem, therefore, is like
prescribing medicine for a patient, without knowing the cause of the patient’s sickness.
In the process, cost considerations must also be taken into account. Starling (1993:252), also
supports this view in his cost-benefit analysis, as part of a decision-making process.
Identify the decision criteria: Once the need for a decision has been determined, the criteria
that will be important in making the decision have to be identified. Criteria are all factors
relevant to a decision, such as annual cost, availability of financial aid, consequences of a
wrong decision or no decision at all.
Allocate weights to the criteria: The criteria listed in the previous step are not equally
important. Therefore, it is necessary to weigh the factors listed in order to place their
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importance in order of priority, for example, criterion 1, 2, 3 and so on. All the criteria are
important, but some are more important than others, to use George Orwell’s expression in his
famous novel: ANIMAL FARM. “All animals are equal, but some animals are more equal
than others”.
Develop alternatives: The fourth step requires the decision maker to list the viable
alternatives that may succeed in solving the problem at hand. The requirement is merely to
list the alternatives, and not to assess them.
Evaluate alternatives: Once the alternatives have been identified, the decision maker must
make a critical evaluation of each of them. The strengths and weaknesses of each alternative
will become evident when they are compared against the criteria and weights established in
steps followed.
Select the best alternative: The final step is the selection of the best alternative from among
those selected and evaluated. As “best” is defined in terms of the highest total score, the
selection is simple. The decision maker merely chooses the alternative that produced the
largest total score in step five (5).
In the context of a local authority, according to Newell (1993:21), the following types of
decisions are normally taken:
Mission decisions: These decisions involve determining the basic purposes and role of
government within a community, and clearly have high stakes, because of their long-term
implications. Establishing the mission defines the scope of programmes and services in a
local authority, and determines the direction the local authority will take for some time to
come. Local authority managers should understand the need for political representatives to
resolve such policy issues, and, more often than not, managers are instrumental in framing
the issues, through their research and analysis of community conditions.
Policy decisions: Policy decisions in the middle range involve deciding how to spend
money, design a programme, or develop the details of an action plan. Whereas mission
decisions deal with broad and often abstract concepts, policy decisions deal with concrete
policy proposals. The range of participants expands as the decisions to be made become
more specific. Staff members play a large role in designing programmes and developing the
details of service delivery, and how citizen groups may become involved.
Administrative decisions: These are decisions usually made by administrative staff,
according to criteria appropriate to a specific activity – for example, delivering a service,
implementing a policy, or undertaking a project. They have a direct impact on citizens who
will receive services or are affected by a policy or project. Under the guidance of the
manager, the staff in the department involved in the decision must determine what kind of
citizen involvement is needed to ensure its acceptance and effectiveness.
Management decisions: These decisions involve the control and co-ordination of the
resources of the organisation. They are guided by systems and procedures that regulate
personnel practices and purchasing, for example, engineering standards for street
construction. Normally, management decisions are made by staff and handled internally.
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One definition of a problem, according to Allcock (1994:160), is “the gap between what we
have now and what is desirable”. Often one does not want to admit that there is a problem,
because of one or more of the following reasons:


It may reflect badly on one’s social status or position.



It might go away if one ignores it.



It is not one’s fault that there is a problem.



Someone else should sort it out.



One may not know what to do with the problem.

Be that as it may, what is important is to face problems, confront them head-on, and make
some attempt to sort them out, regardless of one’s level of operation within one’s
organisation. In confronting the problems, the questions that must first come to mind are the
following:


Is it a crisis or a problem?



What is the problem?



When does it need to be sorted out?



Who is involved?



What are the consequences of not dealing with the problem?



What are the consequences of dealing with it?



Who can help?



What is the desired result?



What is the cause of the problem?

Answering the above questions helps one to clear one’s mind, and think logically about what
to do. In grappling with the problem, it is important to deal with issues at stake, and not with
personalities. The issues must be separated from personalities. Quite often the logical
approach, in this regard, is to define the problem in such a way that numerous solution
possibilities become available.
To find solutions that close the gap between current and ideal conditions, an identification of
the organisation’s highest priority goals must be found. These, quite often restrict time,
money and personnel available for some intervention that may be required. The goal during
the solution-generating phase is to imagine many possible solutions, to maximise probability
that the best possible solution is among those considered.
The following guidelines can also be found useful in a search of solutions to a problem:
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Do not wait for subordinates to bring problems to your notice. Prevention is better
than cure, so goes the saying. Identify a potential problem situation before it may
develop into a real problem.



Develop the habit of dealing with major or complex problems, and allow subordinates
to solve minor problems, and consult you only when they fail to do so.



Communicate regularly with subordinates, to understand them and familiarise
yourself with their needs.



Do regular inspection or supervision of work performed by subordinates.
responsibility may not be neglected, for whatever reason.



Investigate work procedures regularly, and change procedures when they may no
longer be required.



Make sure the people in your section/department or organisation know what is
expected of them.



Pay special attention to continuous training and development of your human
resources.



Prevent problems by effective supervision: poor supervision, more often than not,
causes problems in an organisation.

This

The following are sequential steps that may be followed in the process of finding a solution to
a problem:
Step 1
Correct identification: It is important that a problem be identified correctly before a decision
is made. As already indicated, decision-making without identifying the problem is like a
doctor who prescribes medicine without diagnosing the nature of the disease.
Step 2
Determine the cause of the problem: A problem situation is usually the symptom of an
underlying problem. To solve the problem, the actual cause must be determined. Since each
problem can be caused by more than one factor, the possibility of multiple causes must be
considered. A lack of clearly defined goals, for instance, may create organisational problems
in a section.
Step 3
Analyse the problem: This step involves the collection and analysis of all relevant facts.
Why is this step so important? Fact-finding involves the following:


To establish exactly what happened.



To establish who were involved.



Reporting by eye-witnesses and all concerned.
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To make fact-finding more complete, a closer look must be taken at those concerned,
particularly with regard to the following:


Background, experience and personality.



Attitude towards the
section/department.

work,

supervisor,

co-workers,

the

organisation

or

On the strengths of the findings, resulting from the analysis of facts, the supervisor can now
consider possible solutions to the problem.
Step 4
Possible solutions: Generally speaking, most problems have several alternative solutions.
What is important is to consider all possible solutions to a problem. A decision can only be
effective if those who must carry it out are given the opportunity to air their views, as far as
practically possible. During the stage of fact-finding, subordinates may play a limited role,
but those who must carry out the decisions must be consulted when alternatives are
considered. They might reveal aspects overlooked by the manager, to facilitate the process of
decision-making.
Step 5
Arrange possible solutions in order of preference: That is from the most desirable to the least
desirable. Arranging possible solutions in order of preference is no mean task.
Step 6
Choose the best solution: It stands to reason that the best solution will be the one that tops
the preference list.
Step 7
Inform subordinates about decisions made: The successful application of the decision
depends on the willingness of those concerned to react positively. This is why it is important
that those concerned must know exactly how they are affected by the decision, and what they
are expected to do.
Step 8
Implement the decision and evaluate: In the event of the first choice not coming up to
expectation, the next best solution must be implemented.
Negotiation: According to Anstey (1991:91), negotiation is a form of decision making in
which two or more parties talk with one another in an effort to resolve their opposing
interests….. a process by which a joint decision is made by two or more parties. This,
however, is not the only definition of what negotiation is about.
Other authors on negotiation, for example, Pienaar and Spoelstra (1991:3), define negotiation
as a process of interaction between parties, the aim of which is to reach some form of
agreement that will hold and that is based upon common interest, with the purpose of
resolving conflict, despite widely dividing differences.
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This is achieved basically through establishment of common ground and the creation of
alternatives. The common ground is not just what people have in common, but what they
could become, together.
Conflict: Where there is no conflict, negotiation does not take place. Negotiation, therefore,
can only take place to resolve a conflict. What is conflict? Gillies (1994:472) defines
conflict as a clash between hostile or opposing parties. Extreme forms of conflict include
war, violence, murder, damage to property, disruption of social services, disruption of
economic activities, and loss of human lives. In a climate characterised by such conditions,
all forms of development, and investment aimed at fighting social evils of unemployment,
crime and social instability suffer.
Conflict, therefore, by its very nature, serves as a requirement to stimulate a need to
negotiate. In this sense, negotiation normally precedes a resolution of a problem.
With reference to South Africa, conflict may assume various forms, such as the following:


Conflict between and among various race groups.



Conflict between men and women.



Conflict between urban and rural communities.



Conflict between the uneducated, half-educated and the educated.



Cultural conflict.



Conflict among and between various ethnic groups.



Conflict between husbands and wives.



Conflict between boyfriends and girlfriends.



Political conflict.



Inter-regional and inter-tribal conflict.



Conflict between employers and employees.



Conflict between supervisors and subordinates.



Historical conflict caused by Apartheid policies.



Conflict between the haves and the have-nots.



Lack of political tolerance, particularly failure to admit and recognise that all political
parties have a right to exist, or oppose one’s preferred party, if they so wish.



Lack of skills to approach decision making and problem solving processes.



Absence of a school system to prepare and socialise learners into a culture of
negotiation, consultation, compromise or bargaining.
85



Poor management and administrative systems, resulting in poor service delivery that
upsets service consumers.



Poor communication that leaves some people in doubt as to what is expected of them.



Incompetent managers, administrators and/or law enforcement agents.



Inflammatory language.



Inability to apply merit principles in recruitment and promotion of employees, such as
offering jobs to friends, relatives, former school mates or political appointments – the
so-called patronage system.



Inability to reward good performers, and punish poor performers (i.e. treating good
and poor performers as if they were the same).

All over the world, labour and management are coming to appreciate that if they fail to work
together, they may not work at all. The ability to co-operate with adversaries is the key to
survival, and this view is also supported by Ury (1993:ix). Equally, a family’s ability to deal
constructively with interpersonal conflicts determines whether it stays together or breaks
apart. In a society at large, individuals and organisations are realising that going to court is
always costly, and often futile, and they are turning increasingly to alternative methods of
dispute resolution.
On a global scale, co-operation is becoming the key to human survival. Challenges such as
safeguarding the environment and building a prosperous economy can be tackled only
through co-operation among competitive nations of the world. War is becoming increasingly
expensive, and an inconclusive way of handling acute conflicts. The road from confrontation
to co-operation is, therefore, negotiation.
Joint problem solving: This, according to Ury (1993:5), is a negotiation strategy which is
neither exclusively soft nor hard, but a combination of each. Instead of attacking each other,
the parties to a dispute jointly attack the problem. Instead of glowering across the negotiation
table, the parties sit next to each other, facing their common problem. In short, the parties
turn face-to-face confrontation into side-by-side problem-solving.
It is a strategy most likely to generate better results for both sides. Above all, it is a strategy
that saves time and energy by cutting out the posturing, in order to, according to Thorn
(1991:27), ensure that both parties gain some benefit from the process leading to a mutually
negotiated and agreed settlement of a common problem. In a sense, therefore, joint-problemsolving is a win-win style of negotiating conflict. Parties to the negotiation process take into
account each other’s need, and agree to change something or do something differently, in
order to arrive at a mutually agreed upon settlement of the dispute.
This is one of the best ways in which parties to a process of negotiation may reach a
compromise. Each party gets at least part of what it wants, in some kind of collaborative
strategy. Such strategy is considered far better than deciding to withdraw from or turn one’s
back on a problem when it may be clear that one is not gaining anything from the discussion,
or when one sees no chance of getting what one wants.
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Some natural reactions to problems: According to Ury (1993:32), human beings are reaction
machines. In reacting, human beings need to be careful. We may lose our interests or
objectives. When we react, often the other side may be trying to make us react, sometimes
angrily, just to throw us off balance, and prevent us from thinking straight. They may try to
bait us like a fish so that they can control us. When we react, we may be hooked.
Much of our opponents’ power derives from the ability to make us react. The action-reaction
process requires a carefully thought out style of management. If not properly managed, it
may create serious problems for parties to a process of negotiation. At times it may be good
strategy to react by not reacting at all. You may be attacked in a public meeting, but may
decide not to hit back.
On the other hand, when the other side attacks you, your instinctive reaction is to attack right
back, to “fight fire with fire”, “fight violent attack with more violence,” and “give them a
taste of their own medicine”. If they take a rigid and extreme position, you do the same.
This, according to Lewicki, Hiam and Olander (1996:57), is an example of a lose-lose
management style of negotiating conflict. Such strategy demonstrates to the parties that they
all can play the same “game”.
When the parties come to realise that they can all play this game, they immediately stop the
game, and revert to a process of resolving their different viewpoints through negotiation.
However, more often than not, this strategy lends you in a futile and costly confrontation.
Such strategy, according to Ury (1993:33), provides an individual with justification for the
reactionary behaviour, and this rarely advances the individual’s interests.
The opposite of striking back is giving in. What happens is: the other side may succeed in
making you feel so uncomfortable with the negotiation process that you give in, just to be
done with it. They may exert pressure on you, implying that you are the one who is blocking
agreement. “Do you really want to be the one responsible for dragging out the negotiations,
disrupting the relationship, missing the opportunity of a lifetime? Wouldn’t it just be better
to say YES?” Quite often we may enter into agreements, only to wake up the next morning
slapping our foreheads and exclaiming, “How could I have been so stupid! What did I agree
to?”
Giving in usually results in an unsatisfactory outcome. It rewards the other side for bad
behaviour, and gives you a reputation for weakness that they and others may try to exploit in
the future. This negotiation strategy, according to Ury (1993:34), is an example of a win-lose
management style to deal with different conflicting viewpoints. Thorn (1991:27) considers
the giving in strategy competitive, in terms of its design to maximise only one side’s
advantage, at a specific cost to the other.
This is what normally happens in a court of law. One party to a dispute is declared guilty,
whilst the other party is not declared guilty. This negotiation strategy is used when one party
wants to win at all costs, and has no concern about the future state of the relationship. This
view is also supported by Lewicki, Hiam and Olander (1996:58).
Another common reaction to conflict situations is to break relations with difficult persons or
organisations. If it’s a marriage, we get a divorce. If it’s a job, we resign. If we are involved
in a joint venture, we dissolve it. According to lewicki, Hiam and Olander (1996:57),
breaking off, as a negotiation strategy, is about avoiding and, in a sense, is an example of a
lose-lose management style of negotiating conflict.
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At times, avoidance is a perfectly appropriate strategy. Sometimes it is better to end a
personal or business relationship if continuing means taken advantage of or getting into fights
again and again. Sometimes, breaking off reminds the other side of their stake in the
relationship, and leads them to act more reasonably.
Use power to educate: The common mistake most negotiators make, when they get
frustrated, is to abandon the problem-solving “game”, and return to the “power game”
instead. This view is supported by Ury (1993:132). The strategy in negotiating conflict
should be to use power to bring the other side to the negotiating table, or to exercise power as
an integral part of the problem-solving negotiation. Instead of seeking victory, the aim
should be to find mutual satisfaction. Use power to bring them to their senses, and not to
their knees.
In other words, use power to educate the other side that the only way for them to win is for
both of you to win together. Do not coerce, threaten or intimidate the other side to buy into
your way of thinking. If your negotiating counterpart seems to be missing part of the picture,
bring it up in the form of a question: “Have you considered the possibility that a prolonged
strike will put this organisation into bankruptcy, and that we will all lose our jobs?” or “Are
you aware how serious the consequences will be for both of us if we don’t settle this issue?”
If the other side had not focused on this problem previously, or had underestimated the
consequences, they may now begin to appreciate just how attractive your “golden bridge”
(suggestion) really is.

It is one of the Foundation’s tasks to attempt bridging the education gaps between
school leavers and University graduates by presenting Workshops on the World of
Work.
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The Uthungulu area endures successive droughts and floods with great patience
and while time-consuming reticulation works from distant dams and rivers are
being completed, potable water is freighted to villages from central storage
systems. The Foundation operates in such remote regions.

89

CHAPTER 8
WRITING A WINNING FUNDING PROPOSAL DOCUMENT
“Never tell people how to do things; tell them what to do and they will surprise you with their
ingenuity.”
After reading this chapter, you should be able to:





Develop a project idea
Raise required funds for your project
Properly market your project
Familiarise yourself with some key concepts relating to project management and
administration.

The above quote is fitting for today’s entrepreneurial spirit. It reflects the spirit of this
workshop. May be we should also define who is an entrepreneur. The Collins English
Dictionary defines an entrepreneur as a person who sets up businesses and business deals.
People in business, however, know very well that things out there are not as sweet as this
definition might sound to some of us. One needs, among other things, to have some initial
capital, passion and business acumen to succeed in business.
In the process of setting up new businesses, entrepreneurs remain heroes. They obtain
funding from moneylenders, commercial banks, government, investors and donors, to
develop new products, encourage innovation and create jobs. Some of these entrepreneurs
fail merely because they quite often do not know what they are getting into to begin with.
In preparing a proposal for funding, the primary aim is to communicate ideas to a potential
donor or moneylender, in the most proper and convincing fashion. In this regard, the
effectiveness of your communication is normally measured by the quality of its reception,
and not very much by the quality of its transmission. Obviously language, as your
communication tool, should be impeccable. A funding proposal written in non-standard
language creates a negative impression of the writer or the organisation concerned.
One of the most common flaws grant-makers find in proposals is lack of clarity, particularly
with regard to the need for the proposed project, the problem the project would address, the
quality project managers, their experience and capabilities, plan of action to meet identified
needs, as well as issues of accountability and sustainability that may be left not clearly
articulated, to address identified needs.
Depending on whether you are expected to write an unsolicited or solicited proposal, you
may also have to include a business plan subheading in your proposal document. Some
donors want to see figures, indicating viability of your proposal, in rand terms, and in relation
to credibility of style of management, professional staff, community support or involvement,
as well as duration and sustainability of your project.
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Along with your proposal, you are also expected to prepare a cover letter and submit
Curriculum Vitaes (Resumes) of all professional staff.
An effective and good funding proposal document must be properly targeted. First and
foremost, it must be presented in a persuasive, but not manipulative language. Specifically, it
must address the interest of the funding organisation. Above all, it must present a rationale
and an operational plan acceptable to a sponsoring organisation.
According to Coley and Scheinberg (1990:13), a grant is a sum of money given to an
organisation or an individual to address a problem or a need in community. A contract is a
legal agreement specifying the services to be provided and the results expected in exchange
for resources made available.
The written document that is prepared to apply for funding is called a proposal. The
individual who prepares the proposal is called a proposal writer. A solicited proposal,
according to Hamper & Baugh (1995:4), is the one received from a company or individual
formally invited to submit a proposal for funding.
On the other hand, an unsolicited proposal is the one that a company or an individual
initiates, without a request for funding. The prepared proposal document is sent to a potential
donor, to assist the company or individual with funds for a project.
Both types of proposal include the entire process of assessing the nature of the problem,
developing solutions or programs to solve or contribute to solving the problem, and
translating those into a proposal format. Some donors may expect you to indicate what your
goal is.
A goal, according to Carlson (1995:15), is a broadly-based statement of the ultimate result of
the change being undertaken (a result that is sometimes unreachable in the short term).
What is a project? According to Allcock (1994:127), a project is any group or tasks that must
be completed in a specified time period, often with specified cost constraints, using the most
appropriate people in the organisation. The time period may be two weeks to several months,
or even longer, depending on the type of project, such as designing and implementing new
procedures, launching a new product, an office reorganisation or move, developing a new
service, setting up a sales campaign, market research and production cost savings.
You need to feel comfortable with why you must go through the exercise of writing a funding
proposal document. How high can you jump? If you do not understand the reasons for it and
the benefits it will bring, in all likelihood you will do a less than adequate job.
You will defeat your purpose before you ever get started. The players: investors, customers,
suppliers, donors and others are simply not going to let you play until you are good enough to
be on the team.
If you cannot put your plan on paper precisely, clearly, convincingly and specifically, you
would leave your potential donors and investors with an impression that you have not really
thought out of what you would like to do. The net result of this is that you would have
wasted your time on something that could pay off if you did correctly from the beginning.
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Some streetwise people go to consultants, just to ensure that they do it correctly from the
beginning.
Does your proposal support your total marketing strategy?
The bids you decide to pursue should be in line with your mission statement and primary
marketing goals. Above all, make sure the jobs you pursue support your plan and marketing
strategy.
Does this project fall into your organisation’s area of expertise?
For example, if the request for your proposal deals with food catering, do you have sufficient
skills, time, passion and resources to handle the job? Nothing kills an organisation’s
reputation faster than failure to perform the required work. Make sure you have the
capability to follow through on the job. Otherwise it’s better to decline a request for proposal
rather than risk compromising yourself or your organisation’s reputation.
Does your background research on the project point out where your organisation has a
competitive edge over other organisations?
Do you have more experience in this area? Is your staff better trained or educated enough to
handle the complexities of your envisaged project? Can you come up with more innovative
solutions to the client’s problems? If you cannot find some competitive edge, it may be
better to wait for the next opportunity.
Have you worked for the client before or had significant contact with them on other jobs?
If so, you often have a unique vantage point regarding their operations and problems. This
fact can help give you a competitive edge over other organisations.
Can you assemble a proposal team and provide them with enough support and dedicated time
to get the job done?
If your team does not have enough time or management support to write the best proposal,
you decrease your chances of winning the contract.
Finally, taking all other criteria into consideration, what are the realistic chances that your
organisation will receive the contract?
If your research shows you have only less than 50 to 60 percent chance of winning a job, it is
generally not worth your time to pursue it. Some experts say that an organisation should not
pursue any job unless they have an 80 percent or better chance of winning the contract.
According to Hamper & Baugh (1995:13), no matter how the prospective client may be and
what problems must be solved, a winning proposal will always include at least the following
elements:

92



Evidence that you clearly understand the client’s problem or situation:
It is astonishing how many proposals show little indication that the submitting
organisation has taken the time to research the client’s problem and to state it clearly.
This element is so important that it should be placed first in the proposal format.



A strategy and programme plan or design that the client feels will solve the problem
and produce the desired results:
The strategy and problem plan are the heart of the proposal. They describe how you
are going to solve the client’s problems, and they must be carefully tailored to each
client’s needs. The proposal must tell the clients enough, without telling them
everything. Otherwise, they may use your proposal to do the job themselves.



Clear documentation of your organisation’s qualifications and capabilities for
carrying out the project plan:



The client must be convinced that your organisation has the required expertise and
staff to accomplish the work better than anyone else. This documentation may take
the form of a list of previous client work and curriculum vitas (resumes) of staff
members.



Evidence that your organisation is reliable and dependable.
You may want to give reference or client contacts that will vouch for your
organisation. The new client must have confidence that you will deliver on your
promises and will complete the job within the time and cost estimates you have
developed.



A convincing reason why the client should choose your organisation over all the
others competing for the job.



Do you have a better project plan, more expertise in the field, better staff, or more
other competitive edge? Highlight this advantage; clients should feel they cannot
afford to do without you.



Finally, your proposal should look like a winner. The format, graphics, printing, and
binding should covey the spirit and professionalism of your organisation.










Understanding the problem
Brainstorm solutions
Identify solutions
Describe expected results and benefits/possible spin-offs
Determine tasks to accomplish solutions
Estimate resources needed
Reassess viability of solutions
Reassess expected benefits
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Identify measurement of outcomes

(1) Title and Title Page:
The proposal writer should develop a title that reflects the major goal(s) of the project.
While one may develop a catchy title, the reviewers must understand the meaning of
the title. A descriptive title might be used to clarify. Long titles or ones that are
overused must be avoided. The title page will normally accompany all proposals for
funding. While there is no standard format for the title page, the following is typical:







The Project Title
The name of the organisation submitting the grant
Address of the organisation submitting the grant
Name and address of prospective donor
Project begin and end dates
Amount requested

(2) Table of Contents: Depending on the type of project or service you initiate, your table
of contents may contain one or more of the following:
The Company
. Background
. Current Status
. Future Plans
The Industry
. Chief Characteristics
. The Participants
. Analyst Summaries
. Trends
Product and Related Services
. Product/Service Description
. Facilities Description
. Proprietary Features
. Future Development Plans
. Product Liability
Technology: Research and Development
. Concept Development
. Research, Testing and Evaluation
. Milestones and Breakthroughs
. Current Status and Continuing R and D
Market Analysis
. Target Market and characteristics
. Analyst Summaries
. Market Share, Trends, and Growth Potential
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. Sales, Distribution, and Profits by Product/Service
Competitive Analysis
. Competitors’ Profile
. Product/Service Comparison
. Market Niche and Share
. Comparison of Strengths and Weaknesses
Marketing Strategy
. Penetration Goals
. Pricing and Packaging
. Sales and Distribution
. Service and Warranty Policies
. Advertising, Public Relations, and Promotions
Manufacturing Process and Operations
. Location
. Facilities and Equipment
. Manufacturing Process and Operations
. Labour Considerations
. Environmental and Economic Impact
Management and Ownership
. Key People and Experience
. Board of Directors
. Ownership Distribution & Incentives
. Professional Support Services
Administration, Organisation & Personnel
. Administrative Procedures & Controls
. Staffing and Training
. Organisational Chart
. Management Control Systems
Milestones, Schedules and Strategic Planning
. Major Milestones (What/Why)
. Schedule (When/Who)
. Strategic Planning (How/Where)
Critical Risks and Problems
. Summary of Major Problems
. Inevitable Risks and Problems
. Potential Risks and Problems
. Worst-Case Scenarios
Financial Data and Projections
. Funding Request/Terms of Investment
. Current Financial Statements
. Financial Projections
. Assumptions
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(3) Cover Letter: A letter of transmittal of proposal documents, on your organisation’s
letterheads, signed by the appropriate organisational official, should be prepared. The
letter conveys interest in the donor’s mandate and mission, and states how the project
fits with them. The letter should be brief (usually one page); it should include the
contact person, with telephone and cell phone numbers; and it should convey the
willingness to respond to any questions about the project.
(4) A paragraph that summarises the project is written as well. Remember that the letter
is often the first contact between the organisation requesting funds and the prospective
donor. Set a tone of professionalism and competency, and the ability to be resultsoriented.
(5) Executive Summary: The executive summary is usually a more than one or two page
summary or abstract of what is presented in your proposal. In addition to providing
main points of individual sections, you can use the executive summary or abstract to:














Demonstrate your grasp of your client’s problem
Sell your solution and its benefits over your competitors’ solutions and
benefits
Educate the client about your organisation and its products, staff and
resources
Explain your project design and its outstanding features and benefits in
more detail
Translate complex technical concepts, products or processes into readily
understandable terms
Present pertinent information not requested in the request for proposal
Reinforce how the client will benefit by having your organisation do the
job
Identify the organisation requesting the funds, and describe the
organisation’s expertise and interest in the project
Summarise the needs/problem statement, highlighting data that show the
magnitude or extent of the problem
Provide a synopsis of the project objectives
Describe the major features and components of the project
Outline the evaluation plan
Provide an amount requested figure, along with a statement that
summarises the expected results/benefits.

