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CONTEXT
The purpose of the study has been to devel op adm nistration systens best suited to
run the Trust’s recently expanded schol arshi p progranmme.
| have drawn on the experience of Wrld University Service (WS) and Africa
Educati on Trust (AET) and synthesized the best aspects of their schol arship
admi ni stration procedures to fit the unique features and circunstances of the Luthul
Trust’s progranme.
As the programre devel ops however, nodifications will be needed to suit the
changi ng conditions. The recommendati ons contained in this report provide a
starting point for the programe as it stands.
| have included sonme recommendations for the adm nistration of the schol arships
i nside South Africa. This requires appropriate follow up in South Africa itself to set
up the necessary procedures to enable the effective running of the progranme there.
It will also be inmportant to link the South Africa based schol arshi ps appropriately to
the London office and thus maintain the cohesion of the programe as a whol e.
The detail ed recormmendati ons are divided thus:
Dealing with enquiries
Processi ng of Applications
Sel ection procedure
Admi ni strative follow up - post selection
Reception and orientation of new students
Student files and records
St udent paynments and Al |l owances
Moni t ori ng acadeni ¢ progress
cooor | snsnPw oP
Ongoi ng contacts with students, welfare and counselling
p
O

Admi ni strative procedures for students conpleting
st udy/ sponsor shi p
11. Staffing
12. Administrative procedures for South Africa based students
13. Ot her issues/recommendati ons
In addition | have created a scholarship adm nistration manual for day to day
gui dance on the running of the programme. a new application form an awardhol der’s
pack as well as acconpanyi ng docunments such as staff contracts, salary scal es,
student folders. notes on reporting to donors and so on
I woul d suggest a review of the suggested arrangenments in around nine nmonths tine
in order to determ ne how the programme is progressing foll ow ng these
recomendati ons and to nake any necessary nodifications.



1. ENQUI RI ES

Large nunbers of enquirers falling outside the scope of the Trust’s work can take up
pl enty of administrative time unless they are dealt with using a few standard letters
and an appropriate filing system

Non South African applicants should be referred in a standard letter to the British
Council (either in their own country or here in the UK) for further information
regardi ng schol arship opportunities.

South African enquirers. witing from South Africa should be referred to the Luthul
conmittee inside the country who will undertake the initial steps of the selection
process.

South African enquirers wishing to study in the UK or el sewhere should be sent an
application formtogether with a covering letter stating clearly when the conpl eted
form nust be returned by.

2. PRCCESSI NG OF APPLI CATI ONS

The revised application formis designed to provide information necessary for the

sel ection conmmittee to nmake a decision (reasons for studying a particul ar course,
intentions after study etc.). as well as administrative information for the Trust (visa
details etc.).

The applications will be acconpanied by 8 Curriculum Vitae, relevant acadenic
certificates, offer of a place to study (conditional or unconditional) and two

ref erences.

The applications should be acknow edged in a letter that requests additiona

i nformati on/ docunent ati on where necessary as well as letting the candi date know

when a decision will be nmade.

| NTERVI EWS

Interviews are recommended for all candidates in the UK As npbst South African
students have not had access to careers advisors and are often not acquainted with
the UK education system special scrutiny should be made of the course chosen and
institution applied for. In addition the Trust needs to be confident that the applicant
has the necessary educati onal background and ability to conplete the course s/he is
applying for. An offer of a place alone should not necessarily be sufficient evidence
of this. Overseas students provide valuable incone for universities and pol ytechnics
and for this reason institutions often do not show adequate integrity when offering
pl aces to overseas students. ’



%
3. SELECTI ON PROCEDURE
I would strongly recomrend that the awards conmittee neets twi ce a year
specifically to select students for the scholarship programe (as is standard practice
with other UK schol arshi p agenci es). Candi dates wishing to study in South Africa
shoul d be considered in Novenber prior to the acadenic year beginning in January.
Candi dates studying in a |location where the acadenic year begins in
Sept enber/ Oct ober shoul d be selected in July. Selecting candi dates as and when
they apply is adm nistratively time consum ng and does not enabl e the awards
conmttee to conpare the nerits of each candi date al ong side one another
Afacility to award a few |ate or energency grants shoul d be retained.
A deadline of 15 June (or 15 Cctober for South African candi dates) should be set by
which tine all conpleted applications need to have arrived at the Trust’'s office.
The application forns need to be sent to the cormittee for prior consideration two
weeks before the selection neeting.
The selection neeting could begin with a report fromthe Director. followed by an
assessment of the financial situation enabling the comittee to see how nany

