
 

 

 

 
 

 

 

 

A studentõs guide to 

Matie Community Interaction  

2012 
 

Stellenbosch University  

 

 

 

 

 

 

 

 

 
Edited by Jacob du Plessis  and Elanza van der Merwe  

3rd Edition  



 

 

Table of Contents  

 

 

Chapter 1  

Community Interaction at Stellenbosch University    _____________________  1 

Chapter 2  

The One -Stop Service at Matie Community Service    ____________________  8 

Chapter 3  

The SRC Representative  for Community Interaction    __________________ 18 

Chapter 4  

The One -Stop Service project proposal process    ______________________ 20 

Chapter 5 

Volunteering and managing a volunteer programme  _________________ 27 

Chapter 6 

Risk manage ment guidelines for students involved  

in community interaction    ___________________________________________ 31 

Chapter 7  

Transportation    ______________________________________________________ 36 

Chapter 8 

Cash advances, reporting, dates  and project administration    _________ 39 

 

 

 

 

 

 

 

Contributing authors:  

Michelle Pieter sen, Lydia Burger, Mike Leslie and  Cara Meintjes.  

With input from the One -Stop Service Advisory Committee .  



 

 

Table of Contents  

Appendices            

 

Appendix 1  ð Matie Community Interaction Contact Info rmation   ______ 41 

Appendix 2 - One -Stop Service Year P rogramme  2011/2012   ___________ 42 

Appendix  3 - Com munity Interaction Policy  ___________________________ 44 

Appendix 4  - Ethical guidelines for Community Interaction   ____________ 54 

Appendix 5  ð Project Implementation Template   ______________________ 56 

Appendix  6 - Budget T emplate   ______________________________________ 58 

Appendix 7  - Project Proposal Cover Page   ___________________________ 59 

Appendix 8  ð MGD Volunteer Task Description Template   ______________ 60 

Appendix 9  ð MGD Volunteer P olicy   _________________________________ 61 

Appendix 10  ð MGD Volunteer A greement   ___________________________ 62 

Appendix 11  ð MGD Volunteer  and Client  Grievance Procedure   ______ 63 

Appendix 12  - Volunteer Hours Log Sheet   _____________________________ 65 

Appendix 13 - Tariffs for University and private vehicles   ________________ 66 

Appendix 14  - Booking University vehicles   ____________________________ 68 

Appendix 15  - Rules for vehicle and trip card   _________________________ 69 

Appendix 16  - Accident  procedure   __________________________________ 71 

Appendix 17  - Transport claims  _______________________________________ 72 

Appendix 18  - Requesting submitting slips  _____________________________ 73 

Appendix 19  - Quarterly Report Sheet   ________________________________ 74 

Appendix 20  - Primary schools   _______________________________________ 75 

Appendix 21  - High Schools   __________________________________________ 76 

Appendix 22 ð Attendance Register  __________________________________ 77 

 

Contributing authors:  

Michelle Pieter sen, Lydia Burger, Mike Leslie and  Cara Meintjes.  

With input from the One -Stop Service Advisory Committee . 



 

1 

Chapter 1  

 

Community Interaction at Stellenbosch University  

 

Introduction  

 

If you are reading this, you have most probably already committed yourself 

to a voluntary position,  be it in a  society project, House Committee (HK by its 

Afrikaans acronym) portfolio , or Studentsõ Representative Council (SRC) sub-

committee th at aims to contribute in some way  to development in or around 

Stellenbosch. Your desire to get involved and make a difference in the lives 

of others is remarkable  and your potential unlimited . You are the kind of 

Matie that is the life -blood of this Univer sity.  

 

As many  a  student will know, your chances of success are greatly improved 

when you are well -informed about the resources, services, policies, and 

procedures in place to support and develop your capacities. As this 

document you have in your hands wi ll help show you, there is much to 

familiari se yourself with if you are to take your good intentions and transform 

them into meaningful community interaction.  

 

This guide will help you to make sense of community interaction activities at 

Stellenbosch Univ ersity (SU) and hopefully answer (or provide you with the 

contact details of someone who can) the most pressing of your questions. 

You are about to engage in some of the most exciting and rewarding wor k of 

your university career, yet at the same time  it is also some of the most 

potentially frustrating and time -consuming of extra -curricular activities. It is 

best to begin prepared, with all the support and experie nce available to you. 

