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ANC EDUCATIONAL PROJECTS

Introduction
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The &icision of thn lﬂchpstablish the LUTHULI CULTURAL AND‘HELFARE
I“STITUTE”whooe task is %0 organlse, direct and suparvill all ANC Eduoational

orogeotsfandbprOgrammes math: an.important step forward in the procesa of

£

onsurlnS'thni thaaﬂﬂuoational institutlons of the liberationgnovament recaivn
speoiallsed,%profesaional and effectivn admlnistratlon.'_ The noed for this
speolalised and ﬁrofosslona.l mangmnt is partioularly important both for

promoting s.n.d rota.inlng the "‘oonf :Ldonco ,oﬁ our internatlonal donors who havc

to be satiofied that tho'Eduontional programmes of our liberation movement

prope:Tinstitutlons of. learning- professionally administered and:maintain

standards.offhigh acadomlo excellence acceptable throughout the internatlonal

‘Educatianai.cummunity.‘H

Admlnlstrativo Guide linos

(1) All tha educatlonal proaeotsfof-the movemont shall be entirely manged,

suoerV1sed and dlrected by the Luthulil Cultural and Welfare Institute.
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(2) 'The responsibility of the Institute, in the exrcise of the power outlined

under clause 1 above, shall be 10 ensure that the Educational]l projectis are

expertly and professionally organised as proper institutions of learning

and training-

(3) The institute shall have power to establish mapagement structures within

the Edueational institution for which it is responsible and these will be

directly responsible to the Director of the Institute.

(4) The institute, in the exercise of this responsibility shall have power 1o

recruit, appoint and terminate as necessary the services of teachers

assooiaﬁéd with all the Educational projects.
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(5)P The Institute shall have power 10 jetermine the conditions of servise of

teachers and all other staff employed by the Ihstitute to positions at

'tha'Educational institutions under the manacement of the Institute.

¢ (6) ~The Institute shall undertake surveys of the educational man power needs

of the movement and shall keep records of numbers of students studying or

- who have completed their studies and the areas of their study. This will

stic and appropriate educational planning for the  manpower needs

ensure reall

of a liberated South Africa.

ervision of the content of Education

(B) Determination and supe

(1) The Institute shall respect the advice and views of the ANC Education

department in directing and determining the content and orientation of

. the training of students at the Educational Institution of the

liberation movement, i e. the syllabi and carricula. The views of the

Rducation Department on these matters shall be made known to the

"Institute at 231 times through the Director of the Institute who shall

'himself be an ex-officio member of the Education department.

(2) The ANC Regional Education committees shall be directly responsible

to the Education department regarding their contribution to the

rducational content of the Education projects.

(6) Financial Management and Accountability.

i. Responsibility for fundraising for all educational projects and

programmes shall be Vested in the Institutte and will be under-

taken by the Directoi ~f the Institute or under his express over

all direction.,

2. The Institute shall ensure that proper records of all funs

collected for Educational projects are kept and maintained.,

3. The Tnstitute shall appoint Anditors and ensure that the financial

accounts of the Institute are annuall¥y 1udi ted,
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(4) Thamihatitute7aha11"estahliah appropriate structures for effective
finoogihl'managemont, reporting and accountability within each

educational projet.

(5) The Instltute shall ansura that proPer reports, as approved by the Inatitute,
are made available annually to both the ANC and the Donors supporting the

educatlonal proaects.

Conclusion

The Admlnlatraxive prooadures outlined here, after due consideration bi
the ANC NDC a.nd a.fter approval shall be made known to the ANC MEIHbe]’.'Ehlp

through the ANC mlaaions and offices by the Secretary General by means of an

offlcial oommuminacatlon
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*IRST MmETING OF THE MAHAGMT GOUNCIL OF THE LTJTHULI CULTURAL AND UELFAR'E

4

1IN bTITUTE
AGENDA,

i Electi.on of Chairma.n. 5

2e Foma.l a.ppomtment of Director and cona:.dera.tlon of job doscription.

iif. .

s Dlrector s repori.*‘.
4. Conaideratian a.nd @pmval of pra,jects.