awar ds they can nmake. The conmittee coul d then consider the progress of current
students. |If students have failed and are requesting a repeat year this should be
consi dered by the conmittee. In these cases the Director should prepare a
recomendation for the commttee on the advice of the students’ Tutors and taking
i nto account any extenuating circunstances. Students conpleting their courses but
requesting sponsorship for a further course should then be considered. Finally new
candi dat es shoul d be consi dered.
SUGGESTED CRI TERI A FOR SELECTI ON
The following criteria are designed as a guide & are not necessarily in order of Priority

1. SUBJECT AREA. |Is the topic of study relevant to the devel opnent needs of a

future denocratic South Africa ?

2. INABILITY TO PAY. Does the candi date have any other source of incone to draw

on for education ?

3. | NTENTI ONS AFTER STUDY. How does the candidate intend to use the
qual i fication having conpleted the course ?

4. LACK OF EDUCATI ONAL OPPORTUNI TY. Has the applicant been denied the

opportunity to study up to a reasonable |evel ?

5. PRI ORI TI SATI ON OF WOVEN CANDI DATES. Wonen are usual |y underrepresent ed

on schol arship programmes for South Africans and face nany inpedi ments when

wi shing to study. This being so, the commttee shoul d consider adopting a policy

of giving wonen candi dates speci al consideration. perhaps aimng for a given

percent age of awards each year to go to wonen.

6. ACADEM C ABILITY. Is the candi date academ cally strong enough to

successfully conplete the course ?



4. ADM NI STRATI VE FOLLOW UP POST SELECTI ON

Candi dates need to be informed of the awards comrittee’s recomendati ons as

soon as possible after the neeting.

Unsuccessful Candi dates should be inforned that their application has been turned
down due to the financial lintations of the programme. Mre detail ed expl anations

to candi dates of awards committee decisions can lead to protracted debates.

Candi dates put on a "waiting list’ (for instance pending confirmation of funding).
shoul d be informed of the fact and told when they are likely to hear if they have been
successful .

Successful candi dates should then receive:

i) aletter inform ng themof the award,

ii) a ' To WiomIt May Concern’ letter outlining details o: ,1lhe (award.for immgration
pur poseS. ., "

iii) the Terms and Conditions of the award together with a declaration formto sign
and return.

5. RECEPTI ON AND ORI ENTATI ON OF NEW STUDENTS.

Al UK based students must cone to the office to see the Adnministrative Secretary
prior to beginning their course. The Administrative Secretary shoul d assist as far as
possible with arrangenents for students newy arrived in the UK

Students will then be presented with their awardhol der’s pack introducing themto the
Luthuli Trust, explaining the running of the schol arship progranre, and containing
sone details about study in the UK The Trust will then take the opportunity to neet
the students and clarify inportant details such as his/her address, bank details and
so on. Students based in South Africa and others based outside the UK will be sent
nodi fi ed packs.

6. STUDENT FILES AND RECORDS

Each student should have a file containing the follow ng informtion:

1. Study details (Course, location, duration. nane of Tutor, details of field trips or
i ndustrial placenments required during the course).

2. Financial details (bank account information).

3. Address and contact phone nunber.

4. A sheet detailing each paynment nmade to the student.

The student file will contain the original application formas well as all subsequent

correspondence and docunentation relevant to that student. The file will be kept
strictly confidential
Files will be arranged according to the country where the student is studying and in

al phabeti cal order.



7. STUDENT PAYMENTS AND ALLOMANCES

| strongly recommend that allowances for UK based students are indexed to British
Council rates. This seens to be the npbst equitable index for overseas students
studying in Britain, and is used by both WUS and AET. Students need to be inforned
whi ch paynents are due to them when they will be nade and how to apply for

di scretionary paynents. CQuidelines for discretionary and energency paynents are
contained in the administrator’s nanual. Mintenance/stipend paynents to

students should be paid nonthly to UK based students and termy to overseas based
students by Standing Order or bankers draft. Tuition fees should be sent directly to
the Trust for paynent.