So please  read on, do  not  be afraid to ask questions, and make your  unique  

contribution  to  Matie community interaction initiatives at  SU.  

 

So what exactly is community i nteraction?  

 

One of the most ambiguous and mis used words in the English language, 

òcommunityó, comes with its share of baggage and varying interpretations. 

At Stellenbosch University (SU), when we say òcommunityó, we mean òa 

social grouping of society involved in an interaction at any given moment. 

Community refers to groups of people united by a common location, or to 

groups of people that are linked intellectua lly, professionally, and/or 

politically; that is, geographic communities, communities of interest and 

communities of practiceó.1 A bit lengthy, bu t this definition keeps it broad to 

ensure that  the term can be applied widely.   
  

                                                 
1
 SU (2009). Community Interaction Policy. Stellenbosch: Stellenbosch University. 
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òInteractionó is commonly a better  understood concept, referring to some 

kind of reciprocal action, effect, or influence. Ye t when òinteractionó is 

combined with the broadly defined òcommunityó, the meaning of 

òcommunity interactionó is far from obvious.  

 

So what exactly is meant b y òcommunity interactionó? Does it mean helping 

previously disadvantaged people in some way? Does it mean improving 

educational services for the working class? Does it only include people 

outside of the University or can it refer to  staff and students as w ell? Can it 

only happen in a certain physical area or locality, like a township? These are 

all relevant questions worth exploring. Yet, rather than go into too much 

detail, it is better to consider  the  following  three  important points , taken  from 

well -esta blished University policy documents , to inform you as to what is 

meant by community interaction at S U. 

 

1. Community interaction  (CI)  is one of the three core  functions  of the 

University, along with teaching  and  learning , and research. 2 As a core 

function of the University, CI is the means by which academic learning 

and research are  infused with relevance and context, contributing to 

the creation of new knowledge through first -hand experience.  

 

2. In the broadest sense , c ommunity interaction describes the 

engagem ent between members of the institution  (you, for instance) 

and an identifiable group outside  of the University , in activities that 

meet a specific need (as identified by the group) . CI occur s over the 

course of a sustained period and happen s within a mutua lly defined 

relationship/partnership. 3  

 

3. Commonly referred to as òcommunity engagement ó at other 

universities, community interaction at Stellenbosch University 

distinguishes itself by emphasi sing reciprocity and the mutual benefits  of 

community partnership s for members of the institution as well as  the 

community group. 4 That means  that  both the community and the 

university partner (you)  benefit from  the process  of interaction .  

 

Point 3  as seen above  is an important part of the Universityõs Community 

Intera ction policy, and one that is often overlooked by students and staff 

alike. Although your intention may be to render an important service to a 

specific group of people outside of the University, the community interaction 

policy at S U provides a philosophic al grounding for your activities that 

requires you to acknowledge the benefits of your project to not only the 

community you are targeting, but to YOU  as well . It means that even as you 

may endeavour to provide Physics tutoring to grade  11s, or help organi se 

                                                 
2
 SU (2000). Strategic Framework 2000. Stellenbosch: Stellenbosch University; SU (2008) Vision 2012 and 

Overarching Strategic Plan 2008-2015. Stellenbosch: Stellenbosch University. 
3
 SU (2009). Community Interaction Policy. Stellenbosch: Stellenbosch University. 

4
 SU (2009). Community Interaction Policy. Stellenbosch: Stellenbosch University. 
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cricket practices for the next generation of athletes, you too stand to benefit 

in the process.  

 

òHow do I benefit from  spending three  hours a week tutoring learners ?ó you 

may ask.  The answer is, q uite simply, that you develop your own capacities 

throu gh the planning, implementation, and reflection of such  activities. If you 

are in a leadership position, the experience of mobili sing volunteers, 

budgeting funds, coordinating activities, and reporting back , is a challenging 

ye t constructive  one . All of th is builds practical individual skills that are 

applicable (and often vital) in the future workplace.  

 

In addition, involvement in voluntary work is shown to increase social 

understanding and civic engagement, thereby contributing to a more 

democratically inclined citizenry. Although it does not happen overnight, 

sustained volunteering has been seen to have a positive correlation with  civic 

engagement and an active civil society 5. Therefore,  while the community of 

grade 10s from Cloetesville may certainly b enefit from your tutoring sessions, 

YOU also stand to benefit in the process, as you develop capacities that 

make you a more employable and engaged citizen.  