(6) Project Description: The project description section of the proposal consists of three
subsections, each with different aims: (a) The goals and Objectives subsection
identifies the results or benefits expected from the project; (b) Project activities (also
referred to as plan of action, methodology, work plan, implementation activities)
provides a detailed account of the activities designed to accomplish the results or
benefits; and (c) The evaluation plan explains the criteria and the methods to be used
for determining the results and successes of the project.
(7) Statement of Need: The body of your proposal begins with your statement of need.
Keep this section too as concise as possible. The donor wants to know why you need
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the money, and whom the grant will help – whether an organisation, a community, or
you as an individual. It should be all three. It could be your need as an individual or
an opportunity for your community. Make the donor feel that you are a good
investment; that he/she will solve the problem or do well for society by giving you a
grant. Do emphasise the urgency of your need, and why your case may be unique.
The need statement should be factual, but it can help to dramatise a bit.
(8) Mission: Once a clear vision for your project has been developed you would need to
develop a mission statement – the purpose of or reason for the project’s existence. A
well-conceived mission statement defines the fundamental, unique purpose that sets
your project apart from other projects of its type, and identifies the scope of the
project’s operation, in terms of products/services offered and markets served. In the
language of the church, a mission statement is a doctrine: a body of rules stemming
from a common set of beliefs or shared values. It tells who we are and what we do.
(9) Objectives: This section explains how your project meets the need you must have
described. Here you want to list the goals you expect to achieve – the development of
an invention to the point where it can be marketed. Your objectives will be unique to
your project. It is fine to itemise several objectives, as long as they develop in a
logical step-by- step way.
(10)
Plan – Place, Methods, and Schedule: In this section of your funding proposal
document you should really dig into the details of your project. This will probably be
the longest section of the proposal. It will be based on the project outline that you
have been developing from the start. There are three major areas you will clarify in
the plan. You will explain where the project will take place; you will describe the
steps in the process, from start to finish; and you will provide a schedule for
accomplishing those steps. As you write this section, be sure to cover the following
five aspects: (a) Place: Where will you be doing the project? (b) Method: Go
through the different stages of your project in step-by-step fashion; (c) Personnel: If
your project will involve other key people, identify them; (d) Outreach: Be sure to lay
out the details of how you will bring people to the project, bring the project to people,
or publish or disseminate results; (e) Time: Indicate the starting and completion dates
for the project as a whole. It may help to provide a chart or diagram showing when
each stage will take place.
(11)
Evaluation: This may be the section you have thought least about, but it is
important to donors. They want to have some means of getting feedback from you
and of knowing that their money was well spent, that the project succeeded as
planned, that their grant made a difference.
(12)
Personnel: In this section you would need to attach resumes of personnel or
provide some explanation of the experience, qualifications and achievements of your
key personnel.
(13)
The Budget: The cost of running a project is expressed in a budget. Demands
for accountability and justification of resources require different ways of viewing and
categorising funds. It is no longer sufficient to indicate what monies are being spent
on. Project managers are also required to indicate and describe what monies are being
spent for.
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Step 1: What project? Consider (a) your strengths; (b) your weaknesses; (c) your ability; (d)
your experience; (e) opportunities; (f) what you will enjoy doing.
Step 2: Start a new or buy an existing project? It is normally cheaper to start a new project
than to buy an existing one, although buying the right project, at the right price, has the
potential for bigger profits.
Step 3: Market research? To a large extent, the success of a project depends on a thorough
research of the situation: investigating demographics, for example, population numbers, age
groups, races, religions and income groups; calculating the size of the total market;
estimating your market share; quantifying your market share in rand terms; analysing your
findings; preparing a marketing strategy; choosing a name, if one does not exist.
Step 4: What kind of legal entity? There are mainly four choices, namely: (a) Sole Trader,
(b) Partnership, (c) Close Corporation and (d) Private Limited Liability Company or (e) a
non-profit organisation.
People mostly want to give money to your project if one or more of the following are in
place:












They really believe in it and want to do something to help; there are individuals and
organisations out there that care – your responsibility as a fundraiser is to find them
You have been able to persuade them, and now they want to help
They have a personal connection with the problem; for example, HIV/AIDS, their
teenage daughter has a problem or their university is raising money for a just cause
They can see that they might be affected at some time in the future
They will benefit in some way, for example, when a school improvement project is
initiated
They will gain personal recognition
They would like to comply with government regulations, for example, in cases of
corporate investment practices
They are being asked by someone they know and trust
There is some sort of tax incentives involved
Someone rich, powerful and well known has already given – a celebrity endorsement
can really encourage others
They trust you do a good job – they believe that you are able to solve the problem and
that you can spend their money in a cost-effective way.

The reasons for giving will vary from one donor to the other. You need to understand the
people you are dealing with and find the right way to motivate them. Fundraising is quite
often about the ability to sell yourself, your organization or the service you want to offer, to
address identified social problems. Such problems may include poverty, unemployment,
drug abuse, too much reliance on government, caring for the elderly, absence of skills
required for work, crime, HIV/AIDS or teenage pregnancy.
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The following are possible sources of funding:










Commercial banks
Foreign Embassies
Family Foundations
Community Foundations
Corporate Foundations
Government Agencies
Local Government
Corporations
Service Provision and individuals

Zululand Region (KZN – South Africa): A bird’s eye view
Zululand region is the largest of the demarcated regions in KwaZulu-Natal, one of the
provinces of South Africa. uThungulu District Municipality (UDM), part of the Zululand
region, has more population than the other District Municipalities. The economic scenario of
the area is poor. The scenario with regard to health, education, agricultural production and
poverty is gloomy. Government funding for community development projects remains
severely constrained.
An estimated 67% of youth is unemployed, with little or no prospects of work.
Community development projects that do good work in local communities often close down
mainly through lack of funding, poor managerial skills, or lack of long-term strategies to
sustain socio-economic development initiatives.
As South Africa is currently undergoing changes from past development strategies, to
integrated, coordinated and sustained development approaches, it is overwhelmingly felt that
Community Foundations stand to play a major role in addressing developmental needs of
mainly poor and under-resourced rural and other communities.
In this effort, Uthungulu Community Foundation continues to also rely on local residents,
nongovernmental organisations, community-based organisations, and private and public
sector organisations in the process of contributing to local and sustained socio-economic
development.
In the past 13 years the Foundation managed to issue grants to some poor and deserving
community-based organisations to the value of R3, 473 644-00. This figure includes funding
the Foundation made available for capacity building training on HIV/ AIDS projects,
fundraising strategies, project management, financial management, agricultural production,
research, sustainable development strategies, problem solving, decision making, community
development, meetings and procedure at meetings, as well as report writing.
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Mission
The Uthungulu Community Foundation’s mission is to:
Harness resources to issue grants to community-based organisations that promote and
develop the mission and objectives of the Foundation, as well as maintain a permanent
endowment fund that enhances the socio-economic development of the three (3) Zululand
District Councils: uThungulu, uMkhanyakude and Zululand. The Foundation particularly
focuses on the following sectors of society: education, agriculture, health, human rights and
small and medium business development enterprises.

Objectives
UCF’s objectives are to:






Improve the quality of life in local communities
Establish, promote and maintain a sound community-rooted growth fund, to support
deserving community-based non-profit organisations
Mobilise diverse community resources and public support for UCF’s programmes
Instil confidence in local communities, through revival of traditional and other forms
of philanthropic practices
Promote and develop socio-economic values based on fairness, integrity and public
accountability.

Project Objectives
The following are project objectives:






Encourage more young unemployed people to get out of welfare services and start
small business enterprises
Help connect especially unemployed young people to training facilities on hard skills,
for example, painting, welding, carpentry, building, engineering, plumbing and others
Hold talks and training session with unemployed young people, to find out what their
interests are if they would get some work
Provide workshops for unemployed young people on fund raising strategies, and
marketing of produced goods and services
Work in collaboration with other service providers with relevant skills to assist
provide unemployed young people with entrepreneurial and other skills required for
work.

About the Uthungulu Community Foundation
We are a registered non-profit organisation officially launched on 03 July 1999, to dedicate
itself to improving the quality of life within its defined geographical area. In the process of
developing local communities, UCF works with and through carefully identified communitybased organisations.
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His Majesty, King Goodwill Zwelithini, the Foundation’s Patron, unveiled at the official
launch a memorial plaque that remains displayed at the Foundation’s offices in Richards Bay,
KZN, South Africa.
Seed funding for the establishment of the Foundation came from Ford Foundation, Charles
Stewart Mott Foundation and BHP Billiton. South African Grant-Makers Association and
Zululand Chamber of Business Foundation had facilitated this process. The Foundation’s
sources of funding are diverse, and come from individuals, foreign donors, and private and
public sector organisations.

Strategies










Provide capacity building training to project managers, community leaders,
community-based organisations whose focus would be to deal with HIV/AIDS
affected and infected people, through agricultural production and planned nutritional
programmes
Provide the necessary resources to identified organisations that would be prepared to
promote and develop the objectives of this funding proposal
Encourage local communities to produce volunteers who would be prepared to
undergo required training to develop their communities
Work closely with local councils, local municipalities, donors and other development
agencies, to ensure synergy, collaboration and cooperation in the process of
promoting and developing sustainable socio-economic development in local
communities
Provide necessary and requested technical assistance and support to non-profit and
community-based organisations located within the uThungulu District Municipality
Assist and provide assistance, on request, to other South African non-profit and
community-based organisations
Prepare and produce regular or requested progress reports to stakeholders, including
donor organisations and individual donors.

Expected Outcomes and Possible Benefits








Established partnerships will demonstrate greater public accountability in public
service delivery by selected non-profit organisations
Community participation in public affairs and public administration will be
enhanced
Better utilisation of limited public resources stand to be achieved, to silence
armchair critics of non-profit organisations and public agencies
Non-profit organisations without computers and/or with limited access to internet
facilities stand to be assisted with information and technical assistance on how
they could go about developing their organisations
More unemployed young people will be equipped with practical and diverse
fundraising skills
More unemployed young people will find jobs they will be encouraged do
It will be demonstrated that good ideas alone are not enough, and that what is
important is to put such ideas into practice
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More private and public sector organisations will start putting their money where
their mouths are.

Seed funding for the establishment of the Foundation came from Ford Foundation, Charles
Stewart Mott Foundation and BHP Billiton. South African Grant-Makers Association and
Zululand Chamber of Business Foundation had facilitated this process. The Foundation’s
sources of funding are diverse, and come from individuals, foreign donors, and private and
public sector organisations.

African development challenges are of the most basic in the world.

Community Foundation Principles

The following are Community Foundation principles:








Build and maintain a reputation of integrity, competence and professionalism
Make their mission, goals and programmes public, so that they may be accessible to
anyone who might benefit from them
Use the resources they manage solely for charitable and public benefit purposes
Ensure maximum transparency of their actions and decisions, thus improving public
awareness and confidence in the non-profit sector
Base their work and grant-making decisions on objectivity
Adhere to the principles of tolerance and non-discrimination of applicants
Introduce and encourage policies to avoid all forms of conflict of interest
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Treat all applicants with respect and protect the confidentiality of intellectual ideas
and personal information they may have become privy to in processing applications
for funding
Use their financial and human resources in the most effective manner and to the
benefit of society
Ensure constant improvement of their organisations, staff and activities, through
evaluation and self-evaluation.

Identification of Some Problems
Most non-profit and community-based organisations, particularly those located in rural
communities, do not have easy access to internet and computer facilities required to run a
modern business or project enterprise. The majority of these organisations require some
massive capacity building training revolution, to remain sustainable and comply with
registration and legal requirements to operate in South Africa, and qualify for public funding
and community support.
Some of these organisations even have difficulty constructing a Constitution and completing
required Registration Forms to operate as non-profit organisations. In short, the majority of
these organisations so often find it even difficult to professionally and effectively manage an
established community-based organisation. High levels of unemployment, particularly
among young people, remain a cause for serious concern.
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CHAPTER 9
Workshop and Case Studies Material…
Synopsis to Training/World of Work—First session
Following many months of discussions with an international company in Richards Bay,
community developers identified critical areas of intervention to assist and prepare
unemployed young people for the world of work.
The facilitating agent would be the Uthungulu Community Foundation based in Richards
Bay.
Research reveals that on the North Coast the unemployment figure for individuals between
18—35 years stands at over 70%. This is not at all good for sustainable development
objectives.
In the event a local corporate organisation provided to the Uthungulu Community
Foundation some limited financial assistance to start the project.
Training sessions were scheduled at the facilities of the Zululand Chamber of Business
Foundation (ZCBF). These facilities were offered free of charge. ZCBF fully supports
provision of essential skills to young and unemployed people.
Courses offered at training sessions included the following:
How to compile CV’s;
starting a business;
How to compile business plans;
Communicating in Business;
Knowing our continent;
Dismissible offences and the functioning of the CCMA;
Compiling a Fundraising document; and Ethics in Business, among others.
Emphasis would be on interactive discourse with participants; case studies which would be
intensively debated where there is no `right or wrong’ answer would be encouraged: this
encourages the development of self-confidence in a mainly distressed and stigmatised group
(`the unemployed’).
Training methods would vary from more formal teaching methods (i.e. correct English usage;
business plan compilations; writing CV’s; writing assignments--`homework’) to brainstorming current issues after PowerPoint presentations etc.)

114

The strategic objectives were to build self-confidence in unemployed young people to
consider self-employment also as an option, while equipping them with job-seeking survival
mechanisms.
A sustained programme of this nature could help reduce the high unemployment rate and
reduce identified pockets of poverty and crime. Hopefully it would encourage a mindset less
dependent on public sector organisations for employment.
It could also encourage more black people in processes of the higher education sector to
produce more post-graduates.
Hopefully, it could produce individuals who understand more fully the many and varied
complexities of our society, without taking one-dimensional views on issues.
After the course the participants were asked to evaluate the presenters and the content and to
rate the experience on a scale of excellent to average. The most common theme, on the
negative side, was that the UCF should make provision for transport costs, as they were
unemployed. Mostly all aspects of the courses were enthusiastically received, with
participants clamouring for more of the same.
A few went as far as to say that Saturday mornings would usually be spent `hanging out’ with
friends in shebeens and shopping malls `where we can only look at the goods on display.’
The comments included:
‘the intensity of course was too high’;
`we should be able to relax our minds’;
`give more information about the course in the media’;
`the workshop should be geared to a student’s formal qualifications’; (graduates, mainly)
` they teach us very well and answered all our questions’;
`more information and I want to spend more time with you guys’;
`we will never be the same, we learnt a lot from you’;
`this workshop helped me a lot how to look for a job’;
`this has helped me a lot’;
`I am now well organised to understand the world of work,;
learners must be assisted financially’;
`I suggest this project must continue helping other people in the community as it did for us.
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`It has opened my eyes to start my own business in the community with the aim of uplifting
the people around me.’
A total complement of 30 participants was sifted from about 100 short-listed applications
received after media exposure of the initiative, which drew hundreds of responses, some with
very limited education or skills.

CASE STUDIES FOR DETAILED DISCUSSION WORKSHOP
DRAWING UP A COMMUNICATIONS PROGRAMME FOR A PUBLIC SERVICE
ENTITY EG A LOCAL AUTHORITY.

Background, objectives and purpose of a Communications Strategy (Public Relations Plan)
for a KZN District Municipality.
`Communication is a transaction, involving people working together in the creation of
meaning by exchanging symbols’-- adapted from Michael Fielding.
Most District Municipalities’ communications experience reaches over communicating via
different techniques with different publics and can identify successful programmes in the
fields of public relations, corporate communication, advertising, media writing, health
communication, development communication and international communication and
diplomacy, and we are proud of this diversity.
Background
Municipal Councils usually deliberate on plans relating to tangible projects.
In the case of a Communications Plan we deal with perceptions, often eliciting a wide range
of comments, often regretfully uninformed.
But once such perceptions are evaluated according to accepted Communications Audit
procedures, more concrete plans can be drawn, based on answers to the main question: what
do our stakeholders think of us, and why do they think that?
However, while the Integrated Development Plan (IDP) is being revised and at the same time
implemented it must according to the Municipal Systems Act also be communicated.
This Communications activity should be handled in phases.
The upcoming phases must be revisited in tandem with the IDP revisions and shared with
IDP Consultants on a selective basis.
Communications do not exist in a vacuum, or for their own sake.
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The boundaries of the Uthungulu District Municipality (in blue) also define the
operational area of the Uthungulu Community Foundation encompassing six
local authorities. It is a region of high unemployment and life-style contrasts.

The upcoming phases must be revisited in tandem with the IDP revisions and shared with
IDP Consultants on a selective basis.
Communications Plans must be structured for external and internal publics, bearing in mind
that many aspects of staff communications needs are addressed by existing legal frameworks
relating to municipal employment codes and practices over which the Municipality has no
direct control.
Managers in an organization dealing with the public, as does a local authority, must be
steeped in a Communications culture in order to function most efficiently.
Planned Communication is ideally a Four Way Process depicted as follows:
o Defining the Communications Problems, that is `what’s happening now?’ (The
Situational Analysis Stage).
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o The Strategy, that is `what should we do and say, and how?’ (Planning and
Programming).
o Taking Action and Communicating, that is `how and when do we say it?’
(Implementation).
o Assessment, that is `how did we do?’(Evaluating the Programme).
The necessity of developing a Communications Plan (CP) for the Municipality flows from
the fact that citizens are increasingly disenchanted with their local governments because they
know so little about what that government is doing.
Also, Councillors are in the nature of their elections constantly changing, thus underlining the
need for a policy, which is of more permanent nature. This is a general situation in any
democracy.
It is exacerbated in South Africa by media concentration on the spectacular failure by many
local authorities to achieve even a minimum of service delivery.
The wide-spread civil disturbances, which sweep many areas and the subsequent police
actions, which are highly publicized, remind of the apartheid days where rubber bullets, tear
gas, smoke grenades and military vehicles were used to quell mobs.
Corruption in local authorities is also high-lighted as are the actions of Mayors, Managers
and Councillors.
Local government has become increasingly a matter of administration, of decisions taken and
implemented.
Citizens also tend to doubt their own input on major decisions as they perceive themselves to
have no influence on developments.
This leads to disenchantment, withdrawal and rejection of individual Councillors at election
times.
The position is thus reached where regardless of the best of intentions, at this juncture of
South Africa’s development, even the most efficient of local authorities must be pro-active in
their communications planning.
Their communications staff must be specialized in dealing with `issues management’ i.e.
AIDS, and the dissemination of relevant local authority information.
The days have long passed when local authorities can inform the residents of impending
actions by way of advertisements in a local newspaper, an own newsletter or other sporadic
methods.
The reality is usually that these advertisements, although required by law, are in the majority
of cases never within the fields of interest of affected residents.
They don’t read them and anything that is not read, does not exist for the target market.
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A whole new discipline, based on concepts of marketing, public relations, mass
communications, targeted information, the needs of interest groups, the pressures of political
parties etc has evolved and can be usefully employed in a structured communications plan on
which municipal communication is to be based and budgeted.
Legislative Framework
It must also be borne in mind that since 2000 and the passing of the various empowering Acts
which have launched and nurtured the local authorities, South African municipalities differ
significantly from the former dispensation.
In the first place they are party politically driven, which implies a whole new set of dynamics.
Secondly they have been empowered by the State to act as the developmental arms of the
State and in this respect they have specific objectives: to eradicate poverty, to create jobs, to
empower the formerly disadvantaged and to address the problems of equity within the ranks
of the municipal staff.
The mission statements of all local authorities reflect these objectives in one way or another.
It is not necessary to revisit, in the greatest detail the developmental and other aspects of the
Integrated Development Plan (IDP) except to state that any coherent (external)
communications plan is to be based wholly on identified community needs, which in turn
inform capital projects.
The Communications Plan (CP) is also to be reviewed as part and parcel of the regular
reviews of the IDP and adjusted where necessary.
It bears repeating that the many and varied aspects of the IDP are not to be re-invented
or re-worded in this document, but will be taken as read.
In the context of this CP a number of national and provincial laws are relevant.
Many of these laws can be grouped sectorally, i.e. planning and development related,
environmental and agricultural.
In addition guidelines have been prepared by various authorities to assist decision makers
with the interpretation of the legislation, in order to meet their legal responsibility of
complying with these laws.
The key legislation in terms of the preparation of the IDPs, to which this CP relates is the
Municipal Systems Act (Act 32 of 2000) the MSA.

Some of the core components of an IDP, which have to be communicated are:
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o The Council’s vision for the long-term development of the area under their
jurisdiction.
o An assessment of the existing level of development, which must identify
communities which do not yet have access to basic municipal services
o The Council’s development priorities and objectives, including its local economic
development aims and internal transformation needs
o The Council’s development strategies which must be aligned with any national
or sectoral plans and planning requirements binding on the municipality
o A Spatial Development Framework which must include the provision of basic
guidelines for a land use management system for the municipality
o Key performance indicators and targets determined through an organizational
performance management system based on priorities defined in the IDP
What has emerged, in practical terms, is a new body of municipal government experience as
well as definable tendencies which must now be managed. The legislation we have which
launched the post-2000 dispensation is comprehensive.
The implementation has left much to be desired.
Financial management has been poor.
The Municipal Systems Act (MSA) (Chapter 5) gives guidance as to the preparation of IDPs
by Municipalities.
This is a strategic plan for the municipality, which aligns the goals of the municipality with
its finances. The MSA also makes provision for neighbouring local authorities to coordinate
their plans.
Another important Act is the Development Facilitation Act, Act 67 of 95.
This contains general principles for land development and decision-making.
The National Spatial Development Perspective (NSDP) ensures that resources are allocated
in a strategic manner and that investment takes place in a coordinated and spatially targeted
manner.
This CP proceeds from information concerning community needs as have been identified by
due public processes.
Such needs may include:
Employment creation projects, the HIV/AIDS problem, Tourism related projects,
general development projects, housing, road improvements, sanitation, electricity,
health care, community halls, sports grounds, education, safety and security, internal
municipal projects, industrial and business development, capital investments through
marketing, factory developments, land refill sites, agricultural developments, taxi ranks,
bus ranks, fire fighting where necessary, youth, gender empowerment projects etc.
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The Democracy issue
In short all core capital projects should be the subject(s) of the CP and all activities around
the IDP should inform its implementation.
Within the rural areas it is well worth noting also that the concept of democracy—and
resultant government actions—is not generally well understood, there being confusion
between the division of functions between the tiers of government: local, provincial and
national.
Example:
To very many residents `the government’ is a vague and little understood concept. The
confusion is heightened when communities ask for say roads or schools, only to have it
explained to them that other branches of `the government’ supply these needs.
Add to this the dynamics of change inherent in a political democracy and the stage is often
set for problems rather than solutions.
To this must also be added the very unique situation that Mthonjaneni borders on uMlalazi
which has the greatest number of tribal authority areas in the country, namely 14, and which
profiles yet further perceptions of the complexities of `the government’ in the minds of the
ordinary residents.
To expect municipal administrators or Councillors to be experts in communicating
developments and actions amid these perceptual complexities is asking much.
Every statement is in fact likely to elicit counter-comments, disputes, or the desire for further
information.
It is important to profile the above comments as part of the background to a proposed CP
because without fully understanding these complexities no plan can be successfully
implemented.
The elements of the municipality must and do play a central role in the region’s public
information system.
Its role is crucial and local administration is the central subject of this public information
system, the prime supplier of information for it and in the processes also supplies the media
with its news.
In a nutshell Municipal information systems may be defined as all those elements and
channels of communication through which a citizen learns of the activities of
developmental government and conveys to that government his or her needs and views.
This system embraces political leaders, officials, information (publicity) officers,
political parties, special interest groups staffed by experts, the media manned by
reporters and news gatekeepers.
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One of the major responsibilities of the municipality at this stage is to make democracy work
in the area.
This desire must lie at the root of all Communications Planning.
In other words it is essential that the CP is not only regarded as useful tool to assist
management to tell residents what is being done by their officials on their behalf and at
their behest, but to provide also mechanisms, in collaboration with Ward Committees
and Councillors, devoted to receiving, examining and channeling residents’ complaints
and securing expeditious and impartial redress.
Environment
Without going into specific detail, which can readily be cross referenced from IDP sources,
suffice to say that when analyzing the concept of environment, communications planners take
two main aspects into consideration: one is the cultural, intellectual or spiritual environment
which residents share while the other is the physical environment in which they live and
pursue a living.
We have already briefly looked at the legal environment.
KZN is among the most rural of environments in South Africa where the physical needs,
massive unemployment and resultant deprivation of the population exists.
Unemployment is rife with many of the employable males at work elsewhere.
Those who are employed find work largely in agriculture and some of that land is the subject
of land disputes.
The collective regular small incomes from grants and pensions are the single largest source of
income for the area.
Crime is disproportionately high and health services are precarious.
Survey
Two useful guidelines in communications planning motivations are the regular Uthungulu
Quality of Life Survey, which contains a wealth of significant detail and involves measuring
the level of one’s satisfaction with social life, family life and personal life.
It allows for an indication of what one’s general quality of life is as well as which factors
influence an individual’s quality of life most.
This uThungulu survey is an initiative undertaken annually by the uThungulu District
Municipality and thus has the advantage of results being capable of comparison.
The other guideline is the information contained in the IDP plans and subsequent reviews,
together with guidelines from provincial and national sources since inception of the IDP
system.
From both these original guidelines it becomes abundantly clear that we are dealing here with
a primarily rural, undeveloped area, where unemployment is rife, where basic services are in
the process of being established, and where the quality of life is questionable.
This frustration is heightened by the fact that comparisons can be dawn between urban and
rural life as the few commercial centres are only bus drives away from the rural living areas.
The intellectual environment is equally meager with a disappointing percentage of residents
(47% only) with secondary education being employed.
The AIDS scourge is taking a great toll.
The general communications environment (radio, newspapers, word-of-mouth) profiles a
mixed picture.
The following significant trends are extracted from the experience of local news media and
apply to the Municipality’s target market .
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o
o
o
o

Newspapers are not the prime source of information in the area
Word-of-mouth followed by radio broadcasts are more credible
Black orientated newspapers in Zululand are not profitable business enterprises
Newspapers ex Durban are preferred by Black readers over locally produced
isiZulu newspapers but free, local newspapers, at taxi ranks are read
o Radio is far preferred above print media by a significant factor by the isiZulu
population
o Radio has greater credibility with a traditionally oral culture
These trends are significant, given that newspaper readership is a determinant in Western
cultures of the levels of awareness of population clusters.
Marketing research analysts, communications planners and consumer behaviour scientists
regularly base very costly decisions on assumptions based on clusters of literate, employed
population groups who have consumer preferences.
The closest tools we have to anything like that currently are the uThungulu Quality of Life
Survey and the Municipali IDP Reviews, which of course are not commercially motivated but
are excellently suited for our communication, analytical and other planning purposes.
It is also a fact of business life that most South African communications plans are based on
Western not African experiences and presuppose literacy, access to newsprint, radio and
television.
This document will further on present non-Western alternative methods for conveying
information to our type of rural audiences, which utilize mainly African elements of
communication and African cultural patterns.
The ultimate recommendations will be based on information, which is organized in the
Western fashion, and required by law, but presented in an African fashion.
Local Municipalities operate primarily in an African environment where the new
dispensation and, what it is capable of, needs to be explained, interpreted and clarified.
In this environment where each person only has a small amount of time and attention to give
to her/her government, today’s citizens in this part of Africa need a system of
communications which will give them the same voice and the same satisfaction their
forebears had in the old imbizos, a concept which is being partially revived in the country, if
only in name.
At this point it becomes significant to look briefly at the general situation relating to
intercultural communication in the area.
A culture may be defined as a system of beliefs, assumptions and values shared by a group of
people. These people also share a set of symbolic codes, including a language.
Intercultural communication takes place when a person or group from one culture tries to
communicate with a person/group from another culture.
The official recognition of eleven (11) official languages in South Africa is a concession that
there are at least 11 different cultural groups in South Africa.
Where an organization regards only one `cultural approach’ as dominant, then problems arise.
The position at present with the communications practices in the region is that while many
notices etc do go out bilingually in English and isiZulu, the major communications thrust and
the aspirational culture is towards the use of English.
This is a reality, which is inevitably set to change in the future and our CP has to anticipate
the consequences of such change.
Intercultural problems relate not only to language but to attitudes, perceptions and values.
If these should differ too greatly there is disunity and of course an inability to communicate.
This could lead to mis-communication or worse no communication.
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Ethnocentrism is the approach, which views everything in life from a single cultural
viewpoint and leads often to the following:
Communication Challenges in organizations
Communication enables organizations to coordinate their activities. This is achieved by
sideways, downward, upward and lateral communication.
An organized meeting, such as is the lifeblood of any Municipality, is simply another name
for a certain lateral form of communication.
Communication occurs in organizations in small, one-on-one groups, in small groups and in
large meeting groups.
Communication, as a concept, should pre-occupy the working minds of all municipal
officials.
If for example something is worthwhile communicating further—a decision to raise home
owners taxes—the sooner it is widely communicated to those affected—the better, by
whatever means the local authority finds fit to use, for example by including details in
accounts, the local newsletter, as a media release, by way of meetings or a combination of all
of these and possible others.
What is also a great challenge to the concept of proper communication is that people take
each other into proper account when communicating, and they operate according to a set of
mutually acceptable rules.
If they need to be trained to do this, then such needs must be closely defined and this usually
happens only after communication problems have been identified.
Much misunderstanding can be avoided where organizations ensure that members of the
organization proceed from the same starting blocks and use the same symbols. Words and the
procedures of how meetings are to be run and by which officials, are such facilitating
symbols.
Language itself is a symbol, together with non-verbal symbols or pictures such as Microsoft’s
Power Point ensuring that people use the same symbols for the same meanings when they are
exchanged.
Most of the communications challenges which face Municipalities result from dissimilar
symbols being exchanged between the Municipalities and many of their residents.
Internally the Municipalities seem to communicate well with their staff and that aspect of the
CP is not problematical.
It has established its own `culture’ or `way of doing things’ and those who are employed
there know what is expected of them.
The Municipalities’ greatest communications challenges lie in devising acceptable and
successful ways to continue to improve communication with its majority population residents
and to review these on a regular basis and to adjust the plan accordingly.
Barriers and hurdles
When implementing any form of communication—written, broadcast, spoken, symbolised—
there are often barriers to being understood.
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It is therefore essential that communicators have a full understanding of where their intended
message is headed.
Whenever a message is conveyed it is well to answer the questions: who, what, where, why
and when?
The list of major barriers or challenges to successful communication (below) is but partial
and can be increased as time passes:
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Language too technical
Lack of understanding English/isiZulu
Poor listening/illiterate
Disruptive environment
Assuming non-existent knowledge on part of receiver
Insensitive message
Too many intermediaries
Differing cultures
Message filtered
Wrong information
Wrong emphasis sends wrong message
Receiver gets bored
Badly presented messages
Unsupportive climate for message
Different perceptions
Poor planning of information

The need for shared experiences and meanings for successful communication is particularly
significant in intercultural communication.
People from different cultures find it difficult to communicate and need to establish common
ground for exchanging information. In particular they would need to cultivate caring attitudes
that would remove any possible attitudes of inferiority/superiority.
Cultural values would need to be acknowledged and the different groups would need to listen
actively to ensure that they understand the facts, opinions and emotions being communicated.
Mass communication, organized communication, small-group communication, inter-personal
and public communication will all be handled differently, even if the core message is the
same.
Other major points to remember when communicating are:
o Communication is a creation of meaning, people working together to create
meaning
o Words have no meaning by themselves, people create meaning
o Communication has two levels, the content and the way that content is expressed
o People need to be aware of the barriers to communication before sending
messages
o Cross cultural communication need specialized knowledge
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o There is no opposite to communication in organizations, if there were no
communication in an organization, it would cease to exist
Styles of communication
Cultures differ in what they see as clearly reasoned or logical.
One culture may value an approach that favours directness and confrontation.
It may also value practical experience. Another culture may favour a more indirect approach
that favours agreement above confrontation. Decisions could be based more on feeling and
intuitions. This approach favours maintenance of group harmony.
One culture may favour the use of electronic means of communication. This approach would
stress the use of written messages over face-to-face communication and spoken messages.
Messages would be expected to be specific, exact and carefully argued. Specific rules and
regulations for the running of a company are valued.
Another culture could rely more on face-to-face communication and spoken messages. This
approach could mean that parts of messages are left unspecified. People would be expected to
interpret more of what has been said. This approach might not emphasize the use of rules and
regulations to the same extent.
One culture may value productivity, competition and monetary gain, whereas another may
value quality of life, social welfare and cooperation.
One culture may stress the value of personal time and individual responsibility. Another
culture may value a supportive work environment and group responsibilities.
Finally, one culture may value a rigid hierarchical structure where decisions are made from
the top downward. Another culture, on the other hand, may value an egalitarian work
environment with participative management.
What can municipalities do about the variety of cultural needs?
Those creating municipality policy need to ask two questions:



How can people with different cultural backgrounds work together to create a
municipality?
How can the municipality ensure that cultural values and approaches to
communication are respected?