St udents based outside the UK should continue to be paid the ambunt reconmended

by their institution. As far as possible the sane guidelines should apply for

di scretionary and emrergency paynents. although | ocal considerations will have to be
taken in to account.

8. MONI TORI NG ACADEM C PROGRESS

A letter needs to be sent to the Tutor of each Student explaining that s/he is
sponsored by the Luthuli Trust and outlining the nature of the Trust. The Tutor wll be
requested to conplete a progress report regarding the student twice a year. The
Tutor shoul d be encouraged to contact the Administrative Secretary if the student is
havi ng particular difficulties. The progress report and contact with the Tutor in
general will be the basis for identifying students’ problens at the earliest possible
opportunity. Most tutors are pleased to hear from sponsors and prove hel pful and
responsi ve when asked to assi st sponsees.

The primary purpose of nmonitoring a student’s acadenic progress is to gain early
war ni ng of problens and thus enable time to work them out. Possible assistance

m ght include some kind of extra tuition for the students or the course or |evel of the
course could be changed. The situation to be avoided is for the student to fail a year
and face either a whole repeat year or termination of the award.

9. ONGO NG CONTACT W TH STUDENTS, WELFARE AND

COUNSELLI NG

A schol arship agency needs to find a bal ance between being in too frequent contact
with students (making themreliant on the agency). and not bei ng accessi bl e enough
so that student problens only manifest thenselves when it is too late. Too much

time spent with students will |eave Luthuli staff with little tinme for anything el se.
There are a nunber of ways to nake contact with students of optinumefficiency.

1. Pre enpting as many problenms as possible in the Student’ pack and in initia
contacts with them

2. Refering students whenever possible. to Students’ Union/College/or |oca
Authorities facilities.

3. Refering serious cases to specialists (ie Medical Foundation for the victins of
torture. alcohol counsellor etc.).

4. Sending Administrative Secretary/counsellor on appropriate counselling course.



A student conference should be held in around Cctober of every year for UK based
students. This will allow students to discuss issues and concerns regarding their
schol arships with the Trust. provide an opportunity for awardhol ders to nmeet each
other and help to foster a sense of assimlation with the ains and ideals of the
Luthuli Trust. Al though a conference woul d necessitate incurring extra costs in the
short term it would al so save hours of administrative and student counselling tine
during the rest of the year by pre enpting issues and problens that students m ght
face. Both WUS and AET have found student conferences invaluable and | suggest

that the Trust approach donors for the funding of an annual conference.

10. ADM NI STRATI VE PROCEDURES FOR STUDENTS COVPLETI NG

STUDY/ SPONSORSHI P.

It is inportant to establish students’ intentions well before they conplete their
current course. If a student wi shes to apply for a further award the Trust needs to
know in plenty of time so as to prepare the necessary application docunents for the
sel ection committee. The Trust al so needs to know when students (who are not re
applying) are conpleting their courses and roughly what their intentions are.

In April (Cctober for students in SA) of each year a letter needs to go to all the
students who are due to conplete their courses asking if they intend to re apply for a
further award.

Students re applying need to submit a new application formfor consideration by the
awards commttee. The deadline for such subm ssions will be the same as for new
applicants. The Trust should solicit a recomendation on the proposed course from
the student’s Tutor. This will be essential for the coomittee to nake a deci sion
Students who are not re applying will receive a questionnaire, the intention of which
will be to assess the student’s satisfaction with the course, administration of the
schol arshi p, how s/ he feels the schol arship has benefitted them and the student’s
i ntentions having conpleted the course. This information will prove invaluable in

i nproving the performance of the Trust’s schol arship programe, as well as
providing data that can be fed back to current and potential donors.

1.1. STAFFI NG

In addition to the Director and part tine Finance Oficer, | would reconmend that the
Trust engaged two further full time staff to run the schol arship progranme.

ADM NI STRATI VE SECRETARY/ STUDENT COUNSELLOR

The role of the Administrative Secretary/ Counsellor will be to assist the Director in
the day to day running of the scholarship programre. S/he will prinarily be
concerned with student matters both for applicants and ongoi ng awar dhol ders.
SECRETARY/ RECEPTI ONI ST

The secretary will operate the switchboard, deal with enquiries and service the
Director, Book keeper and Adm nistrative secretary, with necessary typing.
administrative etc.