  

The three points listed earlier  are included in the SU Community Interaction 

Policy (2009) provid ed as Appendix 3 (p.4 4). Read this  along with the Ethical 

Guidelines Policy (2008) , included as Appendix 4 (p. 54).  

 

In conclusion  and to summarise , community interaction is a core function of 

the University that you will be involved in. Any volunteer proj ect should 

therefore aim to meet an identified need of a group outside of the institution , 

through a mutually agreed partnership over a period of time. In the process, 

you too will develop certain capacities and learn m any skills with the support 

of variou s individuals and institutional bodies.  

 

  

                                                 
5
 J.Wilson & M. Musick (1999). The Effects of Volunteering on the Volunteer. Law and Contemporary 

Problems, Vol. 62, No. 4 (1999) at 141. 
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Matie Community Service, the One -Stop Service, the S tudentsõ Representative 

Council , and the Division for Community Interaction:  

What i s the difference and how do these bodies  work together?  

 

As a dynamic and e ngaged university, S tellenbosch University  has sought to 

render val uable service to the community. Such service  provides the context 

for the learning and research that are central to your studies. However, over 

the years a number of different bodies have c ome into being to ensure  that  

SU delivers more than just graduates and published articles. The following is a 

very concise explanation of who is who and how they relate at S U. While this 

may seem confusing initially, please try to understand these differen t bodies 

and the relationships , since all of these groups have come to work together 

to ensure that  you are engaged in meaningful community interaction. And 

do be thankfu l for the following explanation - many  before you had to figure 

it out on their own!  

 

1. The pioneer of community service at Stellenbosch University, 

Matie  Community Service (or MGD by its Afrikaans acronym) has 

evolved over four decades , rendering valuable service through 

primary healthcare services, adult basic education, weekend and 

holiday  secondary schools, as well as entrepreneurship training and 

more. As a registered Non -Profit Organisation (NPO) and a Department 

of Social Development recognised site  of service excellence , MGD has 

the capacity and experience that guides the development o f all 

student community interaction initiatives through the One -Stop Service, 

one component of its various activities.  

 

2. The One -Stop Service is the starting point and hub at MGD for all 

student CI  projects. With a full -time staff member committed to 

suppo rting student projects and building capacity amongst the student 

leaders that coordinate them, the One -Stop Service  brings together all 

the stakeholders involved in community interaction at Stellenbosch 

University to en sure that student projects are operat ed  on professional 

development  principles and receive  the support they deserve. Note 

that Chapter 2 (p. 8) is dedicated to explaini ng how the One -Stop 

Service function s. 

 

3. Ov er the years  Maties RAG (or  JOOL as it wa s also known ) raised funds 

for MGD . After an assessme nt in 2011, it was discon tinued . From 2012 a 

new student body will coordinate the fundraising within residences that  

will contribute to sustaining  One -Stop Service community projects.   
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4. The Centre for Student Affairs  is the ins titutional home for Matie 

Community Service  (MGD) . The Dean of Students and Head of the 

Frederik van Zyl Slabbert Institute for Student Leadership Development  

work together closely with the One -Stop Service to shape student 

community interaction and provid e leadership support and guidance , 

through  for example  the Community Interaction Short Course.  

 

5. Working closely with various CI bodies on campus, the SRC 

representative for Community Interaction  plays a pivotal role as the 

liaison between the various bodi es and the greater st udent population. 

The SRC representative for CI  works closely with all stakeholders, but 

especially  with  the One -Stop Service, to ensure that support for student  

community projects is accessible and communicated across the 

various structures of student leadership on campus.  

 

6. The Division for Community Interaction  is an administrative branch of 

the University established to suppor t, facilitate and oversee all CI  

initiatives based at the University. The Division ensures a quality of 

enga gement, builds capacity, and supports partnerships with and in 

the community. The Division itself does not run projects, but serves as 

the central body supporting all University -Community partnership 

initiatives. It has been a key supporter of the One -Stop Service and is 

based at the L ückhoff School building  in Stellenbosch , together  with 

Matie Community Service.   

 

Residences and student societies: Where  do they fit in?  