(a) Solomon Mahlangu Frecdom Oollege._ i
(b) Zambia Agricultura.l Coll»eso fof South Africa.na.

() Luthuli Schola:r:shlp Fu.nd fm': South Afrlcan Refugees and Mlea. &

() Lutrmh B.olief Fund_
De Consn.deratmn of job descriptionagﬁf other pmposed Pasts. |
6. Consideration of PI‘GPOBed. met. ' - pn

Te Appomtment of Bankers and Signatories to accounta.

8. App01ntmant af Auditors" ..,'

T

9. Determina.tion of Finmc:.a.l year for audit.

10. Conslderatlon and approva,l of additional Council Members (Dr Rev Gabriel

Setiloane ’ Rev Hu.m;)hrey Taylor, Dr Peter Walshe)

11. Bepo_rt ?_n Sponsors and eatablwhment of a register of Sponsors and

'Subscribers._*

12, Appomtment of Honora.ry Presldent

13. Appointment of Honorary Treasurer (Council Member)

14. Ahy other Business

15 Date of Next Meeting.
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Job Discription

The Director of the Institute shall be responsible for the over-all
development, supervision and management of all the projebts of the Institute.

Tt will be his responsibility to ensure that proper management and accounting

structures are established for all projectis and that proper'reports from

individual projects are annually prepared for presentation -to the Council of

Manacement. He will ensure that these reports are in all cases invariably

supported by audited accounis prepared and certified by independent local

ruditors in the country where the projects are located.
Another important responsibility of the Director shall be to initiate new

nrojects and to raise funds for these projects after due consideration and

approval by the Council of Management, All the fund raising activities of the

Institute shall either be undertaken by the Director or alternatively'undértaken

under his express authority and direction., It will be the Directlor’'s

responsibility to ensure that -  proper records of all monies raised Or

collected in the name of the Insfitﬁte are kept and also to ensure that an Income

and expenditure account and Balance sheet are annually prepared for presentation

to the Council of Management.

A further important responsibility of the Director shall be the supervision

of the work of all the employees of the Institute, and, subject to retification

of the Council of Management, appoint or terminate the services of staff as

required by the overall interests of the Institute and within the relevant

legal requirements appropriate in each country where the projects are located.

In addition to all responsibilities outlined above the Director shall annually

prepare a comprehensive report of all the activities undertaken by him on behalf

of and in the name of the Institute tocether with Audited financial accounis.




Job description

The Finance Officer shall be responsible for the over-all Financial
Management of the work of the Institute. It will be his responsibility to
monitor all the financial transactions of the Institute and to ensure that
eXpendlture incurred by the Instltute is in accordance with the mandates
and procedures laid down by thstOunoil of Management. The Finance Officer,

in the exercise of his duties, shall be direetly responsible to the Director,

It will be the responsibility of the Finance Of ficer to ensure that proper
Rooks of Account are kept for the Institute and that, subject to the authority

of the Diraatnf ‘all financial oBli'ations of the Institute are met including

the processing of salaries of staff and all remittances to the projects of the

Institute and other individual beneficiaries.

In the fullfilmant-of his general duties the Finance Officer shall

prepare periodic financial reports at inpervals to be defermined as required

from time to.timt'in the interests of the 1nst1tute. In carrying out all

these tasks and responsibilities, the Finance Officer shall always act in

consultation with the Director.
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An important responsibility of the Finance Officer, as pgrt of the

alternative avenues of investment for the funds of the Institute in the

overall interests of increasing ihe funds of the Institute and, consequently,

the capacity of the Institute for greater effective service, The Finance

oOf ficer shall also be entrusted with the responsibility to ensure the proper

and reasonable up-keep and maintenancs ~f the Office premises of the Institute,




ADMINISTRATIVE SECRETARY

Job description
The Administrative secretary will be responsible for the over-all

administration of the offices of the Institute. Her responsibilities will

include assistance to the Director in the general managemeﬁt of the office;

ttendlng'and servicing the meetings of theiManagement Council; taking minutes

of Council and Annual General meetingss; handling and attending to the -

correspondence of the Institute; attending to issues of peraonn912Management

and contracts of staff employment.