The municipality could do the following:


Strive to create an atmosphere of trust in which different approaches
are respected.
126




Stress that effective communication starts with individuals in face-to-face situations.
Encourage free discussions on how different cultures view situations and approaches
to communication.



Draw up dictionaries of terms or concepts used in the organisation. Show
that definitions of these may differ.




Stress that different approaches to communication are to be respected.
Conduct regular discussions to try to reconcile different approaches to
communication.
Strive to accommodate different approaches to communication within the day-to-day
running of the company.
Encourage staff to be non-judgmental and empathetic listeners.
Encourage staff to be sensitive to non-verbal behaviour.
Encourage staff to strive for the best possible communication. They should be tolerant
of mistakes and be prepared to ask for help when they know that the communication
is not going well.
Encourage, if possible, the learning of languages spoken by other cultural groups in
the municipality.







A small group is defined as a number of people who have gathered together with a goal in
mind. They may meet once only or over an extended period.
People in groups develop a set of values and norms that help them to work together. Groups
at their best benefit a municipality because they allow people to work together to achieve the
municipality`s goals.



Informal groups:
- conversational groups
- tension-releasing groups



Formal groups:
- learning groups
- policy-making groups
- problem-solving groups
- decision-making groups.

The characteristics of groups that work well are described. These are:
 a supportive climate
 effective interaction of members
 effective methods of getting the job done.
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Types of groups
Six major kinds of group occur
 Informal groups, for example
- people engaging in small talk, or
- tension-releasing groups.
 Formal groups, for example
- learning groups
- policy-making groups
- problem-solving groups
- decision-making groups
A wide variety of communication styles will be found in these groups. Some groups, for
example, will have a leader in charge. In other groups all members may have equal
power. They will communicate to reach a consensus. Another group, such as a learning
group, may need guidance from an instructor or seminar leader.
Managers and staff need to become aware of this variety of styles so that they are
flexible.
Informal groups
These are casual groups without leaders. They gather informally, for example in a tea
room or staff dining room. People simply get together for an informal chat and engage
in small talk.
Informal lines of communication are developed. These then form part of the grapevine.
Informal groups are very important in a municipality. The informal contact made helps
people get to know each other better. They also develop trust. These relationships will
help them form better working groups in the future. These groups also help to draw in
people who might otherwise become outsiders.
Tension-releasing groups
These groups are also informal. They have no leader. They gather together from time to
time because of some event in the municipality that has caused tension.
These groups are important because they help people to discuss their anger and tension.
In this way they serve as an outlet for tensions that could cause great
problems if allowed to continue.
They are also important because people learn to understand each other better and to
interact better.
Formal groups
Learning groups
These groups are more formal. They will usually have an appointed instructor or leader
who guides the learning. Specific staff will be appointed to this group.
Learning groups are very important in municipalities because staff both increase their
knowledge, and learn to:
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evaluate ideas
define problems
work together and stimulate each other
cope with new information.

Policy-making groups
These are formal groups that work together to:




decide on municipality policy
create rules for the municipality
plan for the future

They will normally have an appointed leader and could follow an agenda. Members of
such groups have to communicate responsibly. They have to be sensitive to each other’s
views and have to be highly skilled at evaluating information.
Such groups need to cultivate a supportive climate if they are to work well.
Problem-solving groups
These are for groups set up to solve problems. They will normally have a leader who has
an agenda.
These groups will be strongly oriented to the task. They have available a number of
problem-solving procedures. Three of the main ones are described below. They will
work best if they strive to reach consensus rather than having a decision forced on them
by the leader.
Procedure 1







Define the problem.
Decide on the objectives of the department or municipality.
Generate possible solutions to solve the problem.
Evaluate each solution in terms of the objectives.
Decide on the solution that best meets the objectives.
Where possible, the group should evaluate the results.

Procedure 2
The leader may wish to avoid strong disagreement at the beginning of a problemsolving meeting. (S)he may then follow the Delphi Method:






Everyone is asked to write down the main problems. No discussion is allowed
at this stage.
If the problem has already been decided on, people are asked to write down their
solutions to the problem.
All these problem statements or solutions are collected and listed.
A list is given to each person.
Each person rates the problems or solutions in order of importance.
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These rankings are put together for everyone.
The group then discusses the rankings and strives to reach consensus on their
relative importance. If possible, they avoid taking a vote.

Procedure 3
If the problem is more complex, group members could:







analyse the problem.
describe an ideal state in which the problem has been solved.
analyse all the forces that could help them reach their ideal state.
analyse all the forces that are preventing their reaching the ideal state.
analyse how the helping forces could be used to overcome the negative forces.
choose the best approach to reach the ideal situation.

Decision-making groups
These groups are formal. They will have a leader whose task is to see that policies are
put into practice.
These groups could be working under pressure. Their decisions could well be
unpopular. They will therefore focus strongly on the task, and will have long and
serious discussions. They will have to make sure that they have the best information for
making decisions.
A decision-making group may, for example, have to decide on whom to make
redundant.
Formal Meetings





Formal meetings are similar in some ways to small groups. However,
they differ in that formal rules and a constitution govern their conduct.
The Chairperson, Secretary and Treasurer have specific duties to perform
before, during and after meetings.
Formal meetings are called by a Notice of Meeting. They are run by means of an
Agenda. A formal record or set of minutes is kept of the proceedings at the
meeting.
Formal meetings are run according to a set of rules.

Aspects of formal meetings
This section covers the following aspects of formal meetings:




Duties of the Chairperson, Secretary and Treasurer
Rules for the conduct of meetings
The writing of Notices of Meetings, Agendas and Minutes.

Duties of chairperson
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The Chairperson should plan for the meeting well in advance. (S)he should do the
following:
Before the meeting














If the meeting is optional, ask if it is necessary.
Ensure that the time and place are appropriate.
See that agenda has been prepared and sent off in good time. This timing is
especially important if a constitution lays down the period of notice for a
meeting.
Give people advance warning if they have to prepare topics for the meeting.
Ensure that all proposals have been correctly worded and are properly
seconded. People should get advance notice of these proposals on the Agenda.
Check the venue to ensure that it is comfortable and has the right seating
arrangements.
Check that a microphone is available, as well as appropriate audiovisual aids
and lighting.
Check that the minutes of the previous meeting are sent out in advance, with the
Notice of Meeting.
See that sub-committees have met and that their reports are ready for the
meeting.
Prepare a Chairperson’s report and send this out in advance.
Prepare thoroughly for the meeting.
If necessary allocate a time-limit for the discussion of each item.
Example: allocation of parking places for computer staff (ten minutes)
Appoint someone to record the proceedings.
During the meeting














Ensure that the meeting starts on time.
Make sure that everyone has the Agenda, and understands it.
Move the business of the meeting along.
Keep to the Agenda.
Discourage distracting behavior such as:
- Not listening
- People talking off the point on their favourite subject
- People talking past each other
- Apathy
- Using a cellphone in meeting
- Walking in and out of meeting unnecessarily
- Slamming doors or moving furniture around
Keep to the formal rules of debate where necessary.
Allocate an order for speakers.
See that everyone has a fair chance to speak.
Summarize the discussion if necessary.
Tie up loose ends.
Identify any action that has to be taken and by whom.
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See that the Secretary records the exact wording of any decisions taken. The
names of proposers and seconders should be recorded.
See that the Secretary records financial transactions correctly.
Where necessary, delegate responsibilities and have these recorded.
Act impartially throughout the meeting.
Strive to be fair when decisions are made.
Exercise a casting vote only when no other way can be found of revolving a
matter.
See that motions have been correctly put and seconded.
See that votes have been correctly counted and recorded.
Summarize all decisions at the end of the meeting and ensure that people know
what they have to do next.

Duties of secretary
The Secretary is normally responsible for:
 Keeping the records of the meetings in a Minutes book.
 Ensuring that the Chairperson is kept up to date with all the factors affecting the
meeting.
 Keeping a correspondence file.
 Keeping a attendance register.
Before a meeting
The Secretary should ensure that:
 A notice of the meeting has been prepared and sent out within the time period
prescribed in the constitution.
 The agenda has been properly set out with the correct wording. This should also
be sent out in advance.
 All minutes are up to date, and that correspondence has been correctly filed so
that it can be presented at the meeting.
 The venue has been booked and that the correct tables, chairs, microphone and
audio-visual aids have been booked. (S)he should also ensure that the venue is
ready for the meeting.
During a meeting
The Secretary should:







Ensure that everyone signs the attendance register.
Check that there is a quorum present, according to the constitution.
Report to the Chairperson on the numbers present.
Read out the minutes o the previous meeting if the minutes have not been
sent out in advance.
Record the proceedings, ensuring that exact wording, figures and names have
been recorded.
Ensure that all motions, with proposers and seconders, have been accurately
recorded.
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Record the numbers who voted.
Record the names of those who have to take further action, and deadline
dates for this action, where relevant.
Collect copies of the Chairman’s and committee reports for filing.

After the meeting
After the meeting, the Secretary should:








Write up the minutes of the meeting within seven days, and send them to the
Chairperson for checking.
Once the minutes have been checked, file a copy and send copies to the
Chairperson and Executive Committee where appropriate.
Write all letters as directed by the Chairperson.
Brief the Chairperson on matters that have to be followed up.
Brief sub-committees and individuals if they undertook to do specific things,
before the next meeting. (S)he should also remind them of deadline dates.
Help the Chairperson prepare the agenda for the next meeting.
Check that all rules in the constitution have been correctly followed.

Duties of treasurer
A Treasurer’s duty is to keep accurate accounts of all financial transactions.
(S)he also has to run the bank account and prepare the accounts for annual
Auditing.
All formal meetings are called by means of a typed Notice of Meeting. This
Notice is normally accompanied by a formal typed Agenda. The proceedings
are recorded in formal Minutes.
This section describes the format and content of the above messages.
Minutes are important documents for four reasons:
 They remind those who attended and those who did not about the
business of the meeting.
 They form part of the historical records of the historical records of the
municipality.
 Once approved, they are the official legally binding records of a meeting.
 They may be used as evidence in court.
Minutes should, therefore, be very carefully and accurately written. /they should
be factual, unambiguous and to he point.
Planning and organizing messages
Well-organised messages are essential.
Any audience needs to know two things at once about a message:
 What are its purposes?
 What is it about?
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A well-organised message starts with good research and effective use of sources.
The details of every work consulted should be recorded on a bibliography card.
Notes and records of interviews should also be recorded on cards.
Once the research has been done, information has to be organized:
 Brainstorm ideas by creating a mind-map or creative pattern.
 Then organize the ideas by means of a topic outline.
The topic outline, either down or across a page, helps the sender to ensure
unity, coherence and emphasis. A unified message is one that has one major
theme flowing through it. A coherent message is one in which each stage flows
into the next with good transitions. A message with the right emphasis is one in
which the most important idea is very clear to the audience.
Messages should be organized so that they follow a specific plan. This could be a
time-plan, general to particular to general or largest to smallest.
Key points











Plan messages very carefully.
Research information and use bibliography and note cards.
Use a creative pattern to generate ideas.
Once you have generated ideas, use a topic outline to achieve unity,
coherence and emphasis.
Use the beginnings and ends of messages to achieve the greatest impact.
Take great care to make the middle sections of messages as effective as
possible. The middle sections are the weakest sections.
Use a diamond shape for a business letter.
Use a pyramid shape for a report.
Use an inverted pyramid for a press release or for newspaper writing.
Use specific orders of information for the best impact.

The aim of the proposed Plan is to seek approval for a Communications or Public Relations
Plan for 2016 detailing the proposed expenditure and strategic direction of the Publicist for
the remainder of this as well as the next immediate financial years.
The plan submitted herewith reflects expenditure items traditionally contained in a local
authority PR- (Publicity/Communications) Budget but is presented so that it can make
provision for alignment with IDP Budgets, if necessary.
If the Grant amount for further publicizing Service delivery aspects should not exceed R200
000 then I assume the necessary amendments can be made during the motivational phase?

Specifics
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A Communications Plan should be developed to sustain the sound relationships between the
Municipality and its many stakeholders.
The overall aim of the Plan is to improve the Municipality’s public image and to encourage
stakeholder/community participation in all of its activities, and to make the stakeholders more
aware of service delivery excellence.
Ideally the PR Plan should be integrated with the local authority’s IDP Budgets.
Its main thrust is to underline service delivery and project successes of the Municipality.
It should be flexible enough to slot into any of the publicity needs of any Municipal action,
which results from the implementation of any facet of the IDP.
The Budget informs the action plan.
The Communications Plan is based on situational data generated by the Municipal
communications experience over the past five years.
Although we have no scientifically based data on what the public perceptions are about the
Municipality and its services, we have a good idea of what stakeholders think, from scanning
media reports and receiving data from the public.
house Trainers for that newspaper.
Situational analysis
Much work has been done in all Wards, also by the District Municipality to enhance the
image of municipal service provision.
This includes publicity generated by successful events, water supply and other service
delivery actions.
Publicity generated by a number of service delivery projects have by word of mouth reached
the furthest corner of the municipality.
It will be beneficial if the Municipality’s Director/Manager Corporate Affairs undergoes a
period of training prior to his taking over the implementation of certain aspects of this plan.
It is important to bear in mind that perceptions are not reality and that while we may show
statistics revealing what we’ve launched and spent on service delivery activities these
statistics do not show the attitudes, misconceptions and opinions that can exist regarding the
municipality as an institution.

Perception: reality nationally
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The reality is that the overwhelming evidence about such municipal service delivery, and
amounts owing by municipalities to the state, corruption etc have been sensationalized to
the point where the `general public’ does not think highly of local authorities.
Eventually a survey can help us direct our Communications programmes towards
sharper definitionsas the IDP reviews, which will at least get us comment from
interested people.
Our first goal should be:
To improve our public image by communicating in an effective transparent and proactive manner with a wide range of stakeholders on a sustained basis.
This can done through more regular publication of news in the new uMlozi, copying articles
to the Zululand Observer and where necessary other provincial publications.
Icora FM Radio or similar can also be utilized, bearing in mind that radio publicity is of a
most transitory nature. A video should be produced asap.
Our second goal should be to improve the relationship with the business communities in our
town by encouraging them to become more involved in synergies that will enhance local
economic development (LED)
This goal will create awareness of our LED programmes among the business community.
It will also facilitate visits by foreign investment delegations.
Local business persons should be encouraged to meet with these delegations and to
accompany future delegations to foreign destinations. Their advice can in any event be
sought, especially where there are possible synergies.
Our third goal should be
To enhance awareness amongst our rural segments about the municipality’s role in
delivering essential services and as a LED-agent
This goal may be motivated by stating that its implementation may improve the rate of
payment for municipal services and to encourage more public participation in the whole IDP
process, increase AIDS and gender awareness, and to reach a greater percentage of our rural
population with various information campaigns.

The objectives can if the plan is implemented be crafted in such a manner as to be measurable
for evaluation purposes.
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Stakeholders
Our stakeholders in the region are:
Our Councillors, individual ratepayers, the business community and corporates, the local
residents’ associations, Chambers of Business/Commerce, the Black Management Forum, the
Uthungulu Community Foundation, informal traders, co-operatives, the university and FET
communities, high schools, women’s associations, trade unions and whomever else is
significant over the next three years.
They would include also other municipalities, at all levels including municipal managers,
officials and Councillors.
The Provincial authorities would be included,
The office of the Premier and all Provincial government departments.
Provincial government agencies such as Trade and Investment KZN, Tourism KZN as well as
NGO’s and obviously the KwaZulu Natal Municipal Marketing Initiative would be included.
The National Government and all its departments would be stakeholders.
So would be SALGA, Kwanaloga, the Institute of Local Government (ILGM), the National
Council of Provinces, the Municipal Infrastructure Grant (MIG), the National Treasury and
similar professional bodies.
Organizations such as the UN, the EU, the Development Bank, international banks and
investors, Eskom, Telkom, suppliers, the media, foreign embassies and donors, etc.
The messages
Ideally the messages must all be the same or similar, but given the South African and KZN
realities the emphasis, techniques and frequency should be custom-made to fit the stakeholder
receiving them.
Let us identify a few messages directed at specific stakeholders, bearing in mind that all the
messages are suited for all the stakeholders.

The Business Community
The Municipality is a responsible corporate citizen.
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We seek partnerships with business, here and abroad to develop initiatives and bring
investment and jobs into the area.
We take seriously any critical comment by business on the conduct of our affairs as they
affect business growth and contentment, or the administration of the municipality itself.
We value the participation of the business sector in municipal affairs.
We actively seek the support of the business sector in recognizing our developmental role as
mandated by the national government.
We can strike a bridge between the `two world’ economy which KZN experiences.
We are committed to service delivery and service excellence.
We are committed to transparency.

The investment community
The Municipality has investment potential in especially certain areas—tourism and
agricultural processing-- for example.
We are your agency of choice when analyzing investment potential and we advertise this fact.
We manage our finances impeccably.
We produce business-like annual reports as required by law.
We can answer queries about the area.
We seek partnerships in order to synergize development initiatives and bring jobs to our
region.
We have excellent support services eg bankers and legal experts right here.
Skills training facilities are on our doorstep
There is labour in abundance.
Media
We co-operate with all media at all times.
We have special access to the media.
We are respected by the media as we understand their unique needs.
We are a high-performing municipality.
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We are committed to service excellence.
We are not reticent to talk with the media and to answer their reasonable queries and
questions.
We are responsible on health and environmental issues.
We train our staff.
We bridge the gap between the `two world’ economies in the region.
We communicate with all our stakeholders in a responsible manner.
We respect the aspirations of our different communities.
We enjoy the support of business.
We fully understand the new municipal dispensation and cooperate with all levels of
government.
We are serious about service delivery.
We wish to help address crime and the AIDS pandemic in our communities.

Rural Communities
Council is serious about efficient service delivery
We are the tier of government closest to the community and they must feel free to reach out
to us through Ward Committees and Councillors for assistance and advice.
We recognize the special problems of youth, disabled and women.
We are aware of the ravages of AIDS and lead the local fight against it.
We respect and honour the traditional system of African tribal government and seek to
associate it with our decisions, which are arrived at democratically.
Through its various progammes we seek to create more jobs in the whole area.
Our own job creating policies centre on our own communities in the first place.
We respect communicating in isiZulu and do what we can to facilitate this.
We value the participation of our communities in the governance of the area.
We advocate bridging the gaps between the `two-world’ economies we face here.
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Provincial and National Government
We are is the development agency of choice, which has an expert, experienced staff
complement which understands the mandate of developmental local government and can
assist the other tiers of government at local level by communicating developmental actions in
terms understandable to the local communities.
We rely on support from the other tiers of government.
We make government understandable to the local communities in concrete terms: jobs,
information, understanding, health and other care, etc.
We manage our finances transparently and well.
We are committed to service delivery.
We listen to the voice of the local people.
We believe in and practice democracy and are advocates of publicizing the Ward Committee
System.
Furthermore there are always unplanned activities usually resulting from initiatives launched
by the other two tiers of government and of which municipalities are often unaware.
This plan strives to be pro-active, but there are issues to which reaction is often required.

Communication model (1) for our Municipality:
Municipal Systems Act requirement
Roadshow mode:
Mass communication
Consider that the Municipality wishes to communicate an action/policy to the whole region to
inform residents of what is required from them.
In the first place the possibility of cooperation in this regard with the District Municipality,
which has a broader communications brief and a deeper capacity, must be canvassed.
Consider that the Annual Report’s summary in newsprint form is to be brought to the
attention of the communities by means of a Roadshow, or that the IDP must be reviewed, a
legislative requirement.
This event will also feature the screening of a promotional video and messengers (see below)
delivering speeches.
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The messengers in this regard will be the relevant Ward Committee members in each Ward,
the relevant Councillors, officials and where necessary the Mayor and the Speaker.
The MEC may be invited.
Actions
A central venue must be established which can technically accommodate the event, or be
adapted to do so.
The necessary maps and documents will be prepared in-house for Power Point or other means
of presentation.
Speakers (messengers) will be identified, preferably fluent in isiZulu or there will be
provision for interpreters.
One month lead-time will be allowed to invite the residents by word-of-mouth, radio, or
newsletter.
The rural communications network depends on a functioning Ward Committee system,
schools, clinics and any other means.
The purpose is to attract as many residents to as few central points as possible to save on
costs and to optimize the attendance/cost ratios.
In this regard the best attended Roadshows/rural meetings contain a generous element of
entertainment and start around 11:00 hrs on a Friday or Saturday.
Bag lunches should be provided considering the distances certain people have to travel.
A serious effort must also be made to investigate the possibilities of providing bus transport.
This can be facilitated by working through the Ward Committee Members, the local party
political structures so as to set up central departure points, which are conveniently reached by
residents.
In this regard GIS mapping is a great help, which tells you at a glance how far (in time and
distance) which concentration of residents is from which bus point.
Obtaining the services of a Disc Jockey plus equipment, which presupposes the availability of
ESKOM power or generator power.
Alternatively school choirs can be accessed and while musical instruments are not essential,
they add a positive dimension to the events.
The Music Department of the University of Zululand may be approached for help/advice in
this regard (035-340-902 6000)
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This requires a thorough knowledge of the community halls facilities in the area as well as
the movements of the custodians of these places (where are the keys, for example!).
The Ward Committee Members should canvass these details well up front and a detailed
Action Plan, flowing from meetings should be committed to writing and given to all
organizers.
The Ward Committee must appoint a Master of Ceremonies, preferably.
Consideration can also be given to involving a local Minister of Religion/priest wellacquainted with the communities concerned.
A programme of events must also be produced in isiZulu.
No less than four/ Roadshows /year are recommended at whatever is budgeted/approved.
Ward Committee members must also be encouraged to recommend for inclusion events e.g. a
beauty contest, flea market, arts and crafts competition, choir competition etc.
A proper balance must be established between the features, which serve as attractions and the
actual motive of the Municipality in organizing the event.

Our purpose is to attract as many residents as possible to attend the review of the IDP
and to obtain base data for our proposed attitudinal survey on which to base further
reviews of the Communications Plan.
Summary
Roadshows are highly recommended to communicate or to obtain feedback primarily for
IDP Review purposes.
Each Roadshow should pack as much structured information into the event as can be
comfortably accommodated.
The Roadshow should serve the immediate gratifications of as many constituencies as
possible to optimize the numbers: cost ratios.