 

Since many students have recogni sed their potential to contribute to the 

social devel opment of Stellenbosch  and surrounds , involvement in 

community projects ha s become a priority for many student organi sations on 

campus, including residence -based students, student societies and others. 

The respective interests, creativities, and passions o f student organi sations 

provide fertile ground for innovative community interaction projects. 

Identifying and supporting these projects through to fruition has thus become 

a priority for  MGD . 

 

Given the growing interest and support for student  community en gagement, 

MGD in collaboration with the SRC, Student Affairs, and the Division for 

Community Interaction , created a body whereby any established student 

group or organi sation can access resources and get support for community 

interaction projects. The One -Stop Service grew out of this need to better 

support and monitor new and established student projects, as well as to 

provide guidance in the formation and continuation of community 

interaction activities.  

 



 

6 

It is important to keep in mind  that community int eraction activities are not 

compulsory . They are extra work that will deepen your university experience 

and contribute to local development, but you should only be prepared to 

engage  in community projects if you are willing to uphold the quality and 

standa rd with which community interaction initiatives are expected to 

operate. Th is means attending the workshops and meetings, reading and 

replying to emails, and generally putting in the extra time  to make a success 

of any community interaction initiative you are a part of.  

 

Each residence committee or student society chooses to get involved in 

community interaction at its own discretion. Motivations for community 

interaction often vary based upon the constitutions of certain societies, 

established involvement in campus activities or the mandate from the 

constituents that make up an organisation.   

 

Partnering organi sations and communities: What is the difference?  

 

All student  CI activities at SU are implemented in partnership with an already 

existing organisatio n situated in or around the identified community of 

intended benefit. These partnerships are required of all student  CI initiatives  in 

order  to ensure that projects have some formal structure for accountability 

outside of the University. Furthermore, worki ng with an established 

organisation ensures a structured engagement with the intended 

beneficiaries that can potentially be sustained following the conclusion of a 

specific project. As dynamic as student CI projects are, they change often 

and frequently, r aising questions of sustainability and community benefit. 

Partnering with an existing organisation prevents unstructured engagement 

with faceless groups, enhancing accountability and improving the chances 

of replication (if successful) for sustained benefi t. 

 

Partner organisations  can take many forms, ranging from schools, to NGOs, to 

churches, to any formali sed body that aims to meet a specific service need 

for an identified community. It is however important to distinguish a partner 

organisation from a co mmunity . Student -led CI projects work with partner 

organisations to address the specific needs of an identified community . 

Partner organisations are not necessarily representations  of the identified 

community , and should not be equated as such.  

 

Although partner organisations may aim to fulfil service needs for a specific 

community, it should be noted that partner organisations do not always act 

in the interest of the community. Organisational interests and community 

interests can be divergent. A school is  a good example of a partner 

organisation (comprised of the p rincipal, teachers, and administrative staff) 

that can have divergent interests from its community of intended benefit ( the 

learners). The majority of the time, a school will act in the interests  of its 

learners for their educational benefit , as that is part of the schoolõs mandate.  
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However, as demonstrated by the teachersõ strikes of 2010, it is possible for 

the interests of the partner organisation (in this case higher wages for 

teachers) to con flict with the educational needs of learners. Using this 

example, the c losing of  schools in order to demand higher wages served the 

interests of many school staff, but  not those of  learners , who missed crucial 

study opportunities in the run -up to examinati ons.  

 

The distinction between partner organisation  and community is an important 

one. Any student involved in community interaction should be able to 

distinguish between the organisation they work with  and the community they 

serve.  Student -led projects sh ould aim to address a specific, identified 

community need, as opposed to a divergent organisational interest, lest we 

have a student project promoting strikes to raise teacherõs wages instead of 

providing much -needed tutoring and educational services!  

 

Hop efully  all  this reading is not starting to discourage  you  from getting 

involved ? What do you  actually need to do if you want to get involved?  

 

If you are interested in developing a community interaction project  with a 

partner organisation , you will  need t o read the rest of this guide  and 

familiari se yourself with the policies and procedures at Stellenbosch University . 

Also, you should c ontact Michelle Pietersen of the One -Stop Service directly 

at mpieters@sun.ac.za . However, if you are just interested in possible 

volunteer opportunities you may contact Matie Community Service directly  

at mgd@sun.ac.za , or get in touch with your Student Representative Council  

(SRC) member for info rmation on existing projects and opportunities.   