I reconmend NJC | ocal government indexed salary scales as used by WUS and AET

and outlined in the docunments acconpanyi ng the schol arshi p adm ni strati on manual



12. ADM NI STRATI VE PROCEDURES FOR SOUTH AFRI CA BASED

STUDENTS.

As far as possible procedures for the running of the programme in South Africa

should be in line with those in the UK Applications for study in South Africa should
be considered by the committee in South Africa before being forwarded to the WK
conmittee for final approval. The conmittee in South Africa will be responsible for
reporting on the programe in that country.

I recommend that the Trust enpl oys a scholarship admnistrator in South Africa to
assist in admnistrating the grow ng nunber of awards there. The adm nistrator

would liaise with the Luthuli committee in SA and be responsible for adm nistering
funds to students, and reporting financially to the Trust in London. This would be
greatly nore effective than the current procedure (ie adm nistering the schol arships
direct from London).

13. OTHER | SSUES/ RECOMVENDATI ONS

DEPENDENTS ALLOMNCE

The Trust needs to consider nmaking provision for the children of students on the
schol arshi p programme. Ostensibly such provision is intended to wi den access to

the programme for students who have to have their children with then when they

cone to study. In practice this nostly applies to wonen students. AET, WJS and

Canon Collins all make provision for the support of students’ children on a case by
case basis. Although I recomend provision of such an all owance. extreme caution
shoul d be exercised in adm ni stering such grants. The experience of the other
agenci es shows that |ooking after a child whilst engaged in full tine study is
extremely difficult and often inpossible. Such grants should be nade only to

students who have no choice but to have their child/children with them

Child provision in London is scarce and very expensive. Before awarding a

schol arship to a student wishing to bring her child or children. the Trust needs to
establish if the place of study has creche facilities, if there is a spouse or friend to
assist as well as determning the intensity of the course. Ajudgenent can be nade

t hrough conversations with the student concerned, the college welfare officers and
Tutors. The Trust should determine if there are alternative arrangenents that can be
made, for instance, for the child to stay with a relative. Inreality it is often the cas
e

that the student has the child/children with them already, thus provision of a specia
al l owance will enable the student to cope better with their studies. It is inportant
though that access to the schol arship programme should be as w de as possible, this
is the intention of a policy on dependents provision

STUDENTS RETURNI NG TO REG ON FOR SUMVER

I nevitably students wish to visit the region during the long vacation. This can easily
be facilitated in nbst cases by advancing the July and August mai ntenance grant

early enough for the student to buy a return ticket. Students should only nmake the
trip if they have successful conpleted exams. This is the practice of other UK

schol arshi p agenci es.



| NTER- AGENCY CONTACT

The circunstances surroundi ng SA students studying in Britain are constantly
changing as are the priorities for schol arship provision for South Africans. A regul ar
neeting of the schol arship agenci es runni ng programres for South Africans in UK
(Canon Collins, AEI', WIS, Christian Aid, British Council, Combnwealth Secretariat)
woul d be of great value. Such a forum exists for agencies involved in Nam bia work
(Nami bi a Education Group) and The Joint Committee on Southern African

Schol arshi ps 1inks together ’'Campus’ schol arships. Talks with the other rel evant
agencies need to take place to explore the possibilities of such a forum
ASSCCI ATI ON OF SOUTH AFRI CAN STUDENTS ( ASAS)

ASAS was forned just over a year ago to represent South African students studying in
Britain. They have good relations with nobst of the maj or agenci es sponsoring their
menbers. i would recommend that The Luthuli Trust assists their work where

possi bl e. ASAS will prove useful for Luthuli sponsees especially those studying in

i sol ated | ocations who are not in contact with their fellow South African students.
ASAS hol d national and regional events and aimto provide educational welfare and
soci al assistance to their nenbership

ASSI STI NG STUDENTS AFTER COVPLETI ON OF COURSE

Havi ng conpl eted their course. students should be given necessary gui dance and

assi stance in obtaining work experience to conplinent their studies. Careers
guidance is not readily available for South African students in Britain or el sewhere.
As The South African Advanced Education Programme (SAAEP) have shown, sone

enpl oyers, local authorities and so on are receptive to requests to take on South
African students for short periods of work experience. If a |arge enough nunber of
students require such assistance a separate budget fromthe donors should be

sought for this type of provision.