The Administrative Secretary will have responsibility to act in

of the Director and subject to the Direstor's directives. She / He will be I

required to familiarise herself / himself with the work, projects and

programmes of the Tnstitute. Accordingly she / he must have extansive

from that country

geneneral understandlng of the problems of South Africap. Bﬁw mﬁﬁin.

this post will primarily be responsible to the

The person occupying
to him., As this 1s a senior post

uates and possessS administrative experience and also

applicants must be gradu

be gqualified in typing and shorthand.,




EDUCAIION COUNSELLOR

5 o Job discription

The Education Counsellor will be responsible for giving advice 10

ding the choice of appropriate eourses of study, Institutions

siudents regar

where the intended courses of study are offered, orientation and counselling

of students upon arrival in the UK, keeping records on individual students

whose studies are funded by the Institute including the courses for which

they are enrollad, collect and oollate completed scholarshlp application

fomazfl'an&f_ i'cfertnm check the ellgml ity of applicants for Bc'hala.shlps and

prepare summarynimformaiion sheets for presentation to the Awards Committee

Tt will be the responsibility of the -

for consideration and decision.
award entitlements of studentis are paid

mducation Counsellor 1o ensure that the

regularly. This responsibility neeessarily requires close consultation

¢
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between the Education Counsellor-and the Finance Officer.

Another 1mportant duty of the Education Counsellor will be to give ad71co

to students on personal, social a.nd general .academic _ issues, The Education

Counsellor will be directly responsible to the Director and will report to him

onall“&Epeﬁtsfoiihfh'6i hgrwyagk;;

It is essential that the applicant for this post must have a substantial

understanding of the British Education sysiem, be a qualified social worker

and be interested in refugee work., An understanding of the political, social

and economic situation in South Africa will be an advantage.




REGIONAL REPRESENTATIVE (AFRICA)

Job description

The Regional Representative (Africa) will have responsibility for the

placement of students in institutions of learning in Africa; give advice to

B

students regarding the choice of courses of study and at which Institutions 5

theso courﬁs are offarre&. The Regional Representative will also be responsible

for keeplng records on all award holders sponsored by the Instltute and studying

in Africa including the course for which they are enrolled. He/She will also

= o

have the responsibility to monitor the academic progress of students through

contact with the acadamic institutions at which the students are studying.

Anﬁther responsibility of the Regional Representativo. will be to compile and
keep records of the future plansg of students whose studies are sponsored by the
Institute including their_ fi,ml qualifications at the end of their studies,

An important responsi;il‘ity of the Regional Repi:esentative will be to

provide counsolling to a.wardholders on condititions in<-the different African

countries mcluding a.dvice on personal problems and the problems of _

resettlement outside South Africa., It is essential that the applicant hc

a graduate, have an extensive knowledge of conditions in @ifferent kducational

Inatitutions in Africa and also to have an interest in Refugees. It should
be appreciated that thié is a responsible, challenging and senior position and

+hat the successful applicant will be directly responsible to the Director of

the Institute.

i A further responsibility of the Regional Representative will be to ensure

that awardholders have their allowances and entitlements paid regunlarly and on

time: to achieve this the Regional Representative will have to be in regular

contact with the Finance Of ficer and it will be his/her responsibility 1O provide

/ % all the necessary inf ormation regarding amounts payable and 'thtj_mg when

thes_e are duee.




RECEPTIONIST/TYPIST

Job description

The Institute will employ a Receptionist who has typing qualifications.,

The duties covered by this post will include the operation of the Switch

Board. and answering:; outside calla,, taking messages and ensuring that these

are presented to approprlate staff, typing duties and recéeiving and attending

to.guesta. The person app01nted to this post will be expected to do typlng

work for other staff employed by the Institute.

The appointee will be directly responsible to the Administrative

*

Secretary and may be require from time to time to assist in the general

clerical secretarial work_within.the organisation.
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