 

 

 

 

 

 

 

mailto:mpieters@sun.ac.za
mailto:mgd@sun.ac.za
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Chapter 2  

 

The One-Stop Service at Matie Community Service  
 

Whether you plan to volunteer in a student -led community interaction project 

at Stellenbosch University  (SU) or help initiate one, that pr oject will be  

registered with the One -Stop Service of Matie Community Service ( MGD  by its 

Afrikaans acronym ) at some point or another. As the main institutional 

structure through which student volunteering and community interaction  (CI) 

projects are develo ped and formally recogni sed, the One -Stop Service is the 

only programme at S U that provides comprehensive support for community 

interaction projects and volunteer initiatives. In order to understand how the 

One -Stop Service works, the following background will help to familiari se you 

with the programme and MGD , its organi sational home.  

 

Matie Community Service   

 

The One -Stop Service came into existence under the auspices of MGD in 

2007. MGD itself has a long history , dating back to 1964 when it was founded 

as the Stellenbosch University Clinics Organisation (USKOR by its Afrikaans 

acronym) by Tygerberg medical st udents, and in 1973  merged with a similar 

initiative, òGemeenska psorganisasie  Universiteit Stellenbosch ó (GOUS) to 

become  Matie Community Service  (on Stellenbosch campus) . The 

management team registered this new welfare organisation in 1974 , proudly 

becoming the first Afrikaans university campus to do so. In 1997 the name 

was change d to Matie Community Service ( MGD). In 2000 we registered as a 

Non -Profit Organisation (NPO 003 -249) in line with new welfare regulations . 

Since then, MGD  has initiated and implemented various social development 

p rogrammes.  MGD maintains a formal link to Stellenbosch University as it falls 

under the Division of Student  Affairs , while retaining a semi -autonomous status 

as an NPO. Matie Community Service has also received òflagshipó status by 

the Community Interaction Committee of Senate for the work it has done on 

behalf of  SU. The organi sation is guided by the following  tenets:  

 

Vision  - Together we grow  

Mission - Empowerment towards sustainable development  

Aims ð Matie Community Serviceõs aims are threefold: 

1. To address the needs of communities through service and 

development programmes.  

2. To utilise the students, co -worke rs and expertise available at  

Stellenbosch University, as well as the  resources outside the University.  

3. To provide an organi sational framework for participation in community 

service and development on the campus of Stel lenbosch University 6. 

  

                                                 
6
 Matie Community Service. (2010). Matie Community Service Constitution. Stellenbosch: Stellenbosch 

University.  
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Currently, MGD operates five distinct social development programmes : 

1. Adult basi c education and training (ABET)  

2. The Khanyisa learning project (KLP)  

3. Primary health care  

4. An Entrepreneurship  development  project   

5. The One -Stop Service  

The following diagram provides an overview  of each MGD programme:   

Diagram 1: MGD Programmes 7 

 

 

A brief description  of each MGD programme follows , prior  to an expansive 

description of the One -Stop Service.  

 

1. Adult basic education and training  (ABET) - This is a literacy  and life -skills 

programme f or illiterate and semi -literate adults living in and around 

Stellenbosch. The programme targets adults, out -of -school youth, and 

individuals with disabilities by providing classes that take adult learners 

from literacy level 1 up to level 4, the equivalent  of 9 th grade.  

 

2. Khanyisa learning project  (KLP) - This is an educational programme for 

grade 12 learners , offered o n Saturdays and  over  school holidays. The 

project provid es supplementary educational support to over 500 

students and provides career guidanc e and advice at Stellenbosch 

University and  the  Hector Peterson FET School in Wallacedene.  

 

  

                                                 
7
 M. Pietersen, M. Benade, & B. Joseph (2010). ñPortraits of Hope through engagementò. Student volunteering 

presentation to Stellenbosch University Community Interaction Symposium on 2 September 2010 at Lynedoch.  
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3. Entrepreneurial development  - This programme targets youth  and 

adults  in local schools as well as helps to develop businesses in an effort 

to foster a stronger ent repreneurial spirit and sound business practice. 

Business and financial skills courses are provided for the respective 

target groups , according to need , and alignment to specific project 

objectives.  