CONCLUSI ON

The success of any schol arship programme for South Africans depends partly on a
clear definition of the ains of the programme and partly on the efficiency of its
admi ni stration.

In the period of transition to a denocratic, non racial South Africa. regular attention
to the ainms of the programme will be paranmount. In the neantinme | hope the

adm ni strative structures reconmended in this report will serve its current needs.
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CONTEXT

The purpose of the study has been to devel op adm nistration systens best suited to
run the Trust’s recently expanded schol arshi p progranmme.

| have drawn on the experience of Wirld University Service (WS) and Africa

Educati on Trust (AET) and synthesized the best aspects of their schol arship

admi ni stration procedures to fit the unique features and circunstances of the Luthul
Trust’s progranme.

As the programre devel ops however. nodifications will be needed to suit the

changi ng conditions. The recommendati ons contained in this report provide a

starting point for the programe as it stands.

| have included sonme recommendations for the adm nistration of the schol arships

i nside South Africa. This requires appropriate follow up in South Africa itself to set
up the necessary procedures to enable the effective running of the progranme there.

It will also be inmportant to link the South Africa based schol arshi ps appropriately to
the London office and thus maintain the cohesion of the programe as a whol e.

The detail ed recormmendati ons are divided thus:

NQU PPNP
so 90
11.

12.

13.

Dealing with enquiries
Processi ng of Applications
Sel ection procedure
Admini strative follow up - post selection
Reception and orientation of new students
Student files and records
St udent paynments and Al |l owances
Moni t ori ng acadeni ¢ progress
Ongoi ng contacts with students, welfare and counselling
Admi ni strative procedures for students conpleting
st udy/ sponsor shi p
Staffing
Admi ni strative procedures for South Africa based students
O her issues/recomendati ons
In addition | have created a scholarship administration manual for day to day
gui dance on the running of the programe, a new application form an awardhol der’s
pack as well as acconpanyi ng docurments such as staff contracts, salary scal es,
student folders, notes on reporting to donors and so on
I woul d suggest a review of the suggested arrangenents in around nine nmonths tine
in order to determne how the programme is progressing foll ow ng these
reconmmendati ons and to make any necessary nodifications.



.1. ENQUIRIES

Large nunbers of enquirers falling outside the scope of the Trust’s work can take up
pl enty of administrative time unless they are dealt with using a few standard letters
and an appropriate filing system

Non South African applicants should be referred in a standard letter to the British
Council (either in their own country or here in the UK) for further information
regardi ng schol arship opportunities.

South African enquirers, witing from South Africa should be referred to the Luthul
conmittee inside the country who will undertake the initial steps of the selection
process.

South African enquirers wishing to study in the UK or el sewhere should be sent an
application formtogether with a covering letter stating clearly when the conpl eted
form nust be returned by.

2. PRCCESSI NG OF APPLI CATI ONS

The revised application formis designed to provide information necessary for the

sel ection conmmittee to nmake a decision (reasons for studying a particul ar course,
intentions after study etc.). as well as administrative information for the Trust (visa
details etc.).

The applications will be acconpanied by 3 Curriculum Vitae. relevant acadenic
certificates. offer of a place to study (conditional or unconditional) and two

ref erences.

The applications should be acknow edged in a letter that requests additiona

i nformati on/ docunent ati on where necessary as well as letting the candi date know

when a decision will be nmade.

| NTERVI EWS

Interviews are recommended for all candidates in the UK As npbst South African
students have not had access to careers advisors and are often not acquainted with
the UK education system special scrutiny should be made of the course chosen and
institution applied for. In addition the Trust needs to be confident that the applicant
has the necessary educati onal background and ability to conplete the course s/he is
applying for. An offer of a place alone should not necessarily be sufficient evidence
of this. Overseas students provide valuable incone for universities and pol ytechnics
and for this reason institutions often do not show adequate integrity when offering
pl aces to overseas students.