Communications Model (2) for Municipality
Public Relations requirement
Presentation Mode: Publications, videos, Power Point Presentations etc
Investment and Business Communities
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This model has been chosen because it is at the other end of the communications spectrum to
Model 1 and requires a totally different approach both technically and practically.
These communities are targets for communications by a local authority because they can
contribute very substantially to its tax base in order to finance the needs also of the local rural
communities, although the rationale is never postulated as bluntly as this.
Communications with this community should also be a two-way channel, with the
Municipality seeking feedback for its attitudinal data base (what do they think of us? How
can we improve this image?)
The techniques of communicating with this community are those used in Western business
communications.
They are therefore businesslike, direct, economical concerning the use of time and resources,
and usually very specific.
They consist primarily of a multi-media database: videos, brochures, media releases, lunches,
information seminars, and business meetings.
In essence the messengers are the senior Council and Municipal personae (Mayor, Speaker,
Ward Chairpersons, etc and the Municipal Manager and his cohorts).
The messages are as set out above, together with possibly specific examples.
Budgeting is straight-forward according to the Procurement System for specific
communications products: booklets, brochures, videos, newsletters, media releases.
Strategies for the production and directing of such packed messages are matters of
discussions between the Mayor, the Municipal Manager and the Manager: Corporate Affairs
and their delegated appointees.
In general the messages are directed locally, except in the case of material destined for
foreign use, e.g. Chinese language marketing packages.
Again the cost here varies according to the timing of the strategies.
The main ongoing strategic element in planning here is the question of timing the release of
the contents of media statements.
Example:
Media Releases
Media statements of Councils flow for 97% from decisions taken by the Council, responses
by the Mayor/Municipal Manager on events concerning the residents, or about local
politics/investments/disasters, or from unplanned situations occurring in the area.
Increasingly the general flow of municipal news to media has been unfavourable and remains
focussed on lack of service delivery and issues of corruption.
There is also a serious media failure to distinguish between areas of governmental
responsibility concerning tiers of government.
Municipalities are not responding to fill this vacuum.
In this regard the Municipality needs to re-train staff in the techniques of writing media
releases.
This will include becoming fully acquainted with what for instance the Zululand
Observer/Umlozi/ Mercury etc regard as news; the realization that municipal news has a
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relatively low priority in the eyes of news editors; recognizing the gatekeepers of
newsmakers, etc..
This training is readily at hand and will require about two weeks of the Corporate Affairs’
manager’s time.
It is essential the Municipal Manager’s Office keeps a record of all media releases published
as well a record of editorial comments.
These press clippings are invaluable for judging the public perception of the municipality’s
performance as the media do influence public opinion.
The reasons for putting out media releases is to keep a broader public informed about Council
achievements.
What must always be considered is that well-placed persons can always influence a medium
not to publish a story, which may have a negative impact on the perception of the
municipality.
This too requires training in developing relationships with media persons.
Communications Model (3) for our Municipality
MSA Requirement
Presentation Mode: Annual Report
Auditor General
The Municipality is required by law to report on its achievement of certain functions
allocated to it by the state and in many cases financed by state organs.
The municipality is obliged by law to report on its progress with the implementation of
certain functions.
These may differ from year to year, but currently include the Land Use Management System
(LUMS), the Performance Management System (PMS), the IDP Review System and other
essential functions.
This is done by producing an Annual Report, which contains many features of the usual
commercial world’s annual report, combined with promotional material and other municipal
views, news and achievements.
The Annual Report is the ideal vehicle for conveying the image of excellence and service
delivery.
In short our Municipality spells out its achievements in the five main areas where it operates
as a development agency:
o
o
o
o
o

Infrastructure and Services
Social Development
Institutional Development
Local Economic Development
And as said, LUMS

Properly managed and implemented the IDP results are again reviewed for performance and
progress by the MEC.
His (her) suggestions are duly noted and implemented, ensuring a close mesh between the
Province and the Local Authority in the implementation of the government’s thrust to
implement development policies across a broad base.
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The planning of the Annual Report as the Municipality’s most predictable single piece of
communication, begins at the end of the financial year when the Council approves the
financials on the recommendation of the management.
It serves as both a prestige promotional public relations tool as well reporting on the
performance of the obligations, which have been set by the state.
The planning of the Annual Report, probably the most costly municipal publication, proceeds
as follows:
o
o
o
o
o
o
o
o
o



Instructions issued to Editorial Advisor
Draft report prepared and approved
Photo data incorporated
Forewords by Mayor/Municipal Manager completed
Financials analyzed
Media release on financials
Printers appointed
Proofs cleared by Administration
Report re-submitted to Auditor General and signed off/rejected/amended
Proof Reports circulated to Council and approved
Report printed

Internal Communications actions
The Models above pertain mainly to external communications.
Internal Communications are routinely routed through the Human Resources
Department and the contents thereof are the responsibility of that function.
This would include all staff-related communications, like printed conditions of employment
etc.
Internal (staff) newspapers are good morale builders if they genuinely respect the needs of the
employees, which have to be established based on the staff’s perceptions of current staff
communications.
They must not be viewed as management propaganda.
Employees want the following from employee communications it was shown in a
Communications Audit relating to a local authority in the region.
Organisational plans for the future (95%); productivity plans (90%); staff policies and
practices (90%); job-related information (89%); job advancement possibilities (88%); extent
of external factors on my job (88%); where do I fit in? (85%); where are we better than other
local authorities? (83%); staff changes/promotions (81%); how do we (I) relate to our
community? (98%); where do we stand on current issues? (80%); financial successes (67%);
human interest stories about employees (70%); `hatched, matched and dispatched’ staff news
(79%)
Internally the communications methods may differ between municipal cultures but should be
guided by accepted principles.
It is recommended that where not in use, e-mail be implemented between individuals with
copies to affected parties, indicating on dispatching a message that a record be kept of it
being read/not read.
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All policies relating to internal communications should be committed to writing after
agreement has been reached between the staff of the best methods to be used daily. Because
of different staff schedules it proves useless to be prescriptive in regard to the use of e-mails.
The point at issue is that a message sent, must be able to be proved a message received, and a
message received is presumed by management to be a message implemented unless otherwise
indicated.
Organizational communication audits have indicated:
o Most employees do not have the opportunity to send a great deal of information.
Their primary need is for information related to their jobs.
o The higher up the hierarchy information is sent the less response there is
o The employee’s best source of information is the immediate supervisor
o The lowest quality information is from top management, reducing the quality of
all information
o Employees get more information from the grapevine
o There is a need for top face-to-face information with top managers
o Employees have found that that good communications exist with co-workers and
supervisors
Recommended Standards for staff communication, through the MM’s Office
The contribution of unionized workers must also be factored into the internal
communications plan:
Establish a formal, organized programme of regular communication with all employees
involving key information about the municipality
 Establish regular, frequent printed communication for all employees
 At least twice a year management should meet with all employees on a sort of open
day basis. Perhaps a SALGA/Kwanaloga speaker can be considered to share thoughts
with employees. It must not turn into a confrontational gripe session.
 Institute a suggestion box where anonymous tips to `improve’ work situations may be
dropped off
Recommendations
The Communications Plan should be instituted in three phases, the first being a
Communications Audit of the external environment/residents.
The Council would be required to budget for this.
The first step of this survey will intimately involve the Ward Councillors and those
officials/Consultants who handle IDP issues.
They will be required to canvass a sample of residents in their areas with a questionnaire,
which will be analysed and weighted by Consultants with the assistance of GIS tools.
These replies will then form a factual base on which to build the second phase of the
Communications Plan and will be annually revised with the IDP.
The Human Resources function will conduct the internal communications audit for the staff
communications internally, based on documentation supplied to them..
Parallel with this audit current communications actions continue as in the past: the newsletter,
media releases, input for speakers’ forum, production of brochures, Annual Report etc.
These activities will have to be phased into the plan at a later stage.
The HR function will be required to assess the positive/negative aspects of this training.
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The following communications related services should be considered during the first phase of
the implementation of the Communications Plan, together with the implementation of current
activities:
Banners and Posters, Corporate gifts, National Arbour Week, World Aids Day, Updating
Marketing material, upgrading website, Calender/Christmas cards, Public Perception Survey,
Media monitoring Service, radio broadcasts, production and publication of Service
Commitment Charter.
These actions impact on the revisions of the IDP.
Finally it is of fundamental importance that the IDP Review Meetings be significantly
upgraded regarding publicity

Some of the first course participants proudly show their attendance certificates
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CHAPTER 10

MARKETING TOURISM ……. A case study to identify job opportunities
A toe in the Indian Ocean
Genesis of a public-private marketing partnership in Zululand
In December 2000 a new municipal dispensation was launched in South Africa, which
reduced the number of municipalities nation-wide from over 800 to a more manageable 284.
This dispensation, it was envisaged would be people driven and not ideologically driven and
it would concentrate on development and job creation.
The mechanism to be used to achieve the development driven municipalities would be known
as the Integrated Development Plan (IDP).
This mechanism would be both instrument and process and through a system of structured
reviews would be constantly adjusted to variables in the management environment.
Some municipalities have published imaginative information technology based programmes
for IDP management, worthy of independent study.
The Province of KwaZulu-Natal has long been both underdeveloped in national terms and
has been a magnet for tourists, both local and foreign.
It is therefore logical that in the needs analysis for implementing the IDPs tourism
possibilities and realities would feature prominently.
Tourism creates jobs and in carrying out their mandates to encourage job creation,
municipalities would look critically at tourism.
This would entail an analyses of existing (mainly private sector) tourism developments as
well as drafting suggestions for developing new tourist attractions.

System at a glance

In KZN, local authorities are grouped together under a District Municipality.
For the purposes of this case study we will look at tourism developments and possibilities in
the newly created (December 2000) municipality of uMlalazi, which is named for a local
river.
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Known as KZ284, uMlalazi is with five other constituent local authorities Mbonambi.
(KZ281), Nkandla (KZ286), Mthonjaneni (KZ283), uMhlathuze (KZ282), and Ntambanana
(KZ283) part of the District Municipality of uThungulu, known as District Council (DC28).
This area is situated in north-eastern KZN and wholly in what is traditionally referred to as
Zululand.
The entire area has low levels of urbanization and more than 80% of the population is rural.
Umlalazi is typical of the whole area, with the added advantage of having access to a 80km
pristine shoreline on the warm Indian Ocean.
More than half of its formally employed population is involved in agriculture while statistics
show that the area benefits heavily from tourism.
These are two main areas of economic activity, which have also been identified as areas
ideally suited for further growth.
Umlalazi is one of the largest municipalities in South Africa at 2 300 sq kms. The population
stands at an estimated 250 000.
HIV/AIDS presents a nightmare scenario with an estimated 55% of the population estimated
to be infected. The figure is rising. Crimes of violence occur regularly.
Highly publicized hijackings, murders on beaches, rapes and robberies are regular
occurrences, which naturally affect tourism.
Bus tours, many carrying foreign tour groups, and which are less susceptible to these types of
crimes remain popular.
Buses are however being hijacked, or drivers refuse to enter areas of formerly heavy tourism,
due to very bad roads.
(The state of the roads is a symptom of the dysfunctional relationships between the IFP local
Council and the Province, which is ANC. Although this is denied, of course, it can be shown
that letters of complaint about the roads etc from the local authority to the province remain
ignored.)
Women make up close to 60% of the population.
Umlalazi has the highest rainfall in South Africa. Its IDP identified tourism and agriculture as
areas of high development potential.

Development Potential
The uMlalazi Council recognises that while specific agricultural and tourism
developments are optimally launched and ultimately managed within the free-market
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system by entrepreneurs it has a duty to encourage the conditions and the environments
conducive to the optimal development of these major job creating sectors.
Transport infrastructure has an urban bias and the rural areas, including much of the beach
areas, face problems of accessibility.
There is a high-standard airport at Richards Bay with car hire facilities.
The urban hub of the whole Zululand area is the Richards Bay-Empangeni complex
(uMhlathuze).
Any serious study of the tourism potential of the Zululand area is informed by the fact that
the whole area boasts historical sites, battlefields, cultural villages as well as expansive and
impressive, if remote beaches.
The government ban on 4 x 4 vehicles on these beaches has dealt a heavy blow to businesses
in the areas. General trends indicating a sharp fall-off of inland visitors to resorts like
Mtunzini are clear since the announcement of the ban.
The onus of imposing the beach ban in formerly popular stretches of beach, on visitors was
eventually identified in the case of uMlalazi as being within the ambit of Ezemvelo KZN
Wildlife, and not the Municipality.
Sales of crafters’ curios specifically have been affected by the vehicles-on-the-beach-ban,
which is serious as these are among the poorest of the poor. B&Bs are also affected as are
sports shops, garages, charter vessels and day visitors to the beaches.
The vehicles ban on beaches in KZN is a case study in contradictions and paradoxes. While
one arm of government seeks to encourage job creation and tourism diversity, another
effectively strangles it.
The debates around this ban in the media have done little to alleviate the effects of the reimposition of poverty on emerging societies, which were just starting to interact with the 4x4
culture.
Policies
Within the functional municipal context the District Municipality deliberates on Tourism
policy for its constituent local authorities.
It also modestly finances the establishment of local Tourism Associations, usually consisting
of groups of private tour operators, B&B establishments, hoteliers, chalet and lodge owners,
and backpackers’ establishments (which are proving very popular with that market segment).

The uMlalazi tourism attractions include:


Game viewing and day safaris being adjacent to Zululand’s world famous game reserves
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Deep sea and shore angling
Whale watching along the uMlalazi coastline (best statistically in Africa by boat at 700%
higher than Hermanus, the `traditional’ whale watchers’ spot)
Cultural experiences such as Shakaland and Simunye which despite atrocious road
conditions for the former still attract the most tour bus traffic (80% foreign) in the
uThungulu region at 70 000 between them


*(NOTE: It seems a fair comment that local politics between the ANC and IFP parties are
preventing essential road upgrades to take place in a satisfactory manner. The uMlalazi
Council, in which Shakaland a world-class facility is located, is IFP dominated, while the
roads function at Provincial level is in the hands of an ANC Minister. At the time of writing
there have been some 3 years of fruitless correspondence on the matter. The bus companies
were at last report threatening to cancel out the lucrative and attractive tours because of
customer complaints and severe damage to busses.)











Lodges and B&Bs
Hiking trails
Horse riding
Aerial Boardwalk in Eshowe
Canoeing on lagoons and rivers
Biking trails
Camping of all sorts
Irrigation (agricultural) tourism in conjunction with agri-tours from Holland to this
region
Religious interest tourism (missionary interest, e.g. Norwegians/Lutherans)
With the exception of the Aerial Boardwalk and the last item, which is loosely
coordinated by the Museum staff of the Municipality, the above activities are mainly
privately owned.

Potential development assets

The following natural assets have also been identified and will require carefully applied
conservation measures:


Siyala Coastal Park, which offers a coastline for major developments. Mixed land uses
such as hotels, camping sites, chalets, walks, boating and fishing facilities can be
developed
 Ongoye Forest is one of South Africa’s most unique forests. The development plan,
together with access roads is near completion
 The Zululand Birding Route, is training birding guides from among the local people
 *NOTE: The bird life in the area is one of 5 world class eco-tourist attractions in the
area. The others are rhino conservation, the Coelacanths off Sodwana, trees, butterflies and
moths.
 The Nkandla and Quedeni Forest areas are among the most impressive in the country,
but the access roads are beset by mists at certain times of the year
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 The Phobane dam offers a wide range of water sports, angling, camping and picnic
sports. A floating lodge is a favourite feature
These and other areas are natural assets and increased visits will depend almost entirely on
upgrading the roads. The local people must also be educated to the value of their heritage.
Marketing of these and other possibilities has been to date done where at all, most profitably
by independent operators using specialized publications, shows, and word of mouth.

Communication

The Council has produced a promotional video, in which tourist attractions feature together
with sketching a general view of amenities in the towns of Eshowe, Mtunzini, and
Gingindlovu.
The target audiences for this video, which has been produced to accommodate modular
inserts/amendments is the local population as well as for groups of interested visitors.
The Council has established tourist information offices in Eshowe where visitors are assisted.
Evaluations have recently commenced on the numbers of visitors to this office, from whence
they come, nature of enquiries and whether foreign or local.
The video has been edited and produced in Mandarin Chinese for use in China and Taiwan.
The Umlalazi Council has also produced a Chinese language video for the KwaZulu
Municipal Marketing Initiative (KMMI) whose function it is to attract Chinese investment to
member areas (Newcastle, Ladysmith and uMlalazi).
This video has attracted investments pledges, with deposits paid to the value of R25-million,
no insignificant result and an excellent return on the original production investment of about
R70 000.
Included in this Chinese investment package is an hotel complex, which according to the
investors from Taiwan will offer package tours to visitors from the East, to the Umlalazi area
and beyond.
This is a good example of foreign interests being aware, and wanting to take advantage of,
the tourism attractions of the Umlalazi region.

The uMlalazi Council encourages private enterprise to promote tourism:



Participation by way of exhibition stalls, brochures, videos in shows like Getaway and
Indaba, which are among the biggest in the world
To encourage small and medium (private) tourism enterprises
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To promote tourism to and investment in uMlalazi area by means of marketing aids like
videos, brochures, media releases, news-making events, and other reactive responses
To help coordinate tourism marketing efforts in the area without being prescriptive
To sponsor events, routes and shows
To develop crafters (eg Vukani which has sales world-wide)
To bring about a greater awareness of the value of tourism to the area
To develop community based tourism
To request surveys by the District Municipality on tourism trends in the area
To update accommodation statistics in the municipal area (currently at 1900 beds)
To deliberate on B&B applications to ensure acceptable standards
To conduct regular health/safety related inspections of tourist facilities and to report on
same
To encourage local tourism operators’ participation in supplying inputs to strategies for
District Municipal consideration
To take an active interest in developments spearheaded by Tourism KZN, the Elephant
Coast (Branding) Committee activities, Ezemvelo KZN Wildlife events/activities and
those of the Greater St Lucia Wetlands Park Authority (The Wetlands Park)
To report on matters of tourism interest in the Municipal newsletters
To inspire news-making (tourism-related) events for media
To identify synergies

Conclusion
The marketing of individual tourist attractions within the Umlalazi Municipal area is
currently the responsibility of individual private enterprise stakeholders.
The Municipality has identified tourism (with agriculture) as the growth area to create jobs
and encourage development with the most potential.
The development of the tourist potential of the area is an amalgam of the
identification of a wide variety of tourism possibilities by the municipality, plus the
selection and involvement of the right developers to bring projects to fruition.
Marketing tourist attractions is not the core business of the Council.
The current Council (2004) inherited a promising chalet complex in Mtunzini from its
predecessor, which ran it at a R400 000/year loss.
The Council upgraded the facility after conducting a visitor/guest survey and after calling for
tenders leased it out to a well-known KZN leisure group, which maintains and markets it
successfully.
Previously known as the Mtunzini (Town Council) Chalets it now operates under the name of
the Mtunzini Forest Lodge, and is managed by the Gooderson Group.
References:
Interviews were conducted with Umlalazi Municipal manager Chris Gerber
Annual Report: Umlalazi Municipality 2003
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Annual Report: uThungulu District Municipality 2003
Various reports in Zululand Observer
Video: Umlalazi, The warm heart of Zululand

When the British occupied Zululand, eShowe was their preferred colonial base with
troops and police stationed at Fort Nongqayi which is now a tourist attraction and
national monument.
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Securing the future

When presenting the first course in this series of discussions the facilitators found it essential
to fully explain to the participants that exposure to the materials, and the lectures and
discussions would not guarantee them instant employment.
The invitations to interested parties through the local media had been directed at matriculated
and graduated, unemployed youth with an age cut-off at 35 years. Despite this admonition it
was clear that perhaps half of the attendees were under the initial impression that
participation in the course would serve to add to their formal qualifications.
It was explained that the main thrust of the course was to improve their social skills, their use
of English and in broad terms to orientate them to the world and ethics of work. They were
shocked to hear that some 67% of youth in this region were unemployed and they shared
experiences about fruitless job searches with each other as a first-time emotional download.
In this manner then the participants restructured themselves into a sort of informal support
group without sliding into shared despair. In that sense the exercise justified itself in an
unexpected way by de-stigmatising the unemployment status and sharing the loss of dignity,
felt especially by the few graduates who shared intimate space every week with younger folk
who had only a basic education.
While the course emphasized the necessity of understanding the world of formal work, it is
clear that developing entrepreneurial talents and skills is also fundamental to addressing the
massive and crippling social problem of unemployment in Zululand.
The alternative is that these often highly intelligent and talented individuals can find
themselves engulfed in cynicism, find solace in drug abuse, or slide into criminality.
Without a vibrant vision of a secure future within a caring society, such unemployed,
potentially valuable members of society can be lost to the nation.
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CHAPTER 11

A SKILLS GUIDE FOR YOUNG SOUTH AFRICAN WORK SEEKERS.
1

INTRODUCTION

The Mail and Guardian newspaper reported on our Youth Day 2015 that, according to
Statistics South Africa (a National Government Department), there are some 5.5-million
young people in South Africa between the ages of 15 and 35 who are not employed. This is a
serious problem because experience has shown that the longer young persons are out of
work the harder it will be for them to find work.
However, other countries also have a similar problem, if not on such a large scale, of getting
their young people into work. It would then be useful for us to have a look at what some
other countries are doing to make it easier for their young people to find work.

2

THE UNITED KINGDOM

Perusal of British Government Departments and employer organisations’ web sites show
that both have been concerned for some time about the lack of work readiness and the
skills of their young work seekers. Both these bodies have been trying various means to
overcome these problems. The following three interventions have now been running for
some time and the indications are that they are proving to be of considerable help:
1
Having unemployed young people take part in meaningful, high quality, work
experience placements of at least six weeks with an employer, to provide real insight and
experience into the world of work.
2
Having unemployed young people undertake training courses delivered by
accredited training organisations. These courses develop skills including CV writing,
interview preparation, interpersonal skills. These courses also give full information about
local businesses and industries and potential job opportunies.
3
Research has also shown that young British work seekers need English language and
Maths support. The same training organisations that provide work related training also
provide literacy and numeracy training to improve these skills. In addition to this, local
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employers are encouraged to liaise directly with the training organisations to have
additional course content included to meet their business and local labour market needs.
This makes the training content relevant and allows the trainees to graduate with an
industry specific vocational qualification.
The Confederation of British Industry’s (CBI) 2014 annual education and skills survey
showed that the majority of employers were dissatisfied with the self-management skills of
school leavers. They were also not satisfied with their literacy and numeracy skills, which
were calculated at 36.4 percent and 42.4 percent respectively.
The CBI also supported the giving of additional job readiness training to young work seekers.
The aim of these training programmes is to help those young people who are eager to work,
but whose lack of experience often means that they fall short of an employer’s
expectations.
It was also accepted that such training made young work seekers more attractive to
employers and competitive for apprenticeships or other jobs with pre-training needs.
This development of traineeships represented a significant step forward in ensuring that
young people without a job or training opportunity were better equipped to find either an
apprenticeship or other type of worthwhile employment.
Accredited training providers, spotted a gap in the provision of such training, when advised
by their training staff that many young people applying for work vacancies were not work
ready.
On these training courses, young work seekers spend three weeks working on employability
and interview skills and preparing for job searches. The course attendees are also given
support with their English language and maths skills.
Helping to sustain these training courses was a survey that found that two in every five of
all employers said they would be more likely to recruit a young person, or school leaver,
who had at least six weeks’ of quality work experience training.
The creation of such training opportunities for young people to gain experience and
confidence is then crucial if they are to be helped in securing employment. Experience has
shown that traineeships do make a difference. It gives young people their first break to
unlock their potential and give them the training and work experience employers are
looking for.
However, it is not just about work experience, the work preparation training offered
through the traineeship such as CV writing and interview skills, together with English and
maths, are of equal importance. It’s all part of their long term economic plan to help young
people reach their potential. Surveys also showed that:
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3

74% of employers would be more likely to recruit a young person or school leaver if
they had prepared well for an interview
48% of the employers polled would be more likely to recruit a young person or
school leaver if they had a good reference from an employer or training organisation
45% of the firms surveyed say an eye-catching and well thought out CV would
improve a young candidate’s chances of securing a role in the workplace.

AUSTRALIA

The Australian Government has also been looking at ways to get their young unemployed
people into work. In their web site: https://cica.org.au/young-people-are-our-future-investin-their-skills/ they report that 35 million 16-29 year-olds in the 34 Organisation for
Economic Co-operation and Development (OECD) countries are neither employed nor in
training and of these young people half have even given up looking for work. The OECD
countries consist of most European countries, the USA, Canada, Australia and New Zealand.
The stated aim of the OECD is to help their member governments foster prosperity and fight
poverty through economic growth and financial stability.
The web site further reports that OECD research shows that this waste of human potential
stems partly from the fact that many young people leave their formal education without
having acquired the right skills for work. OECD research also showed that 10% of their
school graduates have poor literacy skills and 14% have poor numeracy skills. In addition to
this, less than 40% of their students have participated in any form of work-based learning.
The Australian Government has also found that even young people with strong skills have
difficulty finding work. This happens as many employers find that it is too expensive to hire
young people with no labour market experience. It then appears that young Australians face
the same problem as their South African counterparts… “I can’t hire you because you have
no experience.” … “But how can I get experience if no one will hire me?”
The Career Industry Council of Australia (CICA) report that struggling students need to be
identified early and given the support necessary to acquire the missing basic skills. They also
advise that regulations need to be adjusted to reduce the cost to employers of hiring young
people with little, or no work experience.
CICA in their web site also address the lack of readiness for work by Australian school
leavers.https://cica.org.au/wp-content/uploads/Preparing-Secondary-Students-forWork.pdf.
There it is reported that information on self-employment possibilities for unemployed
young people must be given out. This information should include details on contract work
and commission-only vacancies, as they are important in getting young people into the work
market. They should also provide information on starting a small business or arranging a
franchise. There was a consensus that students need to be at the centre of planning
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vocational learning and Vocational Education and Training (VET), with all decisions guided by
the students’ best long-term interests. Meeting the needs and expectations of employers is
also vital, as they make the ultimate assessment of quality when deciding whether to offer
jobs to young people. The interests of students and employers are best met by involving and
taking account of the needs of all those who influence and deliver vocational learning and
VET, including parents, schools, school systems and training package developers.

4
WHAT HAS LED TO THESE DIFFICULTIES IN GETTING YOUNG
PEOPLE INTO EMPLOYMENT?
In other words what then has changed to bring us to where we are today with so many
unemployed young people? Schooling is changing and must continue to change to meet the
demands of the 21st century. Global competition, technological changes, increasing
consumer demands and the shift to a knowledge-based economy continue to drive changes
in the nature of work, the requirements of employers, and the many and differing skills that
young workers need. However, has our school systems in South Africa been fast-footed
enough to realise the immensity of, and cater for, these changes taking place?
In the past schools have always prepared young people for work, but now they need to
prepare students to meet higher demands in the workplace. The proportion of low-skilled
entry-level jobs is falling, and employers look for skilled and flexible workers who can
navigate the world of work; interact with others; plan and organise; make decisions; identify
and solve problems; create and innovate; and work in a digital world. Many employers
expect school leavers to have already had some practical work experience, enabling them to
quickly become productive in a new job.
In Australia, students and their parents also demand more from their schooling system.
Both know that the working lives of today’s young people will be full of change and that
they will need to be flexible and responsive. Everyone needs to actively manage their own
career, moving between or combining work and further study in order to add to their skills
and qualifications.
Schools must equip students to make informed work and study choices throughout their
lives. Career education, work exploration and work-related curriculum are vital so that
students can explore career options and understand the nature and expectations of
different jobs and industries. Interested students also need to be able to begin acquiring
workplace skills while still at school, through nationally recognised training programmes
that provide a clear line of sight to a job.
Scholars, learners, pupils and students must be taught, or persuaded to be more assertive in
what they want to do in their work lives. Too often, they leave school with little or no idea
of what they want to do in their working lives and then drift aimlessly from then on. This
then leaves us with a situation similar to what we have in South Africa…large numbers of
school leavers, or even graduates, who are rudderless and find it virtually impossible to get
work.
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There is then no alternative but to now have a vigorous post school or post university
programme of work preparation training. This will help ensure that such young people can
be made ready and confident enough to take the first step in their work careers.

5
YOUNG PEOPLE’S PERCEPTIONS AFTER STARTING WORK AND
THE VIEWS OF THEIR EMPLOYERS

To help us learn what attributes and skills young workers need to survive in a new work
situation it would be useful to hear what some of them say in this regard.
Below is a web site that tells of a research paper, which sets out the research findings
available on young people’s skills for employability.
http://www.acas.org.uk/media/pdf/5/2/Young-people-entering-work-a-review-of-the-researchaccessible-version.pdf

Studies found that there are high levels of awareness among young people concerning
employer expectations of soft skills. Nonetheless, other researchers recount employer views
that young people are largely unaware of their areas of weakness prior to entering the
workforce, particularly in relation to their lack of soft skills. These findings sit alongside
those of studies of young people who have had experience of paid work. They, according to
researchers, appear highly aware of the abilities required of novice workers by their
employers and they actively seek to cultivate these traits. Two researchers, for example,
concluded that Australian student workers in their study actively gained learning
experiences in workplaces in order to position themselves for their future careers. It was
found that the young people studied “placed emphasis on constructing the capacity to be
reflexive, to see themselves as an employer might see them, and in gaining dispositions and
attitudes that would enable them to gain employment in particular industries.”
Other studies of young Australians who have had exposure to workplaces prior to moving
into full-time work find that they too place emphasis on, and hold realistic expectations of,
the soft skills desired or required by employers. One researcher asked young first-time
workers what advice they would give other young people who were starting out in new
jobs. Their answers suggested that the main elements required to successfully transition to
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post-school paid employment were not skill based or technical, but related to being able to
cope and deal with unpredictable and unknown factors that would inevitably arise, and to
rely on their soft skills and attitudes, such as effective communication, initiative and
enthusiasm. The following table identifies the key lessons that the participants wanted to
pass on to other workers starting in their first job:

Name

Status

Brett

Apprentice

Heather

Apprentice

Paul

Apprentice

Graham

Apprentice

Margaret

Trainee

Michael

Trainee

Cary
Jared

Trainee
Trainee

Tracey

Junior

Sophie

Junior

Shaun

Junior

What advice would you give a person about to start their first
job?
Be punctual; be interested; have positive thoughts; be wellpresented; communicate well; offer assistance; ask questions
Be punctual; don’t chat back; be well-presented; look for work;
always clean up
Be confident; tackle each day as it comes; listen to your
employer
Get to know your fellow workers; enjoy what you are doing and
don’t worry; concentrate; don’t get cranky if you are having a
bad day; work hard
Be prepared to get up every day and go to work, and not have
holidays; be punctual
Hang off one person; clean up when you have nothing else to
do; show initiative; take in as much as you can; offer to work
overtime; put in an extra 100%
Be prepared for hard work
Appear keen and enthusiastic even if you don’t feel that way;
don’t give up if you have a problem; someone will usually help
you
Listen carefully; do not be afraid of terminology; ask if you are
not sure; if you have a problem, face it; write down instructions;
be prepared for long days.
Find out about the company before you start work; don’t be
nervous; ask questions; everyone has started work before; be
professional – don’t make too many personal phone calls
Have an open mind and not too many expectations

One researcher described how the students in the study were asked to define the skills,
abilities and dispositions that they think employers seek. As in the aforementioned studies,
their responses focused on soft skills. More than half of the responses in the study referred
to work-related behaviours, demeanour and personal attributes. All the young people in this
research rated hard work, showing respect, and punctuality as important to employers.
Between 90 and 100 per cent of youths in the study considered that an employer would also
be seeking youths who were prepared to do what they were told, not be afraid to ask
questions and who were honest. In terms of being able to maintain a job within the
industry, most young people in the study believed that they would maintain their jobs if
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they were punctual, competent and productive in their jobs. They also rated high respect for
authority in the worksite, and character attributes such as honesty, and attitudinal
attributes, such as enthusiasm and willingness to pitch in and do what needs to be done.
The researcher concluded that these young people held realistic views of what employers
might look for when employing young workers. Matched data from interviews with
employers who provided these students with work experience opportunities indicated that,
consistent with UK studies, they did indeed look for attitudinal attributes rather than skill
proficiency when employing young people, and their list of desirable attributes and skills in
young employees reflected those cited by young people in the study. The researcher
concluded that employers appeared to be seeking youths with some prior sense of
“enculturation into the culture of employment”, particularly with respect to their attitude to
work and their capacity to follow instructions without needing to be told repeatedly.