 

4. Primary health  - Doctors and students from the  Faculty o f Health 

Sciences  at Tygerberg provide basic health services to patients in rural 

and under -served areas through weekend, holiday, and evening 

clinics. Clinics provide necessary practical experience for students and 

render essential health and preventative  educational services to 

needy communities.   

 

Each  MGD  programme and its  day -to -day functioning are  overseen by 

one  full-time programme manager . Programme managers are  supported by 

a financial o fficer, administrative staff, and student assistants. MGD staf f is 

located at both Tygerberg and Stellenbosch  campus es. The primary health 

care programme manager is based at the Tygerberg campus, whereas all 

other MGD staff work from the MGD offices at the old Lückhoff School 

building  in Stellenbosch . MGD staff repor t to the MGD Deputy Director. The 

MGD Management Board is governed according to the MGD Constitution.  

 

An expansive description of the One -Stop Service  follows . 

 

The One-Stop Serviceõs origins and activities 

 

The One -Stop Service programme evolved out of the 2007 task team 

appointed by MGDõs Management Board, then comprised of representatives 

from Maties RAG  (otherwise known as Jool) , MGD, academic departments, 

the SRC, and the Division for Community Interaction. A confluence of the task 

teamõs efforts and its stakeholderõs interests resulted in the decision by MGD 

management to appoint  a full -time staff member to manage the One -Stop 

Service as a programme from 2008. The following can be considered the 

driving factors central to the creation of the One -Stop Service:  

 The executive committee of Maties RAG sought to make more visible its 

annual contribution to MGD through a new initia tive to demonstrate to 

students  (the main fundraisers)  the direct application of generated 

funds for social development;  

 A rece nt audit of SU asked the institution to develop òprinciples, 

processes, and monitoring mechanisms t o assess the quality of current 

and new community interaction initiativesó8. There was a particular 

need for this at student level , since no such structures previously 

existed;  

                                                 
8
Council on Higher Education. (2007). Audit Report on Stellenbosch University. Pretoria: Council on Higher 

Education. 
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 Efforts to develop MGD as an NPO had professionali sed the 

organi sation, but made it increasingly less reliant on student volunteers 

for its programmes, leaving it estranged from many potential student 

volunteers; and  

 A proliferation of  short-term student projects , generally lacking in 

coordination and capacity , resulted in concerted efforts from student 

leadership to identify and create new campus -wide opportunities.  

 

The One -Stop Service was originally conceptuali sed as a hub for all s tudent 

volunteer projects on campus, or a òone-stop shopó for students interested in 

volunteering.  It was envisioned that this programme would play a c entral 

role in connecting MGD with existing student projects and CI initiatives:  

òThis new initiative could play an important role to promote outstanding 

community interaction on campus by supporting individual students or 

groups who wanted to par ticipate in community projects.  It could help 

facilitate growth opportunities for students, increase the capacity  of 

service providers by facilitating partnerships with student groups , and 

increase the well -being of our communities by facilitating sustainable 

community -driven initiatives .ó9 

 

At present , the One -Stop Service considers its core functions  to be the 

following:  

1. To provide training and guidance to  volunteers  

2. To share community interaction knowledge, experience  and resources  

3. To coordinate student -led community interaction projects  

4. To provide access to information regarding all registered student 

volunteer work  

5. To enhance the professionalism of community interaction projects 10      

                                           

These functions are reali sed through an annual cycle of mass 

communications, training( s) and meetings, a project proposal process, and 

systematic project monitoring and reporting. With the project proposal 

process now integrated as part of the formally registered short course 

discussed later in this chapter  (p.17) , much of the One -Stop Service activities 

aim to increase awareness and provid e speciali sed support to student  

leaders and volunteers , to ensure  that  CI projects develop according to the 

One -Stop Service criteria. The next section identifies the criteria on which all 

student -led projects are judged.  