3. SELECTI ON PROCEDURE

| would strongly recomrend that the awards conmittee neets twice a year
specifically to select students for the scholarship programe (as is standard practice
with other UK schol arshi p agenci es). Candi dates wishing to study in South Africa
shoul d be considered in Novenber prior to the acadenic year beginning in January.
Candi dates studying in a |location where the acadenic year begins in

Sept enber/ Oct ober shoul d be selected in July. Selecting candi dates as and when

they apply is admnistratively time consum ng and does not enabl e the awards
conmittee to conpare the nerits of each candi date al ong side one anot her

Afacility to award a few |ate or energency grants shoul d be retained.

A deadline of 15 June (or 15 Cctober for South African candi dates) should be set by
which tine all conpleted applications need to have arrived at the Trust’'s office.
The application forms need to be sent to the committee for prior consideration two
weeks before the selection neeting.

The sel ection neeting could begin with a report fromthe Director. followed by an
assessment of the financial situation enabling the committee to see how nany

awar ds they can nmake. The conmittee coul d then consider the progress of current
students. if students have failed and are requesting a repeat year this should be
consi dered by the conmittee. In these cases the Director should prepare a
recomendati on for the committee on the advice of the students’ Tutors and taking

i nto account any extenuating circunstances. Students conpleting their courses but
requesting sponsorship for a further course should then be considered. Finally new
candi dat es shoul d be consi dered.

SUGGESTED CRI TERI A FOR SELECTI ON

The following criteria are designed as a guide & are not necessarily in order of Priority

1. SUBJECT AREA. Is the topic of study relevant to the devel opnent needs of a
future denocratic South Africa ?

2. INABILITY TO PAY. Does the candi date have any other source of incone to draw
on for education ?

3. | NTENTI ONS AFTER STUDY. How does the candidate intend to use the
qual i fication having conpleted the course ?

4. LACK OF EDUCATI ONAL OPPORTUNI TY. Has the applicant been denied the
opportunity to study up to a reasonable |evel ?

5. PRI ORI TI SATI ON OF WOVEN CANDI DATES. Wonen are usual |y underrepresent ed

on schol arship programmes for South Africans and face nany inpedi nrents when

wi shing to study. This being so, the committee shoul d consider adopting a policy
of giving wonen candi dat es speci al consideration. perhaps aimng for a given
per cent age of awards each year to go to women.

6. ACADEM C ABILITY. Is the candi date academ cally strong enough to
successfully conplete the course ?



Candi dates need to be inforned of the awards conmittee’s reconmendati ons as

soon as possible after the neeting.

successful .

Successful candi dates should then receive:

i) aletter informing themof the award,

ii) a’ To WiomIt May Concern’ letter outlining details of the award, for inmgration
pur poses.

iii) the Terms and Conditions of the award together with a declaration formto sign
and return.

5. RECEPTI ON AND ORI ENTATI ON OF NEW STUDENTS.

Each student should have a file containing the follow ng information:

1. Study details (Course, location, duration, nane of Tutor, details of field trips or
i ndustrial placenments required during the course).

2. Financial details (bank account information).

3. Address and contact phone nunber.

4. A sheet detailing each payment made to the student.

The student file will contain the original application formas well as all subsequent

correspondence and docunentation relevant to that student. The file will be kept
strictly confidential
Files will be arranged according to the country where the student is studying and in

al phabetical order. ’



7. STUDENT PAYMENTS AND ALLOMANCES

| strongly recommend that allowances for UK based students are indexed to British
Council rates. This seens to be the npbst equitable index for overseas students
studying in Britain, and is used by both WUS and NET. Students need to be inforned
whi ch paynents are due to them when they will be nade and how to apply for

di scretionary paynents. CQuidelines for discretionary and energency paynents are
contained in the administrator’s nanual. Mintenance/stipend paynents to

students should be paid nonthly to UK based students and termy to overseas based
students by Standing Order or bankers draft. Tuition fees should be sent directly to
the Trust for paynent.

St udents based outside the UK should continue to be paid the ambunt reconmended

by their institution. As far as possible the sane guidelines should apply for

di scretionary and emrergency paynents. although | ocal considerations will have to be
taken in to account.

