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1. INTRODUCTION: 

 
Rural Development Support Program (RDSP) has a long standing working relationship with 
the SACBC Aid Office. Both organizations have been working together for many years and 
RDSP has a good understanding of the Aids Office programmes and its objectives. RDSP’s 
aims are to strengthen the effectiveness and sustainability of development initiatives, mostly 
rural, through facilitating organisational development processes and training. RDSP was 
established in 1992 and works in all the provinces of South Africa. RDSP is an associate 
body of the Southern African Catholic Bishops Conference and understands and works 
within the ethos of the Catholic Church and its development initiatives. 

 
The SACBC Aids Office approached RDSP to facilitate two training sessions for the various 
Community Based Organisations they support. The first module in August 2014 focused on 
Proposal Writing and this second module being Good Governance. As the sources of 
funding become scarcer in South Africa it has become more important for the SACBC Aids 
Office to assist the organisations they support to be become more sustainable. Many of the 
organisations rely solely on the SACBC Aids office for financial support hence the need for 
this type of training. The Good Governance course is the second module in assisting these 
CBOs to raise funds effectively and also to manage their organisations in a more effective 
way. 

 
The aim of the Good Governance training course was to help participants: 

 To improve your skills in leadership and management. 

 To create a framework for the structures and systems of an organisation. 
 To provide a framework for the management of staff 

 
To achieve these aims the following agenda was followed: 

SECTION A – STRUCTURES AND SYSTEMS 
1. Stages of organisational development 
2. Not for profit or for profit 
3. Legal structures 
4. Registration as a Non Profit Organisation 
5. Tax for a Non Profit Organisation 
6. Organisational structures 
7. Roles and responsibilities of Management Committees 
8. Our Constitution 
9. Financial Policies. 

 

SECTION B – STAFF MANAGEMENT 
1. Legal obligations as an Employer 
2. The Basic Conditions of Employment Act 
3. Recruitment processes 
4. Job descriptions 
5. Employment Contract 
6. Disciplinary and Grievance procedures 
7. HIV/AIDS policy 
8. Performance appraisals – a management tool 

9. Working with Volunteers 
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RDSP used the following methodology during the workshop: 

 Explanation of relevant theory. 

 Applying the theory to real life experiences and challenges.  

 Visual aids to enhance learning. 
 

This report covers the outcomes of the Proposal Writing training course. 
 

2. PARTICIPANTS 
 
Participants shared the following expectations: 

 To know the relationship between the governance of the board to the manager 

 What is Governance? 

 To learn skills 

 Learn more about governance. 

 What happens in Governance? 

 To know the roles and responsibilities of the board. 

 To learn more about running the organisation. 

 To learn the role of everyone in the organisation. 

 To know more about effective governance. 

 Who is responsible for governance? 

 To know the objective of governance. 

 How to implement governance. 

 To be empowered. 

 To know the duties of the board. 

 What are the characteristics of good governance? 

 How governance affects the organisation. 
 
The expectations that would not be met during the session was pointed out and it was 
explained why these would not be met. 
 

3. CONTENT AND PROCESS: 

 
The methodology used was to firstly present the theory, with the use of examples and case 
studies, then to make use of group activities whereby participants were grouped according to 
their organisations in order to help participants to begin to identify areas that require 
attention within their organisation, especially in relation to structures, systems and staff 
policies.  The theory is presented in easy to understand terms on which the development 
tool is based. The use of realistic, detailed cased studies is used to demonstrate the 
application of the tool. The case studies are given as examples off realistic situation in which 
the theory has been applied. The Group work or activity gives the participants the 
opportunity to apply the tools to their real situation under the guidance of the facilitator. 
Participants found it very helpful to be in a position to begin to work with these tools and to 
try to draft policies for their organisations in practice. This gave them first-hand experience of 
putting the theory into practice. 
 