  

                                                 
9
 L. Burger. (2007). Report: One-Stop Service.  Internal MGD Document, Stellenbosch University. 

10
  M. Pietersen, M. Benade, & B. Joseph (2010). ñPortraits of Hope through engagementò. Student 

volunteering presentation to Stellenbosch University Community Interaction Symposium on 2 September 2010 

at Lynedoch. 
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One -Stop Service Criteria  

 

The following criteria  are used for  assessing  student -led CI project proposals : 

 Projects must occur ov er an extended period of time. N o once -off 

projects  are accepted ;  

 Projects must have clear partnerships with exis ting community 

establishments. N o funding of  specific individuals õ projects  is accepted ; 

 Projects must respond to cle ar and relevant community needs , as 

established by members of the target community  or partner 

organisations ; 

 There must be an element of sustainability included ( e.g.  transfer of 

skills, replication without the need of University funding, etc .); 

 Projects must include element s of monitoring and evaluation of the 

implementation  process  and outcomes; and  

 Training must be provided as preparation for all volunteer work.   

 

One -Stop Service stakeholders and the Advisory Board  

 

Since 2007, the One -Stop Service has evolved in a manner responsive to the 

interest s of its various stakeholders. Operational decisions are taken by the 

programme manager in consultation with other MGD staff while quali ty 

assurance input stems primarily from the Advisory Board. The Advisory Board 

operates on a basis of consensus rather than according to a formal 

constitution. Stakeholders are mainly represented by  the Advisory Board that  

meets quarterly to address genera l programme matters, assists with 

programme activities on an ad hoc  basis, as well as assesses student project 

proposals. Advisory Board members also provide recommendations through 

regular correspondence with the programme manager , and meet or 

engage on m atters independently , as necessary.  
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The following figure shows the composition of the One -Stop Advisory Board.  

 

Figure 2: The One-Stop Service Advisory Board Composition  

 
As can be seen from Figure 2, a  range of University stakeholders make  up the 

One -Stop Service Advisory Board , including the Senior Director of the Division 

for Community Interaction, Matie Community Service staff members, the 

Deputy Director of the Centre for  Student Affairs, invited academic staff 

members, a representative from the newly  elected student committee  

responsible for fundraising within residences , and the Student sõ 

Representative Council member for community interaction , in addition to the 

programme manager  of the One -Stop Service.  

 

Growth in student involvement  

 

Over the  period of 2008  to 2010, student numbers grew from approximately 

350 volunteers involved across 16 projects  in 2008, to approximately 600 

volunteers involved in 23 projects in 2009, to over 800 volunteers engaged in 

38 projects in 2010 11. In 2011, there wer e 44 student -driven projects with 959 

student volunteers participating with 2500 community members benefiting 

(MGD Annual report 2010) . This rapid growth in student involvement  has 

necessitated continuous support and guidance from stakeholders and staff 

along the way.   

 

  

                                                 
11

 M. Pietersen. (2010). Student volunteerism: Stellenbosch University. Internal MGD Document, Stellenbosch 

University. 
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Goals and i ntended beneficiaries  

 

The intended benefits of the One -Stop Service have always bee n shared 

between students, various communities, and partner organi sations. The 

weighting of the benefits of the One -Stop Service programme has changed 

slightly over the years , as community groups were originally considered the 

sole beneficiaries. However, recognition that a standard for student -led 

community interaction projects must be achieved in order to effect 

meaningful change for intended b eneficiaries has made capacity -building 

of student leaders a pre -requisite. Thus, in order to deliver meaningful service 

to our community partners, we must first make certain our students have the 

knowledge, skills, and support that are needed to make a su ccess of their 

proposed projects.  

 

The One -Stop Service sets the following  primary and secondary goals for  the  

programme .  

 

Primary Goal:  To support and improve student -led community interaction 

projects at the Tygerberg and Stellenbosch  campuses of Stelle nbosch 

University.  

 

Secondary Goal:  To deliver  services according to  identified service needs to 

targeted community groups in collaboration with partnering organi sations.  

 

The following two pages  include an overview of the programme theory and 

mechanisms of change  towards the One -Stop Serviceõs goals. Where the 

term òprogramme teamó is applied it is considered to mean a combination 

of serving staff and students on the One -Stop Service Advisory Board directly 

involved in One -Stop Service programme activitie s. The first phase and the 

beginning of the second phase will now occur as part of the registered 

community interaction short course.  
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One -Stop Service Programme Theory: Phase 1  
 

IMPLEMENTATION THEORY         PROGRAMME THEORY  
(programme activities)                                     (mechanisms of change)         

 
Programme manager introduces One-
Stop Service to newly elected student 
leaders at leadership camp and markets 
One-Stop Service on campus. 

 Student leaders become aware of CI 
support services and opportunities to 
initiate/participate in projects. 

 
Programme team delivers an intensive 
training for student leaders interested 
in developing One-Stop Service projects.  

  
Student leaders attend training/short 
course and their understanding of the 
One-Stop Service and the project 
development process is improved. 

Programme team distributes relevant 
information including guidelines for 
project proposals and information on 
partner organisations. 

Student leaders have access to and use CI 
information to engage potential partner 
organisations. 

Programme team holds individual and 
group meetings with student leaders to 
discuss project proposals and provide 
guidance. 
 
Programme team review proposals and 
conduct interviews of student project 
leaders with representatives from 
partner organisations providing 
recommendations for projects. 

 Student leaders identify needs with 
partner organisations and submit 
proposals to One-Stop Service Advisory 
Board. 
 
Student leaders discuss and revise project 
proposals in consultation with community 
partners before final proposal submission. 

 
Programme team assesses project 
proposals based on identified criteria 
and allocates financial support to 
enable project proposals. 

 

Student leaders receive final feedback 
and financial allocations enabling project 
implementation in collaboration with 
partnering organisations. 

 
Programme manager confirms online 
project registration prior to access to 
financial allocation.   

 
Student leaders are trained and 
better prepared to implement 
proposed CI projects with partner 
organisations.  
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One -Stop Service Programme Theory: Phase 2  
 

IMPLEMENTATION THEORY   PROGRAMME THEORY  
(programme activities)         (mechanisms of change) 

          

Programme team meets with 
student project leaders and 
supports mobilisation of student 
volunteers. 

 Student leaders market 
community interaction projects 
and recruit volunteers.  

Programme team organises 
general trainings for volunteers 
and facilitates specialised 
trainings where necessary. 

 Student volunteers attend 
training and their abilities to 
deliver planned services to target 
groups improved. 

Programme manager contacts 
student project leaders to 
confirm project initiation. 

Student leaders and volunteers 
implement projects in 
collaboration with partner 
organisations. 

Programme manager holds 
group and individual meetings 
with student project leaders to 
discuss project implementation 
and monitoring. 

 

Programme manager collects 
quarterly reports from student 
leaders, visits sites and provides 
feedback to students and 
programme team. 

 
 
Student leaders reflect on project 
implementation and report 
quarterly on project activities. 

 
 
 
Student leaders adapt projects as 
necessary to meet intended 
outcomes of projects for targeted 
groups. 
 

 
Programme manager conducts a 
survey of partnering 
organisations and compiles 
report describing claims of 
benefit for target groups. 

 
Student-led projects deliver 
identified service needs to 
targeted groups in 
collaboration with partner 
organisations. 

Programme manager collects 
quarterly and final project 
reports and reviews year 
implementation of One-Stop 
Service with programme team, 
compiles progress report and 
provides feedback to all 
stakeholders. 

 Student leaders are recognised 
for their contributions to 
communities and services 
rendered. 
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The Community Interaction Short Course of the Frederik van Zyl Slabbert 

Institute for Student Leadership Development   

 

Prior to 2011 any student serving on a society or residence committee was 

able to apply for support to the One -Stop Service via  the established project 

proposal process. Applicants were expected to attend various training and 

information sessions as preparation for the submission of project pro posals, 

undergo an interview process, and revise proposals with feedback from the 

One -Stop Service Advisory Board prior to the allocation of funding. This 

process has now been integrated into an accredited (NQF Level 6) Short 

Course offered by the  Frederik  van Zyl Slabbert Institute for Student 

Leadership Development.  

 

The completion of the Community Interaction Short Course provides 

comprehensive preparation to access One -Stop Service funding from  2011 

onwards . There are two opportunities to enrol for the course.  

 

Community Interaction Short Course dates  for student leaders : 

 10 September 2011  

 17 September 2011  

 11 February  2012 

 

Short Course Description :  

Leadership through community interaction: An introduction to student -led 

volunteer initiatives at Stelle nbosch University  

 

Course leaders : Michelle Pietersen, Jacob du Plessis and  Leslie van Rooi.  

 

Objective :  

 

To train and prepare students for leadership roles in community interaction 

initiatives according to identified best -practice  principles