8. MONI TORI NG ACADEM C PROGRESS

A letter needs to be sent to the Tutor of each Student explaining that s/he is
sponsored by the Luthuli Trust and outlining the nature of the Trust. The Tutor wll be
requested to conplete a progress report regarding the student twice a year. The
Tutor shoul d be encouraged to contact the Administrative Secretary if the student is
havi ng particular difficulties. The progress report and contact with the Tutor in
general will be the basis for identifying students’ problens at the earliest possible
opportunity. Most tutors are pleased to hear from sponsors and prove hel pful and
responsi ve when asked to assi st sponsees.

The primary purpose of nmonitoring a student’s acadenic progress is to gain early
war ni ng of problens and thus enable time to work them out. Possible assistance

m ght include some kind of extra tuition for the students or the course or |evel of the
course could be changed. The situation to be avoided is for the student to fail a year
and face either a whole repeat year or termination of the award.

9. ONGO NG CONTACT W TH STUDENTS, WELFARE AND

COUNSELLI NG

A schol arship agency needs to find a bal ance between being in too frequent contact
with students (making themreliant on the agency), and not bei ng accessi bl e enough
so that student problens only manifest thenselves when it is too late. Too much

time spent with students will |eave Luthuli staff with little tinme for anything el se.
There are a nunber of ways to nake contact with students of optinumefficiency.

1. Pre enpting as many problenms as possible in the Student’ pack and in initia
contacts with them

2. Refering students whenever possible, to Students’ Union/College/or |oca
Authorities facilities.

3. Refering serious cases to specialists (ie Medical Foundation for the victins of
torture. alcohol counsellor etc.).

4. Sending Administrative Secretary/counsellor on appropriate counselling course.



A student conference should be held in around Cctober of every year for UK based
students. This will allow students to discuss issues and concerns regarding their
schol arships with the Trust. provide an opportunity for awardhol ders to nmeet each
other and help to foster a sense of assimlation with the ains and ideals of the
Luthuli Trust. Al though a conference woul d necessitate incurring extra costs in the
short term it would al so save hours of administrative and student counselling tine
during the rest of the year by pre- enpting issues and problens that students night
face. Both WUS and AET have found student conferences invaluable and | suggest

that the Trust approach donors for the funding of an annual conference.

10. ADM NI STRATI VE PROCEDURES FOR STUDENTS COVPLETI NG

STUDY/ SPONSORSHI P.

It is inportant to establish students’ intentions well before they conplete their
current course. if a student wi shes to apply for a further award the Trust needs to
know in plenty of time so as to prepare the necessary application docunents for the
sel ection committee. The Trust al so needs to know when students (who are not re
applying) are conpleting their courses and roughly what their intentions are.

In April (Cctober for students in SA) of each year a letter needs to go to all the
students who are due to conplete their courses asking if they intend to re apply for a
further award.

Students re applying need to submit a new application formfor consideration by the
awards commttee. The deadline for such subm ssions will be the same as for new
applicants. The Trust should solicit a recomendation on the proposed course from
the student’s Tutor. This will be essential for the coomittee to nake a deci sion
Students who are not re applying will receive a questionnaire. the intention of which
will be to assess the student’s satisfaction with the course, administration of the
schol arshi p, how s/ he feels the schol arship has benefitted them and the student’s
i ntentions having conpleted the course. This information will prove invaluable in

i nproving the performance of the Trust’s schol arship programe. as well as
providing data that can be fed back to current and potential donors.

11. STAFFI NG .

In addition to the Director and part tine Finance Oficer, | would reconmend that the
Trust engaged two further full time staff to run the schol arship progranme.

ADM NI STRATI VE SECRETARY/ STUDENT COUNSELLOR

The role of the Administrative Secretary/ Counsellor will be to assist the Director in
the day to day running of the scholarship programre. S/he will prinarily be
concerned with student matters both for applicants and ongoi ng awar dhol ders.
SECRETARY/ RECEPTI ONI ST

The secretary will operate the switchboard, deal with enquiries and service the
Director. Book keeper and Adm nistrative secretary. with necessary typing,
administrative etc.

I reconmend NJC | ocal government indexed salary scales as used by WUS and AET

and outlined in the docunments acconpanyi ng the schol arshi p adm ni strati on manual



12. ADM NI STRATI VE PROCEDURES FOR SOUTH AFRI CA BASED

STUDENTS.

As far as possible procedures for the running of the programme in South Africa

should be in line with those in the UK Applications for study in South Africa should
be considered by the committee in South Africa before being forwarded to the WK
conmittee for final approval. The conmittee in South Africa will be responsible for
reporting on the programe in that country.