By way of introduction participants were reminded that this training course is linked to the 
first training course on Proposal Writing. During the proposal writing training participants 
were given an exercise to write a proposal to the SACBC Aids Office for shelters. When 
asked how this went, many shared that they did not complete it as they did not have 
sufficient time. When they returned to their organisation there was so much to do that they 
simply where not able to complete it, hence some did not submit the proposal so shared that 
as they were late with the proposal they also did not submit it. Those who had not 
completed, the question was asked if they had made contact with the funder to enquire is 
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they could submit the proposal late. They replied that they did not know they could ask for an 
extension. They were reminded that raising funds is about building relationships and so it 
would have been important to make contact with the funder as the funder was expecting 
their proposal. What was encouraging was that all organisations had attempted the proposal 
even though many had not submitted. They shared that it was a good learning experience 
and served as excellent practice for when they write to other funders.  
 
They were reminded that in the Proposal writing training we focussed on their plans, 
budgets, fundraising strategy and writing the proposal. Another area which is very important 
for fundraising is that organisations need to ensure that they have effective structures and 
systems, which includes the management of staff. This is what this training session is all 
about. 
 

Participants began by focusing on the stages of organisational development. Participating 
organisations are also at different stages of development. Unpacking characteristics and 
features of each stage helped participants understand the life and processes that 
organisations have to go through. Much of this understanding was obtained through the 
participants sharing their experiences and being able to ask question of clarity and through 
the various exercises they completed within the workbook provided. Many indicated when 
asked at what stage they felt their organisation is they shared that it is at the integrated 
stage, for them this meant that they had many programmes and activities, some saw this 
stage as an organisation which is perfect and not necessarily as a stage of development. It 
was explained that organisation from time to time move backwards and forwards between 
these stages of organisational development. 

 

The distinction between non-profit and for profit organisation was unpacked with the aim of 
assisting organisations in finding their identity. Some participating organisations are still 
struggling with their identity. They do not know whether they are profit making organisations 
or not because they have income generating programmes. It was shared that if their income 
generating project profits are ploughed back into the organisation then it is a not for profit 
organisation. This lead to a discussion about tax. All participants were aware that they 
needed to be registered with SARS and that they are not automatically exempt from tax. The 
issue of Donor deductibility was discussed and in a way that participants were able to 
understand the benefits for the organisation from the perspective of raising funds and also 
the benefits for the donors. 

The majority of the participant were not aware of the responsibilities they have when serving 
on a management committee or board. It was therefore necessary to explain to them that it 
is not just a matter of being on a board or committee, but with it comes many responsibilities. 
Together we explored the role of a management committee looking specifically at the roles 
of the various office bearers. Many were under the impression that the board or committee is 
a hands on group of people who see to the day to day running of the organisation. They 
realised that the treasurer should not be the person who handles the money and the books, 
that in an ideal situation the treasurer is the one who has financial expertise and who is able 
to guide the committee and the financial administrator as to the correct financial procedures 
which need to be followed. It was shared that this is not always possible within the rural 
settings in which they work.  Specific mention was made with regards to the Public Officer in 
relation to the treasurer. This was something which many participants were not aware of. 
 
Having this background participants were introduced to the constitution of a non-profit 
organisation, specifically exploring one for a voluntary association. It was explained that this 
is the most common form of non-profit and is the cheapest and easiest to set up. A general 
outline with explanations was presented for what is required in a constitution and making 
participants aware that a constitution is a legal document and serves as a summary of the 
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policies and procedures of an organisation. It was explained that in order to register as a 
non-profit with the directorate of non-profits one requires a constitution. Discussion took 
place around the benefits of registering and what they felt these would be. It was also 
explained that if one is to raise funds for an organisation it is becoming more and more 
necessary to be registered with the directorate. Though all the organisations participating are 
registered, many of the participants were not aware of how to register and so they were 
presented with the application form for registration and it was worked through in plenary 
outlining what information is needed before submitting the application. It was explained that 
with registration come responsibilities, one of which is to submit annual reports to the 
directorate. The template for the narrative and financial reports was presented and it was 
shared that there are consequences should one not submit these reports. As brief 
discussion took place about how one knows if the organisation is registered and whether or 
not the directorate has received information. Participants have various experiences of 
dealing with the directorate, ranging from efficient to inefficient. 
 