6

HARD AND SOFT SKILLS COMPARED

It will be useful at this time to compare hard and soft skills. This is important to do because
although certain hard skills are necessary for a position; employers are looking increasingly
for job applicants with particular soft skills. This is wise when it is realised that it is relatively
easy for an employer to train a new employee in a hard skill (e.g., to lay bricks) but it is
much more difficult to train an employee in a soft skill (e.g., how to get on with fellow
workers).
Google’s definition of Hard Skills reads: Specific, teachable abilities that can be defined and
measured. By contrast, soft skills are less tangible and harder to quantify.
The
web
site:
http://www.investinganswers.com/financial-dictionary/personalfinance/hard-skills-3589 tells us that:
“Hard skills are quantifiable capabilities required for specific occupations. They are the
opposite of soft skills”.
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(A prospective employer can easily learn how many bricks a bricklayer can lay in a day…a
hard skill…but he cannot get a number for his teamwork ability …a soft skill…to measure, for
example, how well he will get on with his fellow builders. However, once the bricklayer is
employed on his building site the employer will be able to judge if his teamwork ability is
good)
Careers require practitioners to have certain practical and personal abilities. Hard skills are
the practical abilities learned through education and training.
(For example, the hard skills that a bricklayer would need would include arithmetic for
estimating his brick needs, sand and cement ratios for mortar making, skill at using a level
etc.)
An individual seeking work typically lists his or her hard skills as part of a CV. It is important
to know the difference between hard skills and soft skills, which are innate social skills
related to one's personality.”
The following web site gives further information on the differences between hard and soft
skills: http://jobsearch.about.com/od/skills/qt/hard-soft-skills.htm
It relates that during the job application and interview process, employers look for
applicants with two skill sets: hard skills and soft skills. It reports that hard skills are
teachable abilities or skill sets that are easy to quantify.
In addition, reports that hard skills include:






Proficiency in a foreign language
A degree or certificate
Typing speed
Machine operation
Computer programming

(Of course, the list is endless and can vary from performing brain surgery to sweeping a
floor…or painting a building, digging a vegetable garden, changing a light bulb etc.)
Relevant hard skills are often listed in a job applicant’s cover letter and CV, and are easy for
an employer or recruiter to recognize…and of course quantify.
Soft skills, on the other hand, are subjective skills that are much harder to quantify. Also
known as "people skills" or "interpersonal skills," soft skills relate to the way we relate to
and interact with other people. Examples of soft skills include:
Problem-solving,
Strong
Work
Ethic,
Positive
Attitude,
Self-Confidence,
Flexibility/Adaptability, Teamwork, Communication, Patience, Persuasion, Time
Management, Motivation, Ability to Accept and Learn From Criticism, Working Well Under
Pressure, etc.
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From the foregoing, it can be seen that the job application process, applicants should
therefore be sure to emphasize both their hard and soft skills. This way, even if they lack a
particular hard skill required by the company, they can emphasise a particular soft skill that
they know will be valuable in the vacant position.
For example, if the job involves working on a number of group projects, applicants should
emphasise their experience and skill as a team player and their ability to communicate well
with team members.

7

SO HOW DO WE GET SOUTH AFRICA’S YOUTH INTO WORK?

The web site: http://harambee.co.za/harambee/funders/youth-unemployment-facts gives
some frightening facts about youth unemployment in South Africa. The Harambee
organisation describes itself as a “Youth Employment Accelerator”. It is funded by over 100
SA nationwide companies and is dedicated in getting young South Africans into permanent
work. In their web site, they report that young people from the poorest households struggle
the most to find work. On reflection, it can be accepted that this is true. For example, their
schooling has often been of a poor standard and their families often have no tradition of
being engaged in paid work. They also have no network of contacts to assist them in finding
work, or the money and mobility to look for work, or move to places where there are better
chances of employment…the difficulties that they face are disheartening.
The Harambee web site goes on to report that two out of three South Africans aged 18 to 28
are unemployed. In addition, while the overall South African unemployment rate is about
25%, among its young people it is a daunting 60%. This persistently high youth
unemployment is not only one of the country’s most pressing socioeconomic problems – it
is also a ticking time bomb. Moreover, the fact is, despite the promise of a democratic South
Africa, its young people, especially those from the poorest households, really struggle to
find paid work.
Harambee give reasons for this lack of work for young people. They claim that the first and
most obvious reason is that our education system fails to prepare young people for the
world of work. They report that even those young people with a Matric, or even a tertiary
qualification, are seen by many employers as unemployable. In addition, the economy
increasingly demands highly skilled labour, so a secondary education is not enough to
guarantee employment. However, poverty and a lack of supportive social structure mean
that under educated Matriculants are unable to take their education further. They also
report that the situation is worsened by the many fly-by-night colleges that take advantage
of young people who are desperate to improve their job finding chances by paying for
worthless post-Matric qualifications. Most important of all is the lack of vital “soft”
workplace life skills by unemployed young people. Skills such discipline, communication
skills, personal presentation, punctuality and emotional maturity - the workplace ethic that
demands working hard and delivering 100%.
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Of course, other factors make it difficult for young people to find work. For example, the
provisions of the Labour Relations Act makes it difficult for employers to shed unproductive
workers, so employers are averse to the risk of employing inexperienced young people with
untested work ability. The setting of a minimum wage in certain industries also deters
employers from employing untrained and untested young workers.
The South African Government through its National Youth development Agency (NYDA) has
the task of preparing young people for the world of work. In their 2014/2015, annual report
published
on
the
web
site
http://www.nyda.gov.za/Pages/Chief-ExecutiveOfficer%E2%80%99s-Remarks-on-the-20142015-Annual-Report.aspx they give statistics for
their interventions in that year to assist young people find work, or start up their own
businesses. Two figures that were given in the report were 2000 as the number of young
people who were provided with skills development training through a “Youthbuild”
programme, and 937 000 as the number of young people “who have been guided in their
career choices”. These figures do not give much cause for joy when Stats SA has reported
that there were 3,6 million young South Africans unemployed in 2015.
The giving of skills development training to 2000 young people in a full year is then of little
help with the youth unemployment problem, we have. And the giving of career guidance to
937 000 young people can mean anything…from simply posting them mass produced career
guidance literature to having extended one on one guidance sessions with the young people
involved. What seems to be missing is a closely monitored skills training programme as we
saw done in the UK. These should be done by non-Government training enterprises with
care being taken to ensure that they do not degenerate into moneymaking schemes for
those with close links to personnel in Government.

8

CONCLUSION

See web site: http://ibn.co.za/employee-productivity-in-south-africas-war-for-wages/
The tragedy is that the more we as South Africans are unproductive in our work the more
we will hinder the possibility of our unemployed young fellow South Africans from finding
work. It is a vicious circle. Perhaps the civil disobedience that we engaged in during The
Struggle imbued us with a habit of disrespect for the rights of others that we are now
finding difficult, or even impossible, to break.
Are we not seeing the same disrespect for the rights of others, their property and for all that
is wholesome being demonstrated in our endless service delivery upheavals and the
ongoing upheavals in our higher education institutions? How can the recent causing of R100
million worth of wanton damage by rioting students be justified in anyone’s books. If we
transfer this same mindset to the workplace, we can perhaps see the origin of our
unemployment problems.
We all need to move on with our lives. We need to heed the dire plight of our unemployed
youth. It must always be remembered that the longer young persons are out of employment
the harder it will be for them to find work. Eventually a state of work paralysis and self-
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loathing sets in and those young people go through life completely unfulfilled and their selfesteem destroyed.
Young people must be constantly reminded that having a job is a privilege that many of their
peers do not have. They must be encouraged to work hard and use their entire God given
soft skills to ensure that they are constantly adding value to the company that employs
them.

In closing, a recent and relevant quote from the following web site is worth noting:
http://www.businessmanagementdaily.com/plp/45816/index.html?campaigncode=EB2512
&cigx=d.kac,stid.40232,sid.656379,lid.7,mid.37230
“If you don’t have a good attitude,
we don’t want you, no matter how
skilled you are. We can change skill
levels through training. We can’t
change attitude.” - Herb Kelleher,
Founder, Southwest Airlines
A study by Leadership IQ found that 46% of new hires are either fired or disciplined within
their first 18 months. Moreover, in a staggering 89% of those cases, the reason for the
action isn’t incompetence, but attitude: poor motivation, bad temperament, or emotional
issues. As Herb Kelleher says, you can teach technical skills, but you can’t teach attitude”.
And a final smile….

“Any other people skills, besides 800 Facebook friends?”
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These additional web sites were also consulted during the compilation of this document:
https://www.nala.ie/sites/default/files/publications/A%20Literature%20Review%20of%20In
ternational%20Adult%20Literacy%20Policies%20110311_1.pdf
https://www.gov.uk/moving-from-benefits-to-work/work-experience-and-volunteering
http://news.cbi.org.uk/
http://www.investopedia.com/ask/answers/08/origin-of-entrepreneur.asp
http://jobsearch.about.com/od/skills/qt/hard-soft-skills.htm
http://www.oecd.org/about/membersandpartners/
https://cica.org.au/young-people-are-our-future-invest-in-their-skills/
http://www.mistra.org.za/Events/Documents/How%20to%20get%20South%20Africa's%20Y
outh%20Working.pdf
http://harambee.co.za/harambee/funders/youth-unemployment-facts
http://www.nyda.gov.za/yea/Pages/Youth-Employment-Accord-Strategy.aspx
http://unesdoc.unesco.org/images/0014/001449/144928e.pdf
http://www.oecd.org/edu/skills-beyond-school/a-skills-beyond-school-review-of-southafrica.pdf
http://www.horizoncare.co.uk/post-16-progression-packages/
https://www.pshe-association.org.uk/content.aspx?CategoryID=1043
http://searchcio.techtarget.com/definition/ICT-information-and-communicationstechnology-or-technologies
http://www.boardofstudies.nsw.edu.au/syllabus_hsc/pdf_doc/work_studies_syllabus_cec.p
df
http://www2.moundsviewschools.org/moundsview/userfiles/Regenoldc/syllabus12.pdf
http://www.academicinnovations.com/report.html
http://www.bbc.co.uk/skillswise/factsheet/jo14seek-l1-f-words-for
http://www.eriding.net/resources/maths/level_4_5_stud_ppt/booster_9_for_teachers/less
ons_in_word_or_pdf/040220_rray_maths_ks3_lesson_12_solvwordprobs.doc
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CHAPTER 12
Slide 1

Writing Reports

A POWER POINT PRESENTATION
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Slide 2

Excuse Me Folks!
What must my Written Report have?

Easy as ABC!
This is our special baby to get all our ladies oohing and aahing and gentlemen
listening…No, it’s not an advert for Huggies…
We will be coming back to the baby’s ABC rule a few times this morning. It’s a very
important rule.

Slide 3
What is a written report?
 Basically it is a formal written description of something. Something connected with
our work or our private life. But we will concentrate on our work needs here.
 Or written information about something done to someone. Again someone
connected to our work, a poor performing employee, a suggestion for work quality
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improvement, an associate (Talking about that whether a “a” or a “an” Forget the old
school rule…”a” before consonants and “an” before vowels…the correct rule is the
article “a” before words that start with a consonant sound and “an” before words that
start with a vowel sound. For example, He has a unique point of view on the subject
and talked about it for an hour. The “u” in “unique” makes the “Y” sound—a
consonant sound—therefore you use “a” as your article, while the “h” in “hour” sounds
like it starts with “ow”—a vowel sound. But where the H in the word is pronounced it
follows the main rule…a horse.
 The something can be anything, and the someone can be anyone. That anything
can really be anything that impacts on our work or private lives and the anyone
any body having a bearing on them
 And as our baby told us, it must be ACCURATE, BRIEF and CLEAR and of course
OBJECTIVE and EASY TO UNDERSTAND. As I said we will hear about this rule
several times…these are the adjectives of Accuracy, Brevity and Clarity. Objective
in that it is driven by facts and not opinions. Easy to Understand because simple,
straightforward and correct language is used
 Who wants to suggest a suitable definition of a written report for us?

A Written Report is:
Some I found on the web are:
 A written report is … considered to be important in the workplace. They then
need to be precise, accurate, objective and difficult to misinterpret.
 Report writing in the work situation is a specialised form of written
communication. Many of the rules which must be observed when writing a
report are therefore, equally applicable to any other written communications
 DEFINITION: A Report may be defined as a document in which a given
problem is examined for the purpose of conveying information, reporting
findings, putting forward ideas and, sometimes making recommendations.
And then back to our dictionaries…
 A written account of something that one has observed, heard, done or
investigated. (Oxford English Dictionary)
 Gives a (written) description of something or information about it to someone.
(Cambridge Dictionary On Line)
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 It has been said that “WRITERS DON’T SOLVE PROBLEMS; THEY ALLOW THEM
TO EMERGE…”

Slide 4
So why do we write reports…?

What is our purpose or Objective? There is nothing
worse than reading a report with no clear purpose. If you’re not sure of your report’s
purpose your readers will not be either…
There are too many reasons to mention here but some important ones are:
 To give information, present findings and results. This I think is the most common
purpose.
 To allow for a permanent written record on any matter. Remember the famous
work cry…If its not written down it never happened…The job’s not done until the
paper work is done and also that story about soup, a fan and an umbrella…
 To recommend a course of action or forward ideas in the full knowledge of the
facts. To get support for an action that you believe will improve the work situation.
For example a worker’s proposal to improve the quality of a product which in turn
will enhance the reputation of their company…
 To seek authority for a proposed action. Few things get underway at work without
the support of your manager and colleagues and you must try to get these…and a
budget of course…
 To record successes and…failures. Who wants to talk about Failures…we all
must…if we don’t know how a failure happened we will repeat it! And for a similar
reason with successes…if we write about how they happened we will have a
blueprint to repeat them…blueprint? Something that can be copied for success...
Note: In the work situation you write most reports on the request of a senior
colleague. However, you can often write a report on your own initiative if you see
something is a problem and you want to formally draw attention to it…and also as a
way of protecting your own position…even as an umbrella raising exercise… remember
the soup, the fan and the umbrella!. So if something is wrong and you have a valid
suggestion to help cure it…put pen to paper…but be kind and don’t apportion
blame…that’s someone else’s job.
And always protect yourself by being careful what you commit to paper. Nothing is
confidential or secret in a work situation. If you have to write on a delicate matter and
which it is your duty to do, mark each page top with the words “Strictly Private and
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Confidential” to give the recipient the responsibility to protect the document’s
contents. Again remember the soup, fan and the umbrella…

SLIDE 5
What are the differences between a written report and an essay?
Some of the differences are:
Just to take us back to our happy school days of endless essays, these differences are:
A REPORT

AN ESSAY

Presents information

Presents an argument

Intended to be scanned quickly by various, but Is meant to be studied and read
specific, readers who take from it what they carefully by a wide audience
need. Don’t forget that a busy Manager may
only read your Executive Summary/Abstract
whereas other colleagues may need to study
the appendices and so on. Personnel and
Finance where it affects them and so on…
Usually prepared in a standard report format

No standard structure apart from
introduction, main body and conclusion

May conclude with recommendations and Rarely has
appendices
appendices

recommendations

or

An essay looks different because its writing just flows from start to finish without the use
of titled paragraphs and sub paragraphs, underlining, bullet points. These are used in
written reports for quick and easy reference and to assist understanding. Without these
the essay writer has to rely on linking words and phrases. Written reports normally rely on
facts and are thus objective while essays can give opinions and can thus be subjective.

Slide 6
WE are back to Our Baby’s Cardinal Rule for Writing Reports… The ABC Rule:


ACCURACY = Confirming facts, Correct, Precise, Truthful…One fib or one blue lie
or one unchecked fact will destroy your report
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BREVITY



CLARITY

= To the point, Brief, Concise use of language, Lack of
verbosity…Don’t’ waffle or...and er…something about a bull…or padding, or
beating about the bush, or prattling on, or your report will be out the
window...Get straight to the point…
= Say what you mean, Easily understood (by reader), Logical, Simple,
Systematic…That’s says it all…simply say what you mean but always be polite and
consider your reader’s feelings…Be diplomatic. Remember the street definition of
a diplomat. A diplomat…is someone who can tell you to go to hell in such a way
that you look forward to the trip…

Note 1: Adjectives of these Nouns are: ACCURATE, BRIEF and CLEAR
Note 2: Brief can also be a noun = an instruction to a lawyer! And we all know what briefs
are...and they are not only more than one lawyer’s instruction!
 Other writers talk of the 4Cs Rule: CLEAR, CONCISE, CORRECT, COMPLETE
 And the KISS Principle for writers: Keep It Short and Simple (or Keep It Simple
Stupid)

Winston Churchill on the importance of conciseness, “This report, by its very
length, defends itself against the risk of being read”.
Slide 7
How many different types of reports have you met with…?
Sorry, but it’s like asking, “How long is a piece of string?”
Written reports can vary from short memos to lengthy and complex
documents,
Yes there are many, many types of written reports. What can change is their format, but
all the other skills needed are the same. Be ever mindful of what type of report you are
writing as different formats will be needed. But don’t be afraid. You will start with the
easier ones and graduate to more difficult one. Some examples are:


Progress Reports



Investigation Reports



Feasibility Studies



Budget Bids. If no compelling argument is
made on a budget need, there will be no
budget allocation, far less a budget
increase...
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Instruction Manuals

Emails. In emails you can also use
the greetings: Regards, Kind regards,
Best wishes,



Business Proposals



Business Letters. If you use name in
salutation greet with yours sincerely. No
name …yours faithfully. If a comma after
salutation then a comma after greeting.

Who can give us a few more examples? Case Study Reports, Staff Performance Reports,
…and so on But remember that report writing skills are also used in , Memoranda
(Memorandums also OK) (Memos, Memorandum, Memo)...all that is needed is a format
change…
Once you have found a format that works for your in each of the different written report
types that you use at work make sure that you keep a hard or flash drive copy for future
use. Why reinvent the wheel? Why suffer twice?… Or even if you come across a well
crafted written report by someone else make a hard copy of it for your future use
Who can give us some reasons why professionals and business people should be proficient
in writing reports in English?
What’s all the fuss about writing well in English?
It’s about writing that is easy to read and understand.
There are many reasons why this is needed and some examples are:


It’s the language of Business and Commerce in South Africa



It improves prospects of Employment and Promotion



It’s a Global Language



It’s the international language of Science, Aviation, Computers, Diplomacy, Media,
Commerce etc.

Note: The English language is forever changing. New words appear; old ones fall out of use
or change their meanings. English is never shy to borrow and adopt words from another
language. From IsiZulu…Donga, Muti, Indaba, Ubuntu and others. From West, East and
Central Africa, Banana, Banjo, Chimpanzee, Safari and many others. Many of these
adopted and borrowed words are now in common use in English and more are being
added every day. So it is important you read widely to keep up with these changes. The
beauty of English is that there is always a word, sometimes more than one, to say exactly
what you mean…even in the most technical of terms.
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Slide 8
So to revise a little bit…What will the report be used for? Who will read it?
You must never have these questions far from your mind when writing…!
 Is it for conveying information, persuading, helping in decision making…?
 Who is it for, who might read it, are they knowledgeable in my field of expertise or
are they lay persons…? Don’t show off by using so called fancy English …your
readers will not understand it fully or become confused …
 How much detail will I need to give my readers …?enough so that they can fully
understand what you say and propose. …? How much time will they have to read
it…? Don’t waste your reader’s time by padding your report with trivia…
With these questions answered don’t forget to:


Use a reputable Dictionary. This is your lifeline. If you are in any doubt about
the spelling or exact meaning of a word look it up. See
www.dictionary.reference.com



Use a reputable Thesaurus. It is also useful for checking the spelling of a word.
More importantly it gives words with the same, or “near to the same”
meanings. Its use can stop the constant repetition of a key word causing your
reader to become bored. Some give Synonyms …words with same meaning
(report…account, story, disclose) and some also Antonyms …words with
opposite meaning (conceal…suppress, bury,). See www.thesaurus.com



Use your Computer’s Spell and Grammar Checker. But be careful as it will miss
a wrong word if that word itself is a word. Also it will not help if the misspelt
word is too far removed from the correct spelling of the word

Again don’t forget…your readers are always the persons you must satisfy.
Bad spelling and the incorrect use of words and grammar are distractions that annoy and
confuse readers. If a written report is peppered with these they will detract from your
report and damage your professional standing.

Slide 9
Now for some Grammar and Language Usage

1…The part that you will

all enjoy...!
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We are not going to go into grammar and language usage rules in great depth, as our time
does not allow this. However, the use of good grammar and clear language in your written
reports are important as without them your readers will be distracted and possibly lose
the points you are making. English second language users should take courage from the
fact that many English first language users have difficulty understanding many of the
nuances of even Basic English grammar rules. Let’s have a look at some grammar and
language usage problem areas…


Subject-Verb Agreement: The Basic Rule is that a singular subject must take a
singular verb and a plural subject must take a plural verb…The skill needed is
knowing if the subject is singular or plural and then picking a singular or plural
verb to match. There are many Sub Rules to this Basic Rule but normally your
ear will tell you if the right subject and verb have been used. Take care when
using collective nouns which can be both singular and plural, words such as
“team” and “staff”.

Basic Rule example: Zanele is at the shop. And. Her friends are at the shop.
When two or more singular nouns or pronouns are connected by “or” or “nor”, use a
singular verb.
The book or the pen is in the drawer. But, the book and the pen are in the drawer.

When a compound subject contains both a singular and a plural noun or pronoun joined
by or or nor, the verb should agree with the part of the subject that is nearer the verb.
The boy or his friends run every day.
His friends or the boy runs every day.


See www.grammarbook.com

Verb Tense Consistency: Not only must you know which correct verb tense to
use, you must use it consistently… For example, when something is being
described that happened at that time the present tense is used, for example,
“Sihle is riding his bicycle to school”. When describing something that
happened in the past the past tense must be used, for example, “Sihle rode his
bicycle to school yesterday”. When describing something that will happen in
the future the future tense is used, for example “Sihle will ride his bicycle to
school tomorrow ”.

If you are writing about past events or if you are discussing completed investigations,
enquiries, studies or findings, your basic tense throughout your work should be the past
176

tense. Listen to the following paragraph and you will hear that the basic tense is past and
that it inappropriately shifts to future and present tense.
I watched the small children with their mother as they threw bread to the chickens. The
chickens catch (X present tense) the bread in their beaks. The children cheered loudly.
This made me happy and I smiled. I will go (X future tense) home happy. When I arrived
home I wrote a simple story about my day.
This is an example of verb tense inconsistency which, as you can hear causes, confusion:

Preposition Use: A preposition is a part of speech just like nouns and verbs…They link
nouns, pronouns and phrases to other words in a sentence. There are several rules
relating to the use of prepositions which we can now talk about… The word or phrase that
the preposition introduces is called the object of the preposition.
It is very common to see incorrect prepositions being used in written work. Care has to be
taken to ensure this does not happen as it is jarring to the reader.
A preposition can end a sentence but should not if the meaning is clear without it. For
example, “Where did you get this at?” The preposition “at” is superfluous. But the
sentence, “That is the park we are going to” is correct. A more grammatically correct
sentence would be, “That is the park to which we are going”. This sentence is wordy,
awkward and does not flow whereas the first sentence sounds more natural and is
acceptable. But generally try and avoid ending a sentence with a Preposition...For
example…What are you staring at? Would be better if said, “At what are you staring?”
The most common prepositions are:



Those that indicate the location (Spatial) of the object of the sentence such as
over, under, on, in, among and between
Those that show when something happens (Temporal) to the object of the
sentence such as, after, during, often, until, before, since and past."

Compound prepositions: On top of/ next to/ in lieu of/ Instead of/ in front of
Note: When comparing two items use the preposition “Between” and 3 or more
“Among”…Divide the apples between the two of you. Divide the apples among the three
of you.
Examples of wrong use: We had a surprise to/for them. We ate the food for/by ourselves.
Our cousins were coming in/at full speed on their cycles. The book is different to/from the
film.

Slide 10
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Now for some more Grammar and Language Usage

2

Are you enjoying it so far?
Grammar and language usage rules were made to allow for the free flow of words in a
sentence and the full understanding of what is being written. So listen to the flow of your
written words in your mind. If this flow is not running freely double check your grammar
and language use. Of course if the words do not properly convey what you are
communicating they also need changing. Now let’s talk about…
 Active and Passive Verbs (Voice): Opinions vary as to whether active or
passive voice should be used in report writing. In the past the passive voice was
used more but today the active voice is favoured. The active voice is more short
and direct, while the passive voice is often wordy and distant, less engaging and
even in certain circumstances appears evasive…
When the subject of the sentence is the person or thing doing the acting, then the verb is
in active voice. For example, “The committee (subject) will review all applications (object)
in early April (9 words).” “The boy (subject) kicked (verb) the ball (object) (5 words)”
When the subject of the sentence is the person or thing receiving the action, then the verb
is in passive voice. For example, “In early April, all applications (object) will be reviewed
by the committee (subject) (11)”; “The ball (object) was kicked by (verb) the boy (subject)
(7). Mopre examples:
Sihle changed the flat tyre (Active)

The flat tyre was changed by Sihle (passive)

Mr. Cele painted the house (Active)

The house was painted by Mr. Cele (Passive)

 Splitting Infinitives
An infinitive will almost always begin with “to” followed by the “simple form of a verb”,
for example, to walk, to go, to jump, to drive....The rule is that in formal writing no word
should come between the “to” and the simple form of the verb that follows it…The
infinitive cannot stand alone. It must be preceded by a finite verb for example, She wants
to discuss… They start to argue… We tried to study…
The infinitive should not be split in formal writing, for example, She wants to quickly
discuss…They start to loudly argue… We tried to often study…
Exceptions do occur, however. An infinitive will lose its “to” when it follows certain verbs.
These verbs are feel, hear, help, let, make, see, and watch. For example, “Sihle felt the
rain splatter on his warm skin”. “Felt” is from the verb “feel” and “splatter” is the
infinitive without the “to”.
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So to conclude: “Jabulani intends to quickly run to buy milk from the shop” is incorrect.
The sentence should read,”Jabulani intends to run quickly to buy milk from the shop”.
This is what is called “Splitting Infinitives”.
Note: The best known example of a split infinitive in from the introduction to the Star
Trek series, “To boldly go where no man has gone before”
 Gender Fair Language, Sex Bias in Writing: The use of words such as he, she, him,
and her when both sexes are intended is unfair and demeaning…Let’s discuss.
In writing a report you should make sure that the language you use is not biased against
either sex. A writer must be inventive to avoid this. One sure way to get your report
ignored would be to address your lady boss as “Dear Sir”, or talk in the report about
“he,he,he” and “him,him,him” when you mean both sexes” The most common ways to
stay out of this minefield are:
1. By changing the structure of the sentence. For example, change a sentence
such as “The average student is worried about his grades” to “The average
student is worried about grades”. “A good lawyer uses his analytical ability
to…” to “A good lawyer uses analytical ability to…”
2. By moving from the singular to the plural. For example, “If a student studies
hard, he will succeed” to “Students who study hard will succeed”.
“Although a doctor is busy, he should always answer his patient's
questions” …change to …”Although doctors are busy, they should always
answer their patients' questions”.
3. By using combinations of “he/she”, or “him/her” or “he or she” or “him or
her” or variations of them such as “s/he”. Use these sparingly as they are
cumbersome and contrived and as you can see the male is still put before
the female!
4. Avoid exclusionary words and phrases such as: chairman, policeman,
fireman, postman, stewardess, lady lawyer and woman doctor and so on,
and choose inclusionary alternatives. Chair, Chairperson, Police officer, Fire
Person, Postal official, Flight attendant, lawyer, doctor…

Slide 11
Now for even more on Grammar and language Usage 3
Everyone awake?
Homonyms: Strictly speaking these are words that share the same spelling and
pronunciation, but today are also taken to mean two or more words that sound the same
but are spelled differently. True homonyms are words such as “left” (Left the room, left
wing politician), “skate” (flat fish and move or glide) and “stalk” (fish, stem of plant, move
silently). Now let’s look at some words that sound the same but are spelled differently
and have different meanings…
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These words can cause problems for writers. In addition to this, in verbal communication
words are often shortened or slurred making it difficult to spell such words when writing.
Examples of homonyms (strictly speaking they are Homophones –sound the same but
differ in spelling) that are frequently confused are as follows. Let’s look at their meanings:
There

Their

They’re

To

Too

Two

Your

You’re

Lose(beaten, suffer
temper, way)

loss, Loose (not tight, immoral)

Loos (multiple toilets)

It’s (Contract of “it is” or “it Its (possessive form of
has”)
neuter pronoun “it”. If you
can replace with him or her
no apostrophe. Every dog
has its day
Principal (Headmaster, the Principle (Ground or basic
leader)
rule to live by)
And many more! Who can give an example of a pure Homonym…Spell (spell a word, magic
spell, short spell of time) …but Homophones cause more problems…DEAR/DEER, DYE/DIE,
STEAL/STEEL, PRAY/PREY. Making up your own mnemonic (memory prodder) to select
the correct word is helpful. For example, “the Principal was my pal and taught me valid
principles to live by”.