I recommend that the Trust enpl oys a scholarship admnistrator in South Africa to
assist in admnistrating the grow ng nunber of awards there. The adm nistrator

would liaise with the Luthuli committee in SA and be responsible for adm nistering
funds to students. and reporting financially to the Trust in London. This would be
greatly nore effective than the current procedure (ie adm nistering the schol arships
direct from London).

13. OTHER | SSUES/ RECOMVENDATI ONS

DEPENDENTS ALLOMNCE

The Trust needs to consider nmaking provision for the children of students on the
schol arshi p programme. Ostensibly such provision is intended to wi den access to

the programme for students who have to have their children with then when they

cone to study. In practice this nostly applies to wonen students. AET, WJS and

Canon Collins all make provision for the support of students’ children on a case by
case basis. Although I recomend provision of such an all owance, extreme caution
shoul d be exercised in adm ni stering such grants. The experience of the other
agenci es shows that |ooking after a child whilst engaged in full tine study is
extremely difficult and often inpossible. Such grants should be nade only to

students who have no choice but to have their child/children with them

Child provision in London is scarce and very expensive. Before awarding a

schol arship to a student wishing to bring her child or children. the Trust needs to
establish if the place of study has creche facilities, if there is a spouse or friend to
assist as well as determning the intensity of the course. Ajudgenent can be nade

t hrough conversations with the student concerned, the college welfare officers and
Tutors. The Trust should determine if there are alternative arrangenents that can be
made, for instance. for the child to stay with a relative. Inreality it is often the cas
e

that the student has the child/children with them already, thus provision of a specia
al l owance will enable the student to cope better with their studies. It is inportant
though that access to the schol arship programme should be as w de as possible, this
is the intention of a policy on dependents provision

STUDENTS RETURNI NG TO REG ON FOR SUMVER

I nevitably students wish to visit the region during the long vacation. This can easily
be facilitated in nbst cases by advancing the July and August mai ntenance grant

early enough for the student to buy a return ticket. Students should only nmake the
trip if they have successful conpleted exams. This is the practice of other UK

schol arshi p agenci es.



| NTER- AGENCY CONTACT
The circunstances surroundi ng SA students studying in Britain are constantly
changing as are the priorities for schol arship provision for South Africans. A regul ar
neeting of the schol arship agenci es runni ng programres for South Africans in UK
(Canon Collins, AEI'. WJS, Christian Aid, British Council, Combnwealth Secretariat)
woul d be of great value. Such a forum exists for agencies involved in Nam bia work
(Nami bi a Education Group) and The Joint Committee on Southern African
Schol arshi ps 1inks together ’'Campus’ schol arships. Talks with the other rel evant
agencies need to take place to explore the possibilities of such a forum
ASSCCI ATI ON OF SOUTH AFRI CAN STUDENTS ( ASAS)
ASAS was forned just over a year ago to represent South African students studying in
Britain. They have good relations with nobst of the maj or agenci es sponsoring their
menbers. | would recommend that The Luthuli Trust assists their work where
possi bl e. ASAS will prove useful for Luthuli sponsees especially those studying in
i sol ated | ocations who are not in contact with their fellow South African students.
ASAS hol d national and regional events and aimto provide educational welfare and
soci al assistance to their nenbership
ASSI STI NG STUDENTS AFI’' ER COVPLETI ON OF COURSE
Havi ng conpl eted their course, students should be given necessary gui dance and
assi stance in obtaining work experience to conplinent their studies. Careers
guidance is not readily available for South African students in Britain or el sewhere.
As The South African Advanced Education Programme (SAAEP) have shown, sone
enpl oyers, local authorities and so on are receptive to requests to take on South
African students for short periods of work experience. If a |arge enough nunber of
students require such assistance a separate budget fromthe donors should be
sought for this type of provision.
CONCLUSI ON

The success of any schol arship programme for South Africans depends partly on a
clear definition of the ains of the programme and partly on the efficiency of its
admi ni stration.
In the period of transition to a denocratic, non racial South Africa, regular attention
to the ainms of the programme will be paranmount. In the neantinme | hope the
adm ni strative structures reconmended in this report will serve its current needs.