The course also focused on legal issues of an organisation, such as registration, tax for non-
profit organisations, developing a constitution, legal obligations of an employer, legal 
structures. From discussions it became clear that there is a concern about the relationship 
with the diocese and the various bishops as to how much control and involvement they have 
with the organisation. Participant grappled throughout the course with the relationship of 
volunteers to the organisation and remuneration of volunteers.  

 

Participants were presented with a brief explanation of what are policies and procedures. 
Sharing that in order for an organisation to run effectively and fairly they need to have 
policies and procedures in place. Some organisation d have policies and others do not. As a 
starting point participants were taken through the various financial policies which are 
required in an organisation. Having presented them participants worked in their 
organisational groups to look at their policies and to answer various questions related to 
other policies which they may have in their organisations. They shared that these template 
which they had made them think more about the manner in which they are doing things and 
has helped them to realise that they are not doing things in a correct manner.  

The remainder of the course focused on staff and volunteer management, through the 
exploration of: The Basic Conditions of Employment Act, organisational and volunteer 
policies, employment contracts, disciplinary and grievance procedures, performance 
appraisals. For many participants this highlighted the need for them to know more about how 
they manage staff and for them to begin to grapple with staff management by understanding 
that management should make decisions based on these policies and those governed by the 
various labour regulations in South Africa. Many examples of personal experience emerged 
during these discussion, but also a realisation as to how the organisation can benefit making 
use of these systems. 

4. RESULTS & IMPACT:  
All the participants felt that the knowledge and skills they have gained at the workshop will 
benefit their organization greatly. Out of the discussions organizations requested assistance 
with setting up their policies and system as Participating organizations are at different levels 
or stages of development. Going through all the sections of the training was an eye opener 
to most of the participating organizations. The methodology made it very easy for 
participants to raise the issues affecting the smooth running of their organizations. Most of 
the participants are holding non managerial roles in their organizations. 
 
A consistent “theme” ran throughout the duration of the training, namely salaries and 
volunteers.  It was very clear at the end of the course that there is a lot that needs to be 
done in terms of building capacity of the participating CBO’s and FBOs. They lack capacity 
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in such areas as organizational management. Having worked through the policies and 
procedure, as well as definitions, participants were able to better understand the concept of 
volunteers and he need for proper policies to be in place if they are going to have an 
effective organization.  
 
Participants indicated that at least 95% of the course content is useful for their organizations 
and themselves. Many participants expressed that they benefited greatly by attending this 
course and that it was extremely useful. The facilitator’s style and methodology they found 
easy and simple to understand, however that they would have liked a little more discussion 
on some of the topics covered. They’ve said that the workbook is easy to use and would be 
a good resource to use in the organizations; it is self-explanatory, logical and will be easy to 
refer to as they explain things to their co-workers. Everyone is very positive that it will 
increase their potential to manage the organization and with this in place further increase the 
potential to fund raise, and want to start using the information immediately. 
 
Participants made the following comments on their evaluation forms: 

 Our organisation is new and this workshop we did not have a lot of things, 
but now we have learnt a lot. 

 Everything was clear and straight to the point 

 It will help the community to know what volunteers are everyone who wish 
to do so unpaid. 

 The exercises where very valuable because it enabled individuals to 
understand. 

 
5. WAY FORWARD:  

In order to assist these participating organizations and groups, it would be of great benefit for 
follow-up sessions with each organization so that they may benefit from a smooth 
introduction of policies and procedure they will want to implement in their respective 
organizations.  
 
The follow-up visits will be important to ensure that the participants have first gained some 
practical experience in the implementation of their own systems and structures, before they 
share this with others. The effects on the community can be beneficial if they apply the 
learning’s because it means that organization’s personnel will be able to spend more time 
implementing projects /programs and to retain or appoint staff to do the work in the 
communities as everyone will have clear policies and procedures in place. Further that staff 
will know what is expected of them as they would have clear job descriptions in place. 
 

6. CONCLUSION 
Governance is an important aspect of running an effective organization. As the course 
progressed the participants realized more and more the importance of having good systems 
and policies in place, something which seems to have been lacking. They further realized 
the need to implement their learnings as soon as they returned to their organizations.  
 
RDSP wished all the participants and their organisations well with managing their staff and 
the implementation of the various policies and procedures. 
 