Double Negatives: This occurs when two negatives are used in a sentence. These
negatives then in effect cancel out each other and make the statement positive. Double
negatives must be avoided as they confuse readers…let’s look at some examples…
A Double Negative is usually produced by combining the negative form of verb (e.g.,
cannot, did not, have not) with a negative pronoun (e.g., nothing, nobody), a negative
adverb (e.g., never, hardly) or a negative conjunction (e.g., neither/nor).www.grammarmonster.com
Examples of double negative use are:

(Final meaning is given in brackets)



I don’t want no sympathy from you

(I want sympathy from you)



I didn’t see nothing

(I saw something)



It wasn’t uninteresting

(It was interesting)
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He don’t know nothing

(He knows something)



She hasn’t spoken to nobody yet

(She has spoken to someone)

What can we make of a recent headline in the Mail and Guardian which read, “Prasa’s
maladministration is off the rails”? However, their article clearly showed that “Prasa’s
administration is off the rails”.
The use of double negatives in these sentences cancels out each other and makes the
meaning positive and this is not what the writer intended. Sometimes this is done for
effect or emphasis in verbal communication but their use in written reports causes
confusion and disturbs the flow of the sentence. Don’t forget that written conversation
doesn’t have the help of facial and hand expressions and body language generally to assist
in a full understanding as verbal communication has. In other words a wink or a nod or
even a smile in verbal communication can change the meanings of spoken words.

Latin Abbreviations: The common ones in use are “e.g.”, “etc.”, “et al.” “i.e.” and we
love to use them…let’s look at their meanings and how they should be used…What about
[sic]?
Abbreviation

Latin

In English

How used

Remarks

e.g.

exempli
gratia

for example

To introduce examples

Don’t confuse with
etc. Replace with
“for example”

etc.

et cetera

and other To advise more things Don’t confuse with
things
follow
e.g... Replace with
“and so on”

et al.

et alii

and others

To advise more names Replace with “and
follow
others”

i.e.

Id est

that is

To
introduce Replace with “that
explanatory phrase
is”

Note: Sic, which is usually enclosed in square brackets [sic] behind a word or phrase?
This is used to indicate that this is the exact way that the original was written, usually
something that seems strange or incorrect. It is often done to mock the writing style of
someone who is believed to be pompous or arrogant. It is not an abbreviation but a
word from Latin meaning “so” or “thus”.

Slide 12
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Now for the last words on Grammar and Language Usage.

4

Keep the faith…we are nearly finished with Grammar
Acronyms, Abbreviations and Jargon: Only use if you know that your readers will
understand them (and of course that you yourself know their meanings!). We can now
discuss what each one means, and look at a few examples of each…These are the new
plague of good writing practice, especially carried and spread by young people…! I have
recently read the annual report of a well known NGO and I could not fully understand it
because most of the Acronyms, Abbreviations and Jargon used were unknown to me.


Acronyms have only come into general use since the 1940s but their use has
exploded with the advent of Email and SMS (Short Message Service) use.



Acronyms are normally made up with the first letters in the subject’s full name.



Well known Acronyms like USA, UN and SADC (SA Development Community) can
be used, but obscure ones like NLDTF (National Lottery Distribution Trust Fund)
should not. When first used in a report write such subjects in full with Acronym in
brackets, and then use the Acronym alone thereafter.



Use of Redundant Words after Acronyms and Abbreviations should be avoided. For
example, ATM Machine, PIN Number, HIV Virus. (Human Immunodeficiency Virus)



Abbreviations: Words or expressions shortened in some way: Lab, Vet, Prof. Dr.
what are LOL, FYI, ASAP etc.



Jargon: Specialised language of a profession, occupation or other group often
meaningless to outsiders. COOKIES (Computer speak for a small file relating to a
website), DUCKS IN A ROW (Organised plan), SHOTGUN APPROACH (Unfocused),
RIFLE APPROACH (Focused) (All Business speak), SWOT ANALYSIS (SWOT
{Strengths, Weaknesses, Opportunities and Threats} is an acronym but both
together is Jargon). Sharp! Sharp…what is that jargon or slang?

So please, only use these if you know that your readers will understand them, especially a
reader outside your field of expertise. And as I said if you have to use the source of an
acronym many times in your report spell it out the first time with the acronym in brackets.
Then use the acronym thereafter.

Writing Numbers and Numerals: Numerals (1, 2, 3…) or (One, Two, Three…) or (l, ll,
lll, lV…) are the symbols that make up numbers and a number represents a quantity. Let’s
look at ways to represent numbers in our written work…


Spell out whole numbers smaller than ten.
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Don’t start a sentence with a numeral. Not, “47 000 fans were in the stadium when
the game got underway”, but “When the game got underway there were 47 000
fans in the stadium”



Thousands’ Separators. Convention varies between countries as some use a space,
some a comma, some a period and some no spaces. In South Africa the convention
seems to be the use of a space. For example, the size of South Africa is expressed
as “1 219 912 square kilometers”.



Denoting Decimals. Again convention varies between the use of a comma and a
period. In South Africa use also varies but a period seems to be the most common.
For example:-“R 12 326.00” and “4.75 meters”.



Decimal fractions and percentages these should be expressed in numerals, not in
words. For example:-“5.67 cc” and “57 percent” (use % only in graphs and tables).



Plurals of numbers. When writing decades or plurals of numbers, add “s”, not “‘s”.
For example: 1980s, not 1980’s; fours, not four’s.

Tautology: Tautology is when a writer (or speaker) says the same thing twice, rendering
some of the information redundant. This should be avoided as it can cause confusion and
can even make the writer appear pompous or worse…can we have a few examples…

Examples
I also like it, too.

In my opinion, I think that...

Joint cooperation

One after the other in succession

Close proximity

Today's modern technology

Any other common ones? …To reiterate again, it’s a new innovation.
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Who knows about Kipling’s “six honest serving men”? Have you ever hired them?
Well I know that you know about these six men as we discussed them at length when
planning for a job interview last week. Remember them with the Mnemonic (ne-mon ic …
to assist memory): “5ws and 1h” or :”5 wives and 1 husband” … and perhaps you even
know of one husband with five wives. Please remember to use them for anything where
planning is needed…
(Rudyard Kipling the famous poet and author and Nobel Prize winner for literature wrote
in his poem, “The Elephant’s child” about his six honest serving men. They were WHO,
WHY, WHERE, WHAT, WHEN and HOW. (Mnemonic=Five Wives and one Husband
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Rudyard Kipling was born in Bombay, India of British parents in 1865.
Kipling visited South Africa many times up to 1908. He spoke of his, “six
honest serving-men” that he used in writing and named them “WHAT,
WHY, WHEN, HOW, WHERE AND WHO”. Mnemonic (To assist memory):
“5ws and 1h” or “5 wives and 1 husband”. First M in Mnemonic is silent so
it is pronounced “ne mon ic”.
Journalists and media people generally like employing these “six honest
serving-men” when interviewing people, because they can’t be answered
by a non committal yes or no!
The opening lines of his poem, “The Elephant’s Child” read:
I keep six honest serving-men
(They taught me all I knew);
Their names are What and Why and When
And How and Where and Who.
Who knows the names of any of the books that Kipling wrote? The Jungle Book, Kim…
 You should also employ these six honest serving men when writing as they are
invaluable in working for a searching but tired mind! )

Email writing…
Perhaps most business writing today is done by the use of Emails. Can we touch on some
guides to use when emailing...

The writing skills learned for other forms of written reports are used in Email
writing. Some of the more important guides for Email writing are:


Make the subject line clear, concise and informative. If you introduce a new
topic make this clear in the subject line, or better still send another Email



Start with an appropriate salutation as we saw earlier



Be succinct as possible and if lengthy information has to be sent use an
attachment



Headings and subheadings can be used in long or complex Emails
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Sign off with an appropriate greeting/closing such a “Regards”, “Best regards”,
“Yours sincerely, “Yours faithfully” and add your name



“Spell check” Email content before sending



Use the “Request Read Receipt” under Tools if proof of delivery is needed
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NOW FOR THE ACTUAL REPORT!
Will structured steps in my report writing help me achieve success? Steps
such as:
1. Clarifying fully in your mind the objective of the report
2. Planning the report
3. Collecting all the necessary information
4. Organising and structuring this information
5. Writing the report
6. Checking the report


In all of these steps our (now yours hopefully!) six honest serving-men’s help will
be needed.



In all of these steps constantly question yourself why you are writing the report
and what are your readers’ needs and expectations!

We will now look at these six steps one at a time…
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Step

1:

Clarifying The Objective Of The Report

You must make sure that your report, when complete, meets all the
requirements given in the instructions, request or terms of reference
initiating the report. If you do not fully understand these you must ask
questions to clarify them. Don’t even attempt to get the report work
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underway until you are completely clear in your mind what is its purpose,
reason or objective. Some questions to be answered at this stage might be:
 What is the problem or matter that needs addressing?
 Why is the report needed?
 Who will read the report?
 What knowledge will readers, both actual and potential, already have? Are they in
the same field as you? Have they got prior knowledge of the problem/matter to be
addressed?
 What decision making or other activities might flow from the report?
 What information, data, expertise will be needed to answer these questions?
Answers to these questions will decide the content and scope of the report
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STEP 2

Planning The Report

Once the objective of the report is clearly understood a brief plan can be
made on how the reporting task should be managed.
This plan will give detail on matters such as:
 What information, data and other inputs will be needed and from where?
 In what sequence should the gathered information, data and other inputs be used
in the report?
 What parts of the report can be segmented into manageable parts?
 Suitable titles and subtitles for the report’s sections and subsections
 Graphs or detailed information

This plan must give an outline structure of the report with time frames for
the completion of its individual parts.
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STEP 3

Collecting The Necessary Information
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The Objective of the report is now known and a Plan has been made to
achieve it. Information, data and inputs to add to your knowledge and that of
your readers must now be collected.
All the necessary information, data and inputs are collected by:
 Searching your company’s internal records such as financial, planning and
personnel, with the sole focus being the report’s objective. There may even be past
reports on a same or similar problem. What information was gathered for these?
What conclusions were reached? What recommendations were made? Were they
acted on? Was success achieved? Any confidential information found must be
treated as such.
 Drawing from your own work experience, expertise, insights and observations.
Your own experiences and knowledge are often invaluable and you should not be
afraid or shy to draw on them but they must be supported by facts.
 Searching for published information from libraries, internet data bases or other
public sources. Google searches on the web are invaluable to assist with
information if you search with purpose. If you find an interesting piece of
information don’t forget to flag it for future reference.
 Interviewing work colleagues, fellow professionals, customers, suppliers and
competitors to give you insight beyond that available from public sources. Now is
the time to network with a vengeance. Call in past favours. Have other
establishments dealt with the same problem that you are now faced with. What
have they tried? Did they have success or failure?
Record all the sources of your information for the Bibliography and to back up your
findings and assertions.
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Step 4 Organising And Structuring the Information Collected
Disorganised information, data and inputs are of little value to you. These
have to be studied and listed so that their use can be evaluated and then
used to realise the report’s objective. And then in their order of occurrence
and importance. Those which are of no value should be discarded.
The inputs can be arranged in an organised manner allowing for their interrelationships to
be easily appreciated and understood by:
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 Mind Mapping: A mind map is a graphical way for representing connections
between ideas, concepts and pieces of information… Each idea or fact is written
down and then linked by lines to its major or minor idea or facts, thus creating an
easily understood web of relationships.
 Brainstorming: Brainstorming is a spontaneous group discussion used to
generate ideas and develop creative solutions to problems…
 Free Writing: Free Writing is a process used to bring out useful ideas and
solutions to problems. It is done by writing anything that comes to mind while
focusing on a task or problem. Nothing should be done to disturb this free flow of
creative thinking… It is done by opening a new document and writing anything that
comes to mind while focusing on a task or problem. Time should not be spent in
correcting poor layout, punctuation, grammar and editing. Nothing should be done
to impede the desired free flow of creative thinking.
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Step 5:

Writing The Report

PART 1

The work spent in clarifying the objective of the report, the planning, the
collecting and organising of relevant information and other inputs must now
all be drawn together in the writing of the report. There are now several
important aspects you must consider when writing the report. These are:
 The Writing Process: You must seek out and use a quiet place where the writing
work can be done free from all distractions...
 Presentation: The final written report must have a strong visual impact on
readers. To achieve this care must be taken in using a layout that will allow this…
 Writing Style: A written report that has little intellectual impact on its readers is
a failed report. The writing style used in the report must help achieve this...
 Format/Template: There are many formats a writer can use for the report to
communicate effectively and easily. Care will be needed to choose one which will
serve the report’s objective.
If the final written report fails to supply additional knowledge and compelling arguments
for improvements or change all else will have been for nothing.
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Step 5:

Writing The Report

PART 2

The writing process. How can the inputs you gathered and your ideas be
combined into a flow of thoughts and ideas that will make sense to the
reader? Always focus on why you are writing and focus on your reader’s
needs. Focus firmly on your writing task by:
 Working in a quiet place free from interruptions and distractions. Make it clear to
work colleagues that you need peace and quiet…
 Turning off Email and cell phone connections. This is important as a break for a
phone call can costs you hours to get back into your train of thought…
 Creating a formal work position at a desk in front of a computer. Clear your desk of
distractions and get down to the job in hand…
 If at home working away from TV and other family diversions. Better still get your
significant other to take the kids for a visit to their Gogo…
 Don’t be daunted by big tasks. Break them down to manageable sizes. If faced with
writers block start with the parts of the report that are clear in your mind and then
get back to the “road blocks” later

Remember the old South African saying, “How do you eat an elephant?” with
the answer, “one spoonful at a time”. Or as some say, “start with the soft
bits…”
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Step 5:

Writing The Report

PART 3

PRESENTATION: How can your written report create the best possible visual
impact?
 Typing Standards: Written reports should be word processed with a portrait
orientation and printed on a laser or inkjet printer in an 11-12 point Arial or Calibri
font…Let’s talk about these details… Larger font sizes in bold to be used for section
headings. All pages to be numbered at top right. If report is to be bound a 4.5cm
left margin should be allowed with 2.5 cm margins at right side, top and bottom.
Single line spacing should be used except between paragraphs where a blank line
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should be left. Size of spaces between punctuation marks can be left at writer’s
discretion.
 Format: Changing fonts and using other formatting features such a bold, italics
and underline should be kept to a minimum. If used too often their impact is lost...
 Arrangement: In short reports assist reader by numbering paragraphs and in
longer reports use a numbered and named heading for each section with
appropriately numbered and named subheadings. A new page should be started
with each main section where possible. Have you used white space cleverly and
creatively to make the report pleasing to the eye? There is nothing worse with
cramped writing with no space between paragraphs etc making it difficult for a
reader to follow the flow of the words… Or even intimidating him…Show samples
of the two report pages to illustrate the correct use of “white” space. Make your
report “eye candy” that cannot be resisted by your readers.

In “The Selling Houses Business” the slogan is always “Location, Location,
Location!” Many believe that in Report Writing the slogan should be
“Presentation, Presentation, Presentation!”
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Step 5:

Writing The Report

PART 4

WRITING STYLE: Will your writing style allow your report to deliver on its
purpose? Will it help achieve maximum intellectual impact?
You must lead your readers through the report without them being frustrated, jarred or
confused. Use the third person (he/she/it/they) avoiding 1st (I and We) and 2nd (You and
You) in the past tense. Points that will help in this task are:
 Write in a clear and formal professional style bringing out events in a chronological
sequence. Don’t use unsubstantiated facts, jokes, humour, jargon and clichés.
 Don’t fill report with unnecessary detail. When such detail might be needed for
some readers include it in appendices. Complex graphs and long data lists in the
body of your report will chase away most readers…!
 Don’t use long complex or padded sentences. Avoid excessive use of commas and
conjunctions (and, but, or). Split such sentences to make them easily read. I have
seen sentences eight lines long in a report. By the end of the sentence I had
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forgotten what the beginning was about. So for each new thought use a new
sentence.
 Check your punctuation, full stops, commas, semi-colons, colons, hyphens and
dashes
 Be tactful…Is your tone right? May be it is critical, intimidating, irritating, sarcastic,
condescending. One word can damn an otherwise good report. For example, Your
failure to reply…You neglected to…We take issue…You should know…
 Have a clear thought in each sentence and don’t waffle. Obey the ABC rule! Do you
remember it?
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Step 5:

Writing the Report

TEMPLATE/FORMAT
1:
deliver on its purpose?

PART 5

Will the template you use help your report

Remember that when you write a report there are many template/formats
that you can use. If in your work situation there is already a set format you
can use it, or use your own favourite format. You must use the format that
you believe will best make your report readable and is best suited for that
purpose.
Following are report components of a typical formal written report format
and you can use all these, or combinations of them, to construct your report:
(At this point it should be emphasised that there are very many written
reports that will never need such a complex template/format. Many may just
consist of a series of numbered paragraphs…but the choice is yours as the
writer…you
may
only
need
an
Introduction,
Body
and
Recommendation…Some report writing authorities recommend: Tell them
what you’re going to tell them, Tell them. Then tell them what you have told
them.)
1. Title Page

2. Table of Contents

3. Abstract or Executive Summary

4. Introduction
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5. Body or Findings

6. Conclusion/s

7. Recommendation/s

8. Appendices or Annexures

9. Bibliography or References

10. Glossary

 We will now discuss these components of the Template/Format and the order in
which they can be written
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Step 5:

Writing The Report

TEMPLATE/FORMAT

2:

PART 6
Components: 1-5

1. TITLE PAGE which gives:
 Full title of the report in capitals and date of submission
 Name, title and organisation of the receiver and author
2. TABLE OF CONTENTS which gives:
 The names of each section and subsection in report
 The order and page numbers in which they appear in report
3. ABSTRACT OR EXECUTIVE SUMMARY which:
 Gives a clear and concise overview of report for Management or those
with little time to grasp the main points
 Highlights and summaries purpose, scope, methodology, conclusions
and recommendations of report…but only those in the report
Note: Take care. This is the part that senior staff read. Make it short…No
more than a page long. It is often useful to write the Abstract component
after the Introduction, Body, Conclusions and Recommendations. This will
ensure that the Abstract will be well written, accurate and persuasive as by
then all inputs will be clear in the writer’s mind.
4. INTRODUCTION which gives:
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 A brief explanation on purpose and scope of the report. (Who are ex
UniZul students? Don’t you remember that famous word “scope”? Just
before exams, “What’s the scope?” And the lecturer’s usual reply,
“Everything I have taught you” which was followed by a loud groan.
The dictionary defines scope as “The area covered by a given activity or
subject”. In our report writing we shall take it as meaning the area
within which we will be operating. For example, when writing up a
budget bid for a new computer we cannot start writing about
something not connected to that subject.
 Background information on “the problem” and any other matter
which will allow for a full understanding of the main part of the report
5. BODY OR FINDINGS is where:
 The heart of the report is, the facts are found
 The writer describes, discusses, analyses and interprets all the
information and data collected and organised prior to writing
 The writer’s findings are arranged in logical segments and are
identified with clear and descriptive headings
 The information and data that will support the writer’s later
conclusions and recommendations are described
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Step 5:

Writing The Report

TEMPLATE/FORMAT

3:

PART 7

Components 6-10:

1. CONCLUSIONS is where:
 Findings are explained in relation to the original problem while
drawing on evidence from the main body of the report
 Writers present their concluding ideas and arguments while not
introducing new ones
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 The conclusions drawn are the logical results of the evidence presented
in the report
2. RECOMMENDATIONS: is where:
 The writer says clearly what he believes should be done to right or
mitigate “the problem”.
 The writer recommends specific actions to be taken as the result of
information and argument presented in the main body of the report
3. APPENDICES/ANNEXURES: is where:
 Additional material is included. This material is relevant but extensive
and would disrupt the writing and flow of the body of the report
 Bulky items only of interest to some of the readers are placed.
4. BIBLIOGRAPHY/REFERENCES: lists:
 Of sources of information, for example, books, that were consulted
during preparation of the report
 Of references used in researching the report
5. GLOSSARY: Gives
 An alphabetical list of difficult, technical or foreign terms used in the
report, along with their definitions or translations.
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Step 6:

Checking The Report

Part 1

Proof Reading, Revising and Re-Drafting of report where necessary
You have worked hard now is the time to take a break…not a Kit Kat break as
the advert goes…but overnight one if possible…then proof read, revise and
re-draft if necessary the next day. The danger is that when we write a report
and then later read it we see things that are not in it and don’t see things
that are.
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The checking of a report is an important step in the report writing process. It
is a common misconception that this work simply involves the proof reading
of the report for “typos”, spelling mistakes, and the misuse of grammar and
language. (Typos=Typographical errors)
Don’t take the attitude, “I have worked long enough on this report. Let me get it off my
desk”. This is fatal. Most reports, even simple one, need to be checked over five
times...and even then after it is on the boss’s desk you will still find mistakes…Is the tone
and voice right, have you used a word or expression too much? Do a “find” search on
“Word” and if this is true find new words and expressions to replace these. In fact watch
out for all of the problem areas we have covered this morning.

Such routine steps must indeed be taken but more important than that is the
need for a full revision of the report. This is done to ensure that all relevant
information has been included in an easy to understand way and that the
arguments made in the report are valid and supported with solid evidence.
If this information is found to be wanting or argument used is weak the
report must be re-drafted to include and strengthen these. This process must
continue with further revisions and further re-drafting until the writer is fully
satisfied that the report is:
OBJECTIVE, COMPLETE AND WELL WRITTEN
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STEP 6

Checking the report

Part 2

Proof reading, Revising and Re-Drafting of report where necessary
Important Note: When you are fully satisfied that your proof reading,
revising and redrafting tasks have been completed to your complete
satisfaction print out a hard copy of the report. Then ask a friend or colleague
with good writing skills to read it. Invariably they will find matters that
require changing, mending or massaging. This is almost inevitable as most
writers have blind spots when checking their own written reports.
A media report highlighting a badly written report…
Some years ago the Mail & Guardian newspaper reported that “a
poorly written six-page memorandum littered with contradictions,
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inaccuracies, poor spelling and bad grammar informed the decision
to end the probe into the R42 billion “Strategic Defence Package”
(SDP) arms deal signed in 2000”.
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Our baby is off for her walk but she is still thinking about the ABC
rule…Accuracy, Brevity and Clarity…
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You will agree that having good report writing skills will be very useful in
your work careers and also in your private lives. Please keep the hand out
from this lecture for your future reference. I am sure that the writers of the
report referred to above now wish that they had spent more time, effort and
energy when writing and checking it.

***
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CHAPTER 13

PUBLIC ACCOUNTABILITY AND ETHICS IN THE WORK PLACE
In South Africa, we hear and read about “Public Accountability” and “Ethics” on a daily
basis. There can never be any doubt that these are concepts that have a big influence on our
public and private lives. With this in mind, it would be useful for us to take time to have a
look at what these words mean and then explore what impact they have on our lives,
especially our work lives.
1

THE SOUTH AFRICAN CONSTITUTION:

The South African Constitution (Act 108 of 1996), as regards to the promotion of
Accountability and Ethics, is deemed one of the most progressive in the World. The
importance of Accountability and Ethics in all of our spheres of Government are highlighted
in Section 195 of Chapter 10 of our Constitution, which reads as follows:
“Chapter 10: Public Administration:
administration: Section 195.

Basic values and principles governing public

(1) Public administration must be governed by the democratic values and principles enshrined
in the Constitution, including the following principles:
(a) A high standard of professional ethics must be promoted and maintained.
(b) Efficient, economic and effective use of resources must be promoted.
(c) Public administration must be development-oriented.
(d) Services must be provided impartially, fairly, equitably and without bias.
(e) People’s needs must be responded to, and the public must be encouraged to participate in
policy-making.
(f) Public administration must be accountable.
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(g) Transparency must be fostered by providing the public with timely, accessible and
accurate information.
(h) Good human-resource management and career-development practices, to maximise
human potential, must be cultivated.
(i) Public administration must be broadly representative of the South African people, with
employment and personnel management practices based on ability, objectivity, fairness, and
the need to redress the imbalances of the past to achieve broad representation.
(2) The above principles apply to—
(a) Administration in every sphere of government;
(b) Organs of state; and
(c) Public enterprises.
(3) National legislation must ensure the promotion of the values and principles listed in
subsection (1).
(4) The appointment in public administration of a number of persons on policy considerations
is not precluded, but national legislation must regulate these appointments in the public
service.
(5) Legislation regulating public administration may differentiate between different sectors,
administrations or institutions.
(6) The nature and functions of different sectors, administrations or institutions of public
administration are relevant factors to be taken into account in legislation regulating public
administration.”
These are powerful values and guiding principles and leave no room for doubt of what is
needed, provided for and planned for finding … and securing fair and good governance in
South Africa. The founding fathers of our Democracy and Constitution were certainly wise
and knew that accountability and ethics were vital for good governance, and of course the
success of our new nation.
2

PUBLIC ACCOUNTABILITY:

“Public Accountability?” So what does this concept really mean? First let us look at the word
“Accountability” and then come back to the “Public” part later.
“Accountability?” As a start, the Longman’s Family Dictionary advises that it is a noun
derived from the adjective “accountable” and that it has two main meanings, these being
“responsible” and “answerable”. So perhaps we are now getting close to an understanding of
“Accountability”. It is something that which a person or body of persons have to answer for,
or to accept responsibility for.
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Google defines “Accountability” as “the fact or condition of being accountable;
responsibility. They give as an example of the use of the word, “their lack of accountability
has corroded public respect”. They also give, “responsibility, liability, answerability” as
synonyms and give the further example phrase, “there must be accountability for the
expenditure of every public cent” to further illustrate the meaning of the word.
The Merriam-Webster web dictionary defines “Accountability” as, “the quality or state of
being accountable; especially an obligation or willingness to accept responsibility or to
account for one’s actions. It illustrates its use in the phrase, “public officials lacking
accountability”.
The web dictionary at www.vocabulary.com explains the concept of “Accountability” in the
illustrative phrases: “If you take responsibility for your own actions, you show accountability.
Stepping up and admitting when you break something shows accountability”.
It continues, “Accountability” is a noun that describes accepting responsibility, and it can be
personal or very public. A government has accountability for decisions and laws affecting its
citizens; an individual has accountability for his/her acts and behaviours. Sometimes,
though, taking accountability means admitting that you made a mistake. Punishment may result,
but accountability shows ownership and willingness to admit mistakes.
So from all of the above definitions and explanations of Accountability we can conclude that a
person or body of persons that have accountability are the “good guys” as it is a form of
trustworthiness; the trait of being answerable to someone for something or being responsible for
one’s own conduct. It then stands to reason that a person or body of persons who do not have
accountability are the “bad guys”.
3

ACCOUNTABILITY IN GOVERNMENT:

Before we move on with our discussion on Public Accountability, it might help us if for a
moment we talked about “Accountability in Government”. The Web gives extensive information
on this very important aspect of democracy. The first web site that I found informative on this
concept is http://www.ait.org.tw/infousa/zhtw/DOCS/prinDemocracy/government_dem.html and
it makes the following very important points on Accountability in Government:





Public officials, both elected and un-elected, have an obligation to explain their decisions
and actions to citizens,
Government accountability is achieved through a wide variety of mechanisms – political,
legal and administrative – designed to prevent corruption
This is to ensure that officials remain answerable and assessable to the people that they
serve
In the absence of these mechanisms corruption will thrive

The
second
web
site
that
was
informative
was
http://siteresources.worldbank.org/PUBLICSECTORANDGOVERNANCE/Resources/Accounta
bilityGovernance.pdf. and it made the following points on the concept of Accountability in
Government:
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It ensures that actions and decisions taken by public officials are subject to oversight,
This is to guarantee that Government initiatives meet their stated objectives
To enable them to respond to the needs of the community that they are meant to be
benefiting, and
Thereby contribute to better governance and poverty reduction.

And the Google definition of the concept is succinct and to the point when it states that
Government Accountability means “that public officials, elected and un-elected – have an
obligation to explain their decisions and actions to the citizens”.
4

NOW FOR THAT “PUBLIC” PART:

Google also reports that … “Public accountability means the obligation of authorities to explain
publicly, fully and fairly, before and after the fact, how they are carrying out responsibilities that
affect the public in important ways”.
5

A SHORT HISTORY LESSON ON THE ORIGINS OF “ACCOUNTABILITY:

It will be interesting for us to have a look at the origins of the concept of “Accountability” before
we move on to the concept of “Ethics”.
Professor Mark Bovens in his essay, “The Concept of Public Accountability” on the web site:
http://dspace.library.uu.nl/bitstream/handle/1874/15015/Bovens_05_Publicaccountability08F
erlie.pdf?sequence=1
gives us some very interesting insights into the general notion of Public Accountability. He
starts out by claiming that it is the hallmark of modern democratic governance. He then goes
on to further claim that without those in power not being held accountable in public for their
acts and omissions, for their decisions, their policies, and their expenditures Democracy
remains an empty shell.
Discouragingly he then goes on to report that “public accountability” as a concept is hard to
pin down. He claims that it is a “hurray word” like “learning”, “responsibility”, or
“solidarity”. In other words it is a concept that nobody will admit being against. In the
meantime, it can be an evocative political concept that “can be used to patch up a rambling
argument, to evoke an image of trustworthiness, fidelity, and justice, or to hold critics at
bay”.
Bovens then goes on to report that historically the concept of accountability is closely related
to accounting and in fact comes from bookkeeping. He reports that in 1085 King William 1
of England required all of his subjects who owned property to render “a count” of them. Such
properties were then listed in the so-called “Doomsday Books” along with their location and
value. (You may remember from your history lessons that King William 1 was by then
known as “William the Conqueror”. He was from Normandy in France and he sailed a war
fleet to England and defeated their King Harold on Sunday the 14 October 1066 at the
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daylong Battle of Hastings. He then took over the English throne). King William used this
“book kept” information to have his subjects swear allegiance to him and eventually
organised and centralised the country’s administration that helped to bring law and order to
England.
However, today accountability has moved from its bookkeeping beginnings and has become
a symbol of good governance not only in all tiers of Government, but also in the private
sector. Without it, all enterprises in these sectors will fail. However, this ancient accounting
relationship has been reversed. King William used his accounting system to make his subjects
accountable to him, whereas today citizens in a democracy use accountability to hold their
leaders accountable to them, or hopefully so.
Note: Mark Bovens is Professor of Public Administration at the Utrecht University School of
Governance in Holland and he has held this post since 1997. His current research includes
accountability and governance, citizenship and democracy in the information society, success
and failure of public governance, and trust in Government.
6

ETHICS:

Now let us tackle the concept of “Ethics”.
So off we go back to Google for a definition of the word. Google advises that ethics is a noun
with the meanings:
1

2

A moral principle that governs a person’s or group’s behaviour as in the concept “JudeoChristian ethics”. (These can be summarised in the “Golden Rule” which Jesus taught his
disciples in Matthew 7:12, “So in everything, do to others what you would have them do to
you, for this is the Law of the Prophets”). Ethics has many synonyms including “moral code,
morals, morality, values, rights and wrongs, principles, ideals, standards (of behavior), value
system, virtues, dictates of conscience” and gives its use in the example phrase, “your socalled newspaper is clearly not burdened by a sense of ethics”.
The branch of knowledge that deals with moral principles.

Yes so far so good, but now what is a “Moral Principle”. The web site:
http://www.audioenglish.org/dictionary/moral_principle.htm tells us that the term “Moral
Principle” has two senses, firstly the principle of right and wrong that are accepted by an
individual or a social group, and secondly the principle that conduct should be moral.
That now leaves us to look into the word “moral”…both as an adjective and as a noun.
As an adjective, the word “moral” is concerned with the principles of right and wrong
behaviour and the goodness or badness of human character. Synonyms are words such as,
“virtuous, good, righteous, honest, just, noble, law-abiding” etc. For example, as used in the
sentence, “Sihle lacks the moral courage to oppose the criminal activities of his friends”.
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As an noun “moral” is concerned with describing a lesson, especially one concerning what is
right and prudent, that can be derived from a story, a piece of information, or an experience.
Synonyms are words such as, “lesson, meaning, significance, import, point, teaching etc.”For
example as it is used in the phrase, “the moral of this story is that we must look for good in
all people”.
For further understanding of the concept of “Ethics” it will be very worthwhile to visit the web
site: http://www.bbc.co.uk/ethics/introduction/intro_1.shtml
This web site goes into the meaning of the concept “Ethics” is some depth and it is easy to
understand the language used there.
For example it poses the question, “What is ethics?
And answers it as:
“At its simplest, ethics is a system of moral principles. They affect how people make
decisions and lead their lives.
Ethics is concerned with what is good for individuals and society and is described as moral
philosophy.
The term is derived from the Greek word ethos that can mean custom, habit, character or
disposition.
Ethics covers the following dilemmas:


how to live a good life



our rights and responsibilities



the language of right and wrong



moral decisions - what is good and bad?
Our concepts of ethics have been derived from religions, philosophies and cultures. They
infuse debates on topics like abortion, human rights and professional conduct.

7 ACCOUTABILITY AND ETHICS IN THE WORK SITUATION:
The forgoing gives us some background into the concepts of Public Accountability and Ethics.
Now we have to look at how an understanding of these concepts can help us to be successful,
happy, productive and safe when working to earn a living.
All of us who have to work for a living must know and accept that no employer employs a
worker just so that such worker can have money to meet his needs. (Note: The word “needs” was
used and not “wants”!).
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Employers require the worker’s output to be of such a nature so as to ensure that this makes his
enterprise successful and profitable.
Employment is in reality a contract between an employer and a worker. In terms of this contract
the worker, by his labour, adds value to the enterprise. The employer in turn pays the worker for
his labour in aiming for this goal. When either of these two items fails, the provision of labour,
or the provision of payment, the contract breaks down. Then one party to the contract must
withdraw from it. Of course, it makes sense that both these parties must be fair to each other and
the enterprise. For this reason, most companies draw up a company “Code of Ethics” and a
company “Code of Conduct and Disciplinary Rules”. These are designed to make it clear to both
parties what will be acceptable as behaviour and what will be forbidden.
No enterprise can survive without a clearly written guidance for its management and employees
on what behaviour is acceptable and correct. There are normally two sets of written guidance
codes set out for staff to adhere to. The first of these are of a general nature and are normally
referred to as the Code of Ethics of the enterprise. The second are written rules, which set out
specific acts, and omissions that are not acceptable while in the employ of the business. These
are normally referred to as the Disciplinary Rules. As an employee you must always be guided
by, and adhere to these codes and rules. Failure to do this will lead to sanctions that can stretch
from a verbal warning, to a written warning and then even dismissal from the employment. We
shall have at looks at each of these documents in turn:
8 CODES OF ETHICS IN BUSINESS:
http://smallbusiness.chron.com/examples-code-ethics-business-4885.html
The above web site tells us that a Code of Ethics is sometimes also called a Code of Conduct or
Ethical Code. This code should be set out to clearly tell what the company's values, ethics,
objective and responsibilities are. A well-written code of ethics should also give guidance to
employees on how to deal with certain ethical situations. Every code of ethics is different and
should reflect the company's ethical beliefs, values and business style. Some codes are short,
setting out only general guidelines, and others are large manuals, encompassing a huge variety
of situations.
This web site goes further and tells us that the Kraft Foods company, which is a worldwide food
processing enterprise has the following 10 point “short and sweet” Code of Ethics. These should
leave none of their employees in any doubt as to where Kraft Foods stand on the question of
business Ethics. The ten points read as follows:
1.
2.
3.
4.
5.
6.
7.

Make food that is safe to eat;
market responsibly;
treat people fairly;
respect the free market;
compete fairly;
respect the environment;
deal honesty with the government;
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8. keep honest books and records;
9. never trade on inside information;
10. give Kraft Foods your complete business loyalty.
The web site below gives valuable guidance on the importance of small businesses taking a firm
stand on the adoption of ethical standards in their enterprises.
http://sbinformation.about.com/od/bestpractices/a/businessethics.htm?utm_term=code%
It points that one of the most important attributes for small business success is the distinguishing
quality of practicing admirable business ethics. They report that business ethics, practiced
throughout the deepest layers of a company, become the heart and soul of the company's culture
and can mean the difference between success and failure.
They highlight the wisdom of the oft-quoted business maxim:"If you have integrity, nothing else
matters (everything will be in place). If you don't have integrity, nothing else matters (nothing
else should matter…until you achieve integrity)."
It also points out that there are many benefits of practicing business ethics and tell that research
studies showed that companies displaying a “clear commitment to ethical conduct” consistently
outperformed companies that did not.
It lists the following seven Principles of Admirable Business Ethics:
1. Be Trustworthy: Customers want to do business with people they trust.
2. Keep An Open Mind: The leaders in a company must always be open to new ideas and
ask for opinions from customers and company staff.
3. Meet Obligations: No matter what do everything possible to gain the trust of past
customers and clients, especially if something has gone wrong. Honour all commitments
and obligations.
4. Have Clear Documents: Scrutinise all advertising material, brochures and other
business documents to make sure they are clear, precise and professional. They must
never misrepresent or misinterpret.
5. Become Community Involved: Remain involved with community related issues and
activities showing that the company is a responsible and committed community
contributor.
6. Maintain Accounting Control: Take a hands-on approach to accounting and record
keeping, not only to stay on top of the business but also to ensure that no questionable
activities are taking place. Stop any dubious activities promptly.
7. Be Respectful: Treat others with the utmost respect regardless of differences, positions,
titles, ages, or other types of distinctions, always treat others with professional respect
and courtesy.
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9 DISCIPLINARY RULES IN BUSINESS:
Our Labour Relations Act, 66 of 1995 sets out the law on all matters affecting the work
place, working conditions, trade unions etc. in South Africa. And these include matters
affecting disciplinary rules. The web site http://www.labourguide.co.za/disciplinedismissal/254-disciplinary-code-a-procedure gives useful information on disciplinary
rules and regulations that pertain in workplaces in South Africa.

It should be noted that section 3 of Schedule 8 of the Act mentioned instructs that "all
employers should adopt disciplinary rules that establish the standard of conduct
required of their employees." The Schedule further instructs that disciplinary rules
“must create certainty and consistency in the application of discipline. This requires
that the standards of conduct are clear and available to employees in a manner that is
easily understood by employees".

It follows from this that employees may be disciplined for breaking a rule that they
were not aware of in the first place. It is therefore essential that the employer's
Disciplinary Code and Procedures be communicated to all employees in writing and in a
language that they can clearly understand. Employees should also be told of the
consequences of breaking disciplinary rules.

Work place disciplinary rules can cover the indiscipline as listed below:









Absence without leave
Poor time keeping
Unsatisfactory work performance
Poor personal appearance, mode of dress, personal hygiene
Discrimination, Bullying and Harassment
Smoking, and alcohol and illegal drug use
Illicit use of company facilities and equipment for personal reasons
Use of the Internet and social media in work time

These rules should make it clear that if an employee does not meet the minimum standard of
conduct disciplinary action may be taken.
The rules should also give examples of what behaviour will be treated as Gross Misconduct.
This is conduct judged so serious that it is likely to lead to dismissal. Conduct such as:


Drunkenness or drug abuse
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Fighting at work
Fraud
Gross negligence or insubordination
Serious breaches of health and safety rules
Theft
Wilful damage to property
Use of the internet or email to access pornographic, obscene or offensive material

It should be made clear in the rules that this list is not exhaustive. What counts as gross
misconduct varies depending on the type of business and the role of the employee. For example
smoking in an oil refinery would be considered as gross misconduct and would lead to dismissal
for a first offence.
10 COMMISSION FOR CONCILIATION, MEDIATION AND ARBITRATION (CCMA):
It should be noted that in South Africa our Commission for Conciliation, Mediation and
Arbitration (CCMA) has been set up to ensure that there is fair play in the work place. It pays
particular attention to the application of a company’s Disciplinary Rules and Disciplinary
Committees. The CCMA has shown over time that they have been fair to both employers and
employees in these tasks. The web site below is worth consulting as it gives valuable information
on how the CCMA manage these tasks.
http://www.labourguide.co.za/discipline-dismissal/254-disciplinary-code-a-procedure
It advises that Standards of Conduct, or what we have called Disciplinary Rules, should stipulate:






What are considered Serious Offenses: e.g. theft, fraud, insubordination, unauthorized
absenteeism, consumption of alcoholic beverages on company premises, arriving at
work under the influence of alcohol or any substance having a narcotic producing
effect, arriving at work with the smell of alcohol on the breath, etc?
What disciplinary action may be imposed should an employee be found in breach or
guilty of breaking any rule listed under Serious Offenses. For example, "any
employee found guilty of breaking any rule listed under Serious Offenses shall be
guilty of misconduct and dismissal may result.
In this way, employees are left in no doubt whatsoever regarding the consequences of
unacceptable behaviour in the workplace. They cannot claim, "I did not know it was
such a serious thing" or "I never ever thought I could be dismissed for that”.
Employees will be then be fully aware of the consequences of any misconduct, and
should they choose to engage in misconduct, then the risk and liability passes to them.

The CCMA has over the past years shown itself to be a valuable tool in bringing about
conciliation between employers and their workers. They have been seen to fairly and honestly
mediating and arbitrating their differences in respect of workplace indiscipline and crime. On the
other hand, in basic terms resolving disputes between them. In these years, employers have
learned that the CCMA will not accept unfair or poorly conducted disciplinary hearings. On the
other side of the coin workers have learned that they will get no help from the CCMA if they
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have broken disciplinary rules or have committed crimes in the workplace that have put the
welfare or sustainability of their employer’s business at risk.
The CCMA gives its services free of charge. Once a dispute has been raised with the CCMA a
commissioner is appointed to try to resolve the dispute within 30 days. This commissioner then
puts together a conciliation strategy that must include mediating, gathering information and
recommending a solution. After the 30 days, the commissioner will provide a report detailing the
outcome of the dispute resolution. If the dispute is not resolved, the matter then goes to
arbitration where the commissioner will hear both parties and give a ruling on the matter.
The additional web sites listed below were consulted and drawn from in the compilation of this
paper:
https://hbr.org/2011/04/ethical-breakdowns
https://vanguardldrship.wordpress.com/2013/02/10/five-steps-to-prevent-ethical-breakdown/..
http://onlineathens.com/stories/121006/business_20061210026.shtml#.Vbtw5mcw85s
http://www.labourguide.co.za/discipline-dismissal/254-disciplinary-code-a-procedure
http://www.picknpay.co.za/picknpay/applications/picknpay/custom/builds/2014/clothing/CODE
%20OF%20ETHICS%20-%2021%20Oct%202013%20%20APPROVED%20BY%20STORES'%20BOARD%20(3)2%20(3).pdf
http://www.eliasmotsoaledi.gov.za/docs/policy/empl_cc.pdf
http://www.aspaonline.org/global/V34N2_ImpactOfAccountability_Taylor.pdf
https://en.wikisource.org/wiki/Constitution_of_the_Republic_of_South_Africa,_1996/Chapter_1
0
http://www.psc.gov.za/documents/docs/guidelines/Explanatory%20Manual%20on%20the%20Co
de%20of%20Conduct%20for%20the%20Public%20Service.pdf

And a few thought provokers to finish off with….
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CHAPTER 14

RISK MANAGEMENT AT WORK…
It was decided when this course programme was being planned that giving our course
attendees an insight into the “what and why” of Risk Management in a working environment
would be of use and interest to them. In my work career, I was deeply involved in the
management of risk for many years. I have to say right at the outset that the very words,
“Risk Management” were a fearful concept to many young people new to the work place.
Therefore, to get the discussion under way perhaps we should look for a good definition of
the concept.
One definition of Risk Management that I found on the web defined it, as “…is the process of
planning, organising, leading and controlling the activities of an organisation in order to
minimise the effects of risk on an organisation’s capital and earning.”
Another web entry defines Risk Management as “… (in business) the forecasting and
evaluation of financial risks together with the identification of procedures to avoid or
minimise their impact”.
The last web definition of Risk Management that I will refer to is “…the identification,
analysis, assessment, control, and avoidance, minimisation, or elimination of unacceptable
risks. An organisation may use risk assumption, risk avoidance, risk retention, risk transfer,
or any other strategy (or combination of strategies) in proper management of future events.
See:

http://www.businessdictionary.com/definition/risk-management.html

I like this definition because it gives us much more information about what the application of
the art of Risk Management is. This helps take away the mystique that is sometimes attached
to it.
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So let us have a look at some of the concepts in this definition:
“identification”…by now we will have gathered that “risk” is something in a business or
enterprise that can do it damage and “management” is what we do about it. However, we
cannot tackle a risk until we have discovered and described it…in other words
“identification.”
“analysis”…when we see this word we immediately think of our old chemistry classes at
school. Well this is a good start as analysis does not only mean working with beakers, test
tubes, Bunsen burners etc but means closely looking at anything to see what its component
parts are, and how they relate to each other. In Risk Management we look at real and
potential risks and break them down into their component parts to get answers to questions
such as “where, when, why, who, what and how”. (See how we always have to call on the
help of Rudyard Kipling’s six serving men. Men we can easily name by using the mnemonic
“five wives and one husband”). In addition, with work related risks the most important
question of all is, “How much will this cost us if it actually happens?”
“assessment”…this underscores the basis of all realistic business enterprises…how much
could the risk cost us?
“control”…the power of directing or restraining the identified risk, whether it is with
apparatus, machine systems or persons, in fact with anything legal and acceptable.
“avoidance”…escape from the identified risk through ingenious and (unlike evasion) legal
means.
“minimisation”…is reducing the potential damage of the identified risk to the smallest size
possible.
“elimination”…this is the doing away with the process or activity etc. that gave rise to the
identified and unacceptable risk.
“risks”…a probability or threat of damage, injury, liability, loss, or any other negative
occurrence that is caused by external or internal vulnerabilities, and that may be avoided
through pre-emptive action.
“organisation”…this can be defined as an organized body of people with a common
purpose, especially a business enterprise, society, association etc. It can be a University, a
factory, a farm, in fact anything that is structured and managed by people to pursue a
collective goal.
“risk assumption”…this is where an identified risk is recognised as minor and the decision
is made to assume it or carry it, as for example, where the cost of preventing the loss would
cost more than the cost of the loss itself.
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“risk avoidance”…technique of taking steps to remove a risk or hazard, engaging in an
alternative activity where the risk would not come into play, or otherwise end a specific
exposure to avoid the risk or hazard completely.
“risk retention”…technique where the organization identifies the risk and decides to carry
the risk itself from its own resources. This is sometimes called self-insurance.
“risk transfer”…a situation where an identified insurable risk is shifted or farmed out to an
insurance company by means of an insurance policy.
“strategy”…a method or plan chosen to bring about a desired future, such as achievement of
a goal or solution to a problem.
“management”…the organization and coordination of the activities of a business in order to
achieve desired objectives.
So there we have the technical side of Risk Management covered. In the work environment,
all loyal employees must always be on the lookout for weaknesses in their organisation’s
operations that can lead to risk and eventually severe losses. Losses that can put both their
and their work colleagues’ job security at risk. It must always be remembered that prevention
is better than cure. However, how often have we heard this idiom but never really applied it,
or applied it when it is too late?
Security and audit staff within an organisation have an added duty and responsibility to
ensure that the organisation is safe from risk. And that if any risks, no matter how trivial, are
identified that proper steps are taken to deal with them in the various methods as discussed
above. We have seen that an organisation can assume or accept, avoid, retain or transfer a
risk…but only at its peril can it ignore identified risks.

***
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CHAPTER 15

CURRICULUM VITAE (CV) /RESUME COMPILATION
The job seeker’s dilemma…what should I put be in my CV? Then to pile on more
pain…should I prepare a CV or a resume? However, just remember in case you are ever
asked…CV stands for Curriculum Vitae (plural: Curricula Vitae). These words are from the
Latin language, and they literally mean: the course of life.
In South Africa, the usual thing to do when applying for a job is to send a CV supported by a
covering letter. However, in the USA, Canada and Australia it is traditional to send a resume
instead of a CV. Resume is also sometimes spelled Résumé or even Resumé, but we will
keep to the simple form, Resume.
It has to be agreed that there is now a trend in the UK for work seekers to prepare a Resume
instead of the traditional CV. However, that trend has yet not been followed here in South
Africa. Therefore, we will press on with talking about CVs. However, before that perhaps it
would be wise to briefly state that in general terms a resume is a shortened version of a CV
and mostly talks to the narrow requirements of the actual job applied for.
So how does the web define a CV?
A check of the Web shows that there are numerous definitions or descriptions of what a CV
is. The most common themes can be seen in these examples:
Google’s definition reads: “a brief account of a person's education, qualifications, and
previous experience, typically sent with a job application.
And another definition on the web reads: “an outline of a person’s educational and
professional history, usually prepared for a job application”
Yet another reads: “a short account of one's career and qualifications prepared typically by an
applicant for a position
However, what is being stressed in most definitions and descriptions of CVs is what they
should tell, but with little or no stress and emphasis put on what is the real purpose of a CV.
Surely we can all accept that the whole point of a CV is to give a potential employer a
summary of all your educational and professional skills and past work experience. But,
perhaps more importantly what soft skills you have. These qualities should then be outlined
in a clear and convincing manner so that you can be chosen ahead of the other job applicants.
It must always be borne firmly in mind that your CV is the only way that a potential
employer has, in the first instance, of judging your suitability for the vacancy that he wants to
fill. If your CV does not strike a chord with the employer, you will not make that dreaded
“short list”. With the current scarcity of jobs for young people in SA, this elimination will be
painful. In short, your CV is vital in marketing yourself. Please then make sure that it sets the
right tone and highlights all of your achievements.
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The web site http://www.economist.com/node/558946 gives two Golden Rules on CV
construction to help guide you in writing your CV, these are:
1. Do remember that your CV is aimed at time-poor professionals. Make it easy for them
to conclude that you are a strong candidate.
2. Above all, do not lie or embellish the truth. It is much easier to check qualifications
these days. You will ultimately be caught out, and then what was a small untruth is
likely to destroy your chance of success.
This and the web sites http://www.myworldofwork.co.uk/content/the-big-cv-dos-anddefinitely-donts and http://ijobs.independent.co.uk/article/do-s-and-don-ts-for-developing-acv/ give valuable insights to the “does and don’ts” in the preparation of a CV. I have brought
together their invaluable “does and don’ts” tips as:
DO:
1. Do - Head the CV with your full names and ID number, postal and email address and
landline and cell phone numbers. Immediately under that write a very short selfprofile, but avoid hype and generalities. (It is strange how many CV writers are both
born leaders and strategic thinkers with superb communication skills!)

2. Do - Again just to underscore its vital importance…Be honest. Fabricating,
embellishment, fibbing, white lies, blue lies, or whatever you call it. Lying doesn’t
work in a CV

3. Do - Customise or tailor your CV to the job sought. Study the job description and the
advertised requirements for the job and tweak your CV to suit them. Explain and
focus on how your strengths and employment history are relevant. Mirror key words
from the job description and advertisement.

4. Do - Place the important information up front, in other words use the “reverse
chronological” format. This ensures that the reader is immediately met with your
current strong points

5. Do - Use positive and active language. When describing your work achievements use
power word words such as launched, planned, managed, motivated, co-ordinated,
achieved. Quote concrete outcomes to support your claims. For example, “this
reduced the build time from a month to three weeks”, or the input costs were reduced
from R23 00.00 to R 18 00.00.
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6. Do - View your experience in a positive light. Try to look objectively at your
experiences (even the bad ones) and identify what you learned or what skills you
developed in the process. (No employer likes a complainer or an already defeated
person).

7. Do - Include experience and interests that might be of use to the employer: IT
(Information Technology) skills, voluntary work, foreign or indigenous language
competency, driving skills, leisure interests that demonstrate team skills and
organisation/leadership skills.

8. Do - Make sure that your CV is clear, neat and tidy (and pleasing to the eye). Check
your spelling and grammar and read it over several times thoroughly and carefully.
Then read it and check it again. Spelling mistakes, typographical errors and
inconsistent dates are even more damaging at a graduate level than they are among
less educated candidates. But no matter what your CV should be easy to read with
space between each section and plenty of white space. Use left-justified text as it’s
easier to read, using black text on white good quality paper.

9. Do - Have someone else to read it over. They will be better able to spot mistakes or
point out improvements that have been missed by you as the author.

10. Do - Prepare a covering letter; keep it short and to the point. Confirm your interest in
the job vacancy, perhaps restating your reasons: address any issues, such as a
readiness to relocate, that may not have been apparent in the CV; include any
restrictions on your availability for a meeting or interview.

11. Do – Send clean, neatly folded original copies of the covering letter and CV.
Photostat copies insult the potential employer, and poor quality Photostatted copies
even more so.

12. Do - E-mail the CV if this is requested. The CV can be sent as an attachment to the
E-mail covering letter. Use a common word processing application in the construction
of the CV as a PDF version can give problems. Open and check the attachment in
your “Sent Items” section to confirm that it will open and print properly at the other
end.
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“DON’T:”
1. Don’t - Use padding and repetition. Short snappy sentences gets your point across
much more clearly
2. Don’t - Use clichés, slang, jargon, obscure acronyms (e.g. CEDAW…Convention for
the Elimination of All Forms of Discrimination Against Women) and technical terms
unless they are essential. With Clichés, everyone likes to say that they are team
players with great communication skills who can work under pressure. Instead, use
your work and life experience to show that you have these skills.
3. Don’t - Use tables and graphics such as ClipArt as they can look cluttered. Don’t use
a photograph of yourself unless this has been asked for.
4. Don’t - Give E-Mail addresses, Twitter names etc. that look unprofessional. For
example, loverboy1@gmail.com. (In addition, while talking about social networking
sites always remember the danger of loading inappropriate or damaging information
or photographs on such sites).
5. Don’t - Give too much information. As a rule, don’t give details relating to your age,
sex, nationality, marital status or health or anything that might discriminate against
you. (Although anyone who is not a South African but has permission to work here
may want to make that clear to potential employers)
6. Don’t - Hand-write or type your CV as this will look unprofessional and old
fashioned.
7. Don’t - Include information which may be viewed negatively – failed exams,
divorces, failed business ventures, adverse reasons for leaving a job. Don’t lie of
course, but just don’t include this kind of information. Don’t give the CV reviewer
any reason to exclude you at an early stage.
8. Don’t – Include salary information and benefit expectations. Leave this for
negotiations after your interview, when your employers are convinced of how much
they want to employ you.
9. Don’t – Make your CV more than two pages long. You can free up space by leaving
out or editing information that is less important. For example, you do not need to
include referees - just state that they are available on request. Don’t include all the
jobs that you have had if many, just the relevant ones. Add details of your more
important qualifications and summarise the rest.
10. Don’t – dilute your important messages. Don’t bother with a list of all the schools that
you may have attended with grades and addresses, don’t include a long list of hobbies,
or a long list of work history. Concentrate on demonstrating that you have the skills
that they need, what you have achieved by applying the skills you have, and what
benefits others have gained from your work.
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11. Don’t assume when describing past jobs that the employer knows about the company
involved. Always include a sentence or two to describe its size and line of business.

THE VITAL QUESTION ALL POTENTIAL EMPLOYERS HAVE WHEN
STUDYING YOUR CV…“WHAT VALUE CAN THIS APPLICANT ADD TO MY
BUSINESS?”

SAMPLE CV

See Annexure “1”

ANNEXURE ‘ 1 ‘
SAMPLE CV
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Jabulani Steven Mkhwanazi SA ID 9012255724084
PO Box 2949 Empangeni 3880, KZN
Cell: 082 8945694

Landline: 035 779 3495

E Mail: ndongajs@gmail.com

An ambitious, hard working and personable young man with a bachelor degree in
Chemistry. Now seek to enter the working world where the Chemistry knowledge and
analytical skills gained through study can grow while working conscientiously to further
the production needs of employer. Quick to grasp new ideas and concepts, and to
develop innovative and creative solutions to problems.

1

EDUCATION

University Career
2012 – 2014

University of Zululand, Kwa Dlangezwa, KZN
B Sc Chemistry cum laude. Graduated May 2015

Academic credits included: Chemistry 1, 2 and 3, Mathematics 1 and 2, English 1,
High School Career
2005 – 2011

Empangeni High School, Empangeni, KZN

Matriculated with Distinctions in Chemistry, Physical Science and Mathematics.
2

WORK EXPERIENCE

University Vacations 2013 to 2014:
Worked as a paid student assistant in the uMhlathuze Water Board’s water quality
laboratory in Richards Bay analysing water samples under the supervision of a
professional Analytical Chemist. This experience was invaluable as it allowed an insight
into the strict discipline and hard work that was needed to meet the time deadlines and
accuracy demands of analytical chemistry work.
University Vacation 2013 and November 2011 to January 2012:
Worked as waiter in the Spurr Restaurant, Empangeni. This work was also invaluable
as it allowed for the development of soft and people skills which were essential in
keeping customers happy. This also allowed them to enjoy their meals with no
unpleasant distractions or delays.

3

PROFESSIONAL AND PERSONAL DEVELOPMENT
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Study years 2013 and 2014:
Student representative on the University of Zululand’s Science Faculty Board.
Study Year 2014
Science student representative on the University of Zululand’s Student Representative
Council.
2010 to Present Time
Church Youth Representative, on the Anglican Church’s, All Saints Church Council,
Empangeni
4

INTERESTS AND ACTIVITIES

These currently include
5

:

Photography, Choir Music and Soccer.

FURTHER PERSONAL DETAILS

Driving Licence

Full Class08/Clean

Health

Excellent; non-smoker

Languages

Fluent Zulu, English and Afrikaans

6

REFERENCES ARE AVAILABLE ON REQUEST FROM PAST
EMPLOYERS,
TEACHERS AND LECTURERS

***
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CHAPTER 16

THE JOB INTERVIEW…THAT IMPORTANT OCCASION
Preparing for and attending that Dreaded interview for that Dream job….
So after long weeks of searching for that dream job a vacancy has been found. Your flawless
CV with an appropriate covering letter has been sent off and its receipt acknowledged. Then
notice is received that you have made it onto that all-important “short list” and you have been
called for interview at a set date, time and place. What must you now do to prepare yourself
for the interview and for the actual interview itself? However, do not forget that there is also
a follow up letter that must be sent after the interview.
http://www.forbes.com/sites/jennifereum/2014/03/12/worried-youre-in-a-dead-end-job-hereshow-you-can-find-your-dream-career/
The above web site, which is very informative about job seeking, has these very interesting
thoughts on the interview itself…

Think of the interview as a conversation.
While it may be difficult to do, don’t think of it as a job interview. Think of it as a
conversation between two people who are trying to get to know one another and to see if
they will be compatible working together. Also, keep in mind that the hiring manager
and his team may be nervous, too, so if you walk in with a smile, you can put them at
ease, which will help put you at ease.
So let us talk about the four steps that should be taken to have a successful outcome. These
are:
1.
2.
3.
4.

Planning
Interview materials
The interview itself
After the interview

Planning.
After being invited for interview plan ahead for it and in this process don’t forget about
Rudyard Kipling’s “six honest serving men”, WHAT, WHY, WHEN, HOW, WHERE and
WHO. For example, enquire as to what will be the format of the interview process. Also, get
as much information on the composition of the interview committee or panel and as to the
number of persons to be interviewed.
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You will also need to get full and detailed information as to the time, date, place of interview
and any other information that is relevant. It must be remembered that experience shows that
arriving late for an interview will almost certainly lead to failure.
In preparing for the interview plan and rehearse answering possible questions that may be
asked. It is also important that all the information given in your CV is clear in your mind so
that you can give these accurately at the interview and expand on them if asked. In
interviews, it often happens that your hard skills such as training, education, IT competence
etc. will be examined, but in addition to this soft skills, such as your ability to lead and
inspire others, will also be explored in depth.
So much thought must be given as to what possible questions will be asked at the interview
and what clear, honest and appropriate answers to these should be.
The web site http://www.jobspace.co.za/job_interview_questions gives the following list of
twenty commonly asked questions that may probably be asked at your interview. These
questions should be studied before an interview and well thought out answers to them
developed.
1. How would you describe yourself?
2. What influenced you to choose this career?
3. What do you think it takes to be successful in this career?
4. How do you determine or evaluate success? Give us an example of one of your successful
accomplishments.
5. How would you describe yourself in terms of your ability to work as a member of a team?
6. What motivates you?
7. What challenges are you looking for in a position?
8. What are your short-term and long-term career goals?
9. Where do you see yourself in 5 and 10 years time?
10. What personal weakness has caused you the most problems on the job?
11. Tell me what you know about our company.
12. What suggestions do you have for our organisation?
13. Why have you decided to seek a position in our organisation?
14. What salary range are you expecting?
15. Describe a time when you were faced with problems or stresses that tested your coping
skills.
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16. Give me an example of an important goal that you had set in the past and tell me about
your success in reaching it.
17. What kind of supervisor do you work best for? Provide examples.
18. Describe a difficult customer service experience that you had to handle. What was the
outcome?
19. Tell me about a time when you had to deal with a difficult person. How did you handle
the situation?
20. What is the biggest mistake you have ever made?
The web site http://polity.org.za/article/frequently-asked-job-interview-questions-andanswers-2012-01-09 helps even further by listing possible interview questions with guidance
on how to answer them clearly.
These are:
1

Interviewer Question: Tell me about yourself?

Suggested Job Seeker Response:
Although your first instinct might be to start by describing your interests and hobbies,
remember where you are. You are in a job interview with the sole purpose of being hired.
The information that you should detail when asked this question is to begin by describing
yourself in a work situation. Prepare a summary of your work experience as well as your
career achievements. Briefly detail your education accomplishments as well as any other
accomplishment or transferrable skills that are relevant to the job vacancy. Only once you
have discussed information that is specific to the available position, should you then give a
short explanation about your interests and character traits.
2

Interviewer Question: Describe your working experience?

Suggested Job Seeker Response:
Study your CV prior to your job interview and indentify areas of your work experience that is
specifically relevant to the job that you are being interviewed for. Be sure to scrutinise the job
advert as this will guide your answer and provide you with clues on what exactly the recruiter
is looking for in a candidate. Your answer should be concise and relevant; the recruiter has
already seen your Curriculum Vitae and already has a good idea of your experience. Try to
get the recruiter to specify what areas they would like you to discuss to avoid digressing off
the topic with long-winded explanations. The reason why the recruiter is asking this question
even after having seen your CV application is that they want to hear how you would describe
your experience verbally and to ensure that your verbal explanation is consistent with the
information detailed in your CV.
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3

Interviewer Question: What are your strengths and weaknesses?

Suggested Job Seeker Response:
Although this question may seem as though you should answer with a positive answer for
your strengths and a negative for your weaknesses, try to give two positive answers. When
discussing your strengths highlight roughly three positive attributes or strengths that
specifically apply to the available post based on what you consider the recruiter's specific
requirements. When indicating your weaknesses, never detail a character defect or poor
performance areas that have no opportunity to be improved on. Rather, try to explain where
you identified a problem area where you were able to remedy this and explain how you did
so.
Suggested Job Seeker responses to the most common and typical job interview
questions:
4

How do you deal with conflict or criticism?

Always answer this frequently asked question with a positive approach. Explain where you
may have experienced conflict in the workplace in the past and how you dealt with it. Explain
in a positive light, how you managed this conflict and what you learnt from the experience.
The job interviewer is looking to identify areas where you may experience a problem when
working with difficult personalities and how well you handle negative situations and reverse
them into positive ones. Never say never and always be open to the idea that you are willing
and able to learn from each working experience - whether positive or negative.
5

What do you know about our company and why do you want to work here?

You will need to prepare for this typical job interview question far in advance in order to
ensure that you are comfortable discussing the employer’s company. Do not be a know it all,
you are talking with someone who may have been part of the company for several years and
will know greater detail that you will. Never argue about details and be open to correction
should you have interpreted research information incorrectly. When answering the reason for
you wanting to join their establishment specify what interests you about the industry or
company and how you feel you could contribute to its longevity. Express admiration and
respect for the company and include an explanation as to what value you feel you will be able
to bring to the company that other candidates may not be able to. Try to get a good
understanding of the company's objective as well as their vision and mission and how you
plan on sustaining this or improving on it, based on your relevant skills and attributes.
6
Describe a short-term goal you have set for yourself and how you intend on
achieving this goal?
A short-term goal generally falls within a one to two year delivery period. The goals that you
describe should be career focussed, based on areas where you would like to improve on a
skill or achieve a qualification that will boost your career growth. When answering to how
you intend on achieving these goals to the employer, never leave a door closed. Opportunity
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and drive is your number one objective in order to achieve any goal and this is why your
explanation needs to be realistic and attainable within this short period. By displaying your
enthusiasm and desire to succeed, this will indicate to the employer that you are a motivated
and inspired employee.

7

Where do you see yourself in five years?

When answering this typical job interview question stay focussed on career goals and
aspirations. Potential employers don't want to hear about your plans to 'Take over their
company' nor your desire to become a pro golfer. Keep these career aspirations realistic and
attainable within a 5-year period. Discuss ways in which you anticipate attaining your career
goals as well as steps you have already taken to reach these career goals.
8

What are you looking for in a job?

This may seem like an easy common interview question to answer, it is in fact a tricky job
interview question. While the interviewer is asking you what you are looking for in a job, in
fact they want you to answer with what they are looking for from you. Again when preparing
for this question, be sure to have the job ad close at hand in order to assess in precise detail
what the recruiter is looking for in a candidate. Answer this question the way you think the
interviewer wants you to answer it, by describing desires that the job you have applied for
will be able to deliver to the candidate.
9

What are your salary requirements?

Prepare ahead of time prior to your job interview on how you intend on answering this
question. A good place to start is to research the industry standard or market related salary
that employees in similar roles are earning. Generally, this information can be found on the
internet or alternatively recruitment agents will be able to give you a good indication of your
market related salary. In your interview, try not to discuss exact figures but rather give a ball
park figure that you will be able to negotiate on later on should the employer makes you an
offer. Never discuss your salary goals unless asked by the interviewer.
10

Do you have any questions?

When asked if you have any questions about the role or the organisation, always have a few
questions prepared to ask the interviewer. It is important to ask questions as this will illustrate
your enthusiasm and desire to join their company. As with the other typically asked job
interview questions, research and prepare some typical interview questions for the recruiter.
You will find plenty of content and guidelines to assist in preparing ahead of time to ask the
interviewer and display your interest in the company as well as joining the team.
As mentioned before there are no set structures to any job interview and every interview will
be unique and different to your last. Preparing in advance and familiarising yourself with
frequently asked job interview questions will give you the confidence you require in order to
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outshine any other candidate by emphasising your skills and accomplishment relevant to the
job.
At all times try to relax and always remember to be yourself. Good Luck!
2

Interview Materials. Carry a folder or A4 envelop to the interview that contains:





3

A copy of your CV for each of the interviewers.
Copies of your reference list.
Paper and pen so that any relevant information can be written down
Copies of letters of recommendation or any other written information that you think
that the interview panel might need.
The Interview Itself.











Arrive well before the appointed start time of the interview. Men should be smartly
dressed and well turned out with head and face hair neat and tidy. Body tattoos should
be hidden from view if possible and any nose, lip or tongue studs removed. Women
should also be neat and smartly dressed with a minimal amount of makeup. Again,
body tattoos should be hidden if possible and any lip, nose or tongue jewellery
removed. No attempt should be made to dress in a provocative or sensual manner.
Introduce yourself to the person facilitating the interview and ask if there is any new
information that you should be aware of. This person is normally outside the
interview venue. Then remain seated in the waiting area until called into the interview
venue. Other job candidates will also be waiting there. Greet them politely but do not
gossip about the job being applied for, or the business itself. Any loose talk can leak
out to the interview panel. In the past, there have been cases where one of the
“candidates” turned out to be a member of the interview panel!
On being introduced to the interview panel greet each with a firm handshake and
ready smile and remain standing until asked to be seated. The panel can consist of a
chairperson and a number of members. Try to note their names and when speaking to
them address them by name in a polite and confident manner. When seated sit up
straight and alert. The interview can be a nerve-wracking experience but remember
that this is normal and as the interview progresses the pressure will lessen.
Let the Chairperson or panel members take the lead and set the tone. Always make
eye contact with persons talking to you and answer their questions in a firm, clear and
confident voice. If at any time, you have a need to make written notes ask the
Chairperson’s permission to do this. Be prepared to tell the panel more about your
education, training and skills, work experience, and the personality traits that make
you right for the job to be filled. Remember that employers lay great store on
candidates having suitable personality traits. Most employers accept that job skills can
be easily taught, but training to improve a poor personality is much more difficult, or
even impossible.
If you are asked questions that you do not understand politely ask for it to be repeated
or clarified. It is better to do this that to give an inappropriate answer.
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4

If you are invited to ask questions do so from a list of questions that you have given
thought to when planning for the interview. These should always be on matters that
show that you are interested in and positive about the job to be filled, and the
company offering it. Never ever at this stage, ask questions that might show you in a
negative light. These are questions such as, “What does your company do?”, “What
will be my salary, leave conditions, perks etc.”, “Will I get housing or company
transport to and from work”. All your questions must be designed to show yourself in
a very positive light.
After the interview

After the interview it may take days or even weeks to hear if you were successful, so be
patient. You must be very careful on how you follow up on news of the interview. Be aware
that it is very easy to be classified as a “pain” and this can damage your chances of getting
the job. Be aware that after candidates have been interviewed for a job the interview panel
rank them in order of suitability for the job. Sometimes a person can eventually get the job
even when low down on this list after the candidates above him/her decline the job offer. Job
offers can be refused for any number of reasons, such as a better job offer elsewhere, not
happy with the salary offered etc. So remain patient and polite! However, you can in the
meantime:




Immediately after the interview, E-mail a brief letter to the interviewers thanking
them for giving you the opportunity to appear before them. In the letter briefly
mention your continued interest in the job and remind them of your qualifications.
Make brief notes on what you believe went well and what went badly at the interview
so that these notes will be available when planning future job interviews.

Good luck and happy job-hunting….
Additional web sites used as sources of information:
http://www.jobbank.gc.ca/content_pieces-eng.do?cid=208
http://www.interviewsuccessformula.com/job-interview/job-interview-answers-wp/
http://www.jobspace.co.za/job_interview_questions3
http://www.interviewsuccessformula.com/job-interview/job-interview-answers-wp/
http://za.ask.com/web?q=Top+Ten+Job+Interview+Tips&qsrc=6&o=30913&l=sem&qo=rel
atedSearchNarrow
http://www.careers24.com/career-advice/interview-tips/top-5-interview-questions-asked20140918
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And some fun…..
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CHAPTER SIXTEEN
PITFALLS CHIEF FINANCIAL OFFICERS SHOULD AVOID
Abstract
Pity the poor Chief Financial Officer (CFO)!
She needs and deserves everybody’s sympathy and support. But these are encouragements
that she rarely gets. Whenever an organisation experiences financial challenges, everybody
expects their CFO to accept responsibility for what went wrong, and provide quick solutions
on how to get these right again. These problems might have had their origin far outside the
CFO’s sphere of influence and responsibility, but that does not protect the poor CFO in any
way.
Take, for example, an organisation such as a local municipality where the poor CFO is an
employee of the municipality. Her job survival depends on satisfying the unfair demands and
preferences of councillors. How can these demands and preferences of councillors, and the
CFO’s concerns about balancing budgets and finding new sources of revenue be reconciled?
Elected Councillors serving on a local council always need to demonstrate to local residents
that they are willing and able to spend available public funds on services local residents
expect to enjoy from their local municipality. This is of course a simple way of looking at
these processes. Service consumers, in this case local residents, do not worry much about the
availability and sources of such funding, and the management of control over its expenditure.
All they want is service delivery now.
This process is complicated by the fact that taxpayers and ratepayers may not be willing to
pay more to finance such unbudgeted expenditure. Against this background, the poor CFO
remains expected to find the money needed to pay for these expected services, no matter
what.
Introduction
This presentation looks at the critical role of the CFO in developing and introducing
innovation and fool proof business strategies in an organisation. What makes this role critical
is the fact that unless the CFO performs his role with distinction, humility, competence,
honesty and professionalism, the existence of his organisation may soon, unfortunately,
collapse. In my life-time experiences I have come across many such unfortunate
organisations…and CFOs.
The reasons for this disastrous state of affairs are many and varied. These include:
competing power plays in organisations, particularly when it comes to deciding who has the
real and meaningful power to call the shots? Such exercised and arrogant displays of power
may be completely devoid of realities as to what it must take to run and manage a successful
operation – qualities such as mutual respect, commitment to service and cooperation among
the organisation’s members.
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In this talk I also intend touching upon issues of the roles, responsibilities and obligations of
the CFO in an organisation. In light of the complex nature of 21st century organisations and
the global competition for the control of markets, organisations continue to face tough times
to survive. I will also dissect, analyse and outline critical factors for success in creating an
enabling environment within which the CFO needs to operate for the benefit of all: senior
managers, organisation members, negotiated and agreed organisation objectives, service
consumers, and other internal and external stakeholders.
These factors need to be properly aligned and guided by a publicly known and supported
business strategy. To this end, new ways of thinking, innovating and designing survival
strategies are required. In this regard all of the organisation’s members must be persuaded
and encouraged to think outside the box. This requires of all of them to find safe, efficient
and competitive ways of implementing all of the work improvement strategies that are so
passionately talked about at conferences, meetings and other work related gatherings.
Performance management and roles, responsibilities and obligations of the CFO
Every manager, and not just the CFO, knows that, in the first instance, an employee’s
personal productivity directly affects the productivity of the entire organisation. One of the
CFO’s management functions, as they are part of the organisation’s senior management team,
is to ensure that each employee within the organisation works as effectively and efficiently as
possible. The CFO must perform this function as part of senior management and not be aloof
and distant from other employees.
At all times it must be remembered that every management activity has financial
implications, and because of this the CFO has to guide and lead senior managers on all
expenditure related items, activities and financial controls. From bitter experience we know
that all CFOs are not angels, when it comes to honesty and not following to the letter what
should govern and control their work ethic and morality. To this end, the CFOs actions and
activities must always be completely above board and open to public scrutiny.
What is performance management? Performance management is a style of management with
its foundation in open communication between managers and employees, as well as vertical
and horizontal communication throughout the organisation. Such communication also adds
value to total quality management – a holistic approach to quality service delivery, as may be
judged by the service consumer/customer and approved of by the CFO, together with senior
management. The process involves setting goals, providing on-going feedback, that is, both
from the manager to the employee and from the employee to the manager, as well as by
drawing up regular employee performance appraisals.
Financial management, on the other hand, is the use of financial statements that reflect the
financial position of a business with the objective of identifying its relative strengths and
weaknesses. This process allows the user of these statements to plan and forecast future
financial performance for capital needs, balance sheet requirements, such as non-current
assets and current assets, as well as planning for a good return on what the owner of the
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business has invested. Financial roles, responsibilities and obligations of the CFO
specifically include, according to the International
Federation of Accountants, the following:










Demonstrating ethical leadership and business integrity
Balancing short-term concerns and pressures, such as managing cash,
liquidity and profitability, and long-term vision and sustainable
organisational success
Fulfilling stewardship responsibilities by ensuring effective compliance and
control, and responding to ever increasing regulatory developments,
including financial reporting, capital requirements and corporate
responsibility
Providing, at a fee, professional advice to investors
Driving and managing change and innovation within an organisation
Engaging and communicating effectively with work colleagues, investors,
customers, suppliers, regulators, and other internal and external
stakeholders.

Characteristics of a professional and efficient CFO
Taking an overall view of the different private and public sector organisations, one would be
correct to arrive at the conclusion that the characteristics of professional and efficient CFOs
should include those that can give an affirmative answer, as honestly as possible, to the
following questions:







Does the organisation I serve, as its CFO, go about its day-to-day activities safely?
Does the organisation I serve, as its CFO, fully understand how to sustain its
prosperity?
Does the organisation that I serve, as its CFO, know how to make a profit in a world
of ever-changing rules?
Do I, as the CFO of the organisation that I serve, know and honestly advise other
senior managers of the environmental consequences of our organisation’s operations?
Do I, as the CFO of the organisation that I serve, fully understand the implications of
the technical advances and benefits of the existing socio-economic order?
Do I, as the CFO of the organisation that I serve, advise my organisation on the need
to recruit, and retain high quality employees, so as to have and build a competitive
advantage?

In the process of executing their roles, responsibilities and obligations, professional and
efficient CFOs need to stand firm in defence of the socio-economic values that guide the
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profession of financial officers and accountants. In this regard, CFOs should be individuals
with the necessary financial qualifications and experience in the financial services sector.
Above all, CFOs should also be able to identify and boldly address significant gaps between
available human skills and the requirements of running a successful organisation. Based on
their assessments of the situation, CFOs should sometimes pause, and have regular strategic
planning sessions with senior manager colleagues. The purpose of such sessions, among
others, should be to align the organisation’s mission and objectives with operational
strategies and realities.
CFOs and Risk Management
CFOs must not forget that old and tested adage, “Prevention is better than cure”. How many
times have these words been heard? But do we really consider the wisdom contained in
them? The fact of the matter is that most losses in an organisation can be exposed before
they begin by using proper risk management and audit techniques. To give an example, in
fraud cases, CFOs need to get into the mind of potential fraudsters and ask himself questions
such as the following:






Where are the weakest links in our chain of control?
How can controls be attacked by wrongdoers without drawing attention?
How can a wrongdoer destroy the evidence of his crimes?
What advantages does the wrongdoer have that can be minimised?
What plausible explanations can a wrongdoer give to allay suspicions of his
illegal activities?
 If a wrongdoer is arrested for a crime how can he successfully explain away his
conduct and guilt?
Needless to say that some organisations will suffer from fraud attacks more often than others
because of poor management, slack control, bad business morality and inexperienced staff
and supervision. Some of these weaknesses will show up in proper and regular risk
management surveys or in insurance brokers’ survey reports and insurance proposals. CFOs
need to have some business risk acumen to identify and report these weaknesses and
vulnerabilities to their senior management without delay.
On the other hand, senior management need to urgently take the necessary steps to properly
address any identified risks and improve their control and reporting systems. So, what in
reality is risk management? Risk management may be described as a management function,
the objective of which is the protection of people, assets and earnings by avoiding or
minimising the potential for loss from pure risk, and provision of funds, to recover from
losses that do occur.
Conclusion
Senior management must be aware of the dire consequences of organisation losses, fraud and
even the threat of total collapse of their organisation. This should mainly be the
responsibility of the CFO to advise senior management of any real or potential threats. The
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organisation however, cannot at any stage be expected to operate without clear directives,
specific and clearly defined roles, responsibilities and obligations for every employee.
Equally, the mission and organisation objectives need to be clearly understood by every
employee. Every employee needs to understand how their particular contribution to the
organisation fits into the overall philosophy and culture of the organisation. They must also
be made fully aware of the fact that, as part of properly promulgated control measures, there
will always be consequences for failure to perform their assigned roles, responsibilities and
obligations. Where education and training might be required to assist the employee, the onus
rests with such employee to point out this need to senior managers for urgent and possible
remedial action to be taken.

The sustained development of tourism will engender hundreds of thousands of new
employment opportunities along the Zululand Coast---one tourist, world-wide surveys
show, creates between 10 and twelve new jobs...make them feel welcome to spend their
dollars, Yuan and Yen, pounds and Euros here among us to create a common
prosperity.
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CONCLUDING REMARKS

“Once you get people laughing, they’re listening and you can tell them
almost anything”
To move ahead, you must be able to communicate effectively with bosses, peers,
subordinates and customers in English, as the dominant language of doing business
in South Africa. That means not only expressing yourself clearly, but also tailoring
your message to the needs, concerns, temperament and even the vocabulary of
your listeners. In writing and presenting this book, the author obviously attaches
great importance to good oral and written English communication skills for managing
and leading an organisation.
If you want to stay at the entry level, you really do not have to write much. If you
want promotions, on the other hand, writing becomes important. If you want to get
into management and leadership positions, you are going to have to speak in front
of groups, and do some writing and presentations in standard and conventional
English. To develop these skills, you need to read English literature extensively and
listen to communication from speakers of the language. There is certainly
correlation between good writing and extensive reading. Unsatisfactory writing, in
particular, is quite often attributed to one or more the following:







Inability to handle a sentence as an important building block in the process
of communicating meaning
Failure to realize that communication consists of a series of arguments, and
sub-arguments properly marshaled for a particular purpose
Inadequate use of wit
Lack of understanding of the importance of register
Ignorance of idiom. For first language writers, idiom comes naturally and
seldom features as a weakness in their writing.

Many people climbing the corporate ladder may be very good. When faced with a
hard choice between candidates, I used writing and oral communication skills as the
deciding factor. Sometimes a candidate’s writing and oral communication skills were
the only skills that separated him/her from the competition. Some professionals are
not convinced that they will need to write and communicate well to succeed. They
may think that a secretary, motivational speaker or technical writer will do their job,
that they can use form letters if they do have to write, that only technical skills
matter, or that they will call rather than write. Each of these claims is fundamentally
flawed.
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With regard to the five weaknesses, referred to above, let me state why I believe
the five weaknesses contribute to poor writing and, consequently, to bad
communication. To facilitate communication, especially of a complex idea, it is
necessary to devise a structure that is generally accepted. I accept as a truism that
a book consists of chapters, made of paragraphs, which, in turn, consist of
sentences. In this hierarchy, the sentence represents the foundation. The sentence
is a clearly defined structure. The structure has numerous variations intended to
serve different needs. A competent writer normally pays strict attention to the
Architecture of a sentence and intuitively senses which variations are required where
and when.

By way of example, long sentences are normally very tiring to read, but they have to
be used when occasion may so demand. Short sentences have a staccato effect,
but properly used they are very effective and deal with meaning more forcefully than
long sentences. As a general rule, a long succession of either short or long
sentences is undesirable. It is not always appreciated that a conversation can flow
smoothly with incomplete or truncated sentences. In fact, a dialogue tends to
proceed better with phrases. In writing English, phrases are generally discouraged.
It is true that mature writers of prose are able to use a series of phrases with effect.
Charles Dickens, for example, can fill a whole page with phrases, with the reader not
even noticing it. For the average person, the rule is simple: learn and practice
correct sentence construction.

According to Henry Mintzberg, managers and leaders have three basic jobs: to
collect and convey information, to make decisions, and to promote interpersonal
unity.
Each of those jobs is carried out through either oral or written
communication.
Managers and leaders collect relevant information from
conversations, the grapevine, research, phone calls, memos, reports, and databases.
They relay information and decisions to other people inside or outside the
organization, through meetings, speeches, memos, conversations, published reports,
news bulletins, press releases, videos, letters and reports. Managers and leaders
motivate organizational members in speeches, memos, conversations at lunch and
over coffee, bulletin boards, and through “management by walking around”
(MBWA). Effective managers and leaders are able to use a variety of media and
strategies to communicate. They know how to interpret comments from informal
channels such as company grapevine; they can speak effectively in small groups and
in formal presentations; they write well.
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Whether one communicates orally or in writing, the principles are more or less the
same. One school of thought is that if one can communicate reasonably well orally,
there is no reason why one cannot also communicate reasonably well in writing:

 Tell it straight from the shoulder. Plain talk, maybe salty and definitely colourful,
makes you and your communication real. Talk across to your audience, never
down. Watch for hip-shooting.
 Be human. And admit it. No one, no business is perfect. If you foul up, tell
your constituencies. No one expects you to be superman. If your organisation is
forced to retrench, tell them why and how.
 Keep it simple. Avoid jargon. Nothing is as potent as polished, bare bones, well
presented idea.
 Look for the drama. Dig it out. Mix it with your communication. Let excitement
in your business come through. You may find it fun.
 Be a good listener. Nose to the grindstone and ear to the ground. Get out and
talk to your customers and employees.
 Package your message attractively. An interesting bottom line can be dull in
plain black and white.
 Keep it short. Sift through it all and only present the nuggets of gold. Keep your
eyes on what is important to the audience, not what is important to you.
 Avoid legalese. Don't sell out to lawyers.
 Saying it won't make it so. Trust in advertising will sell a lot more than shrill
hyperbole.
 Get feedback. After you have talked with a person, make certain s/he
understands what you are saying. This calls for getting feedback. If it is evident
that persons do not understand what you are saying, you must clarify and refine
your message.
 When issues go wrong, attack issues, and not people. Play the ball, and not the
man.

***

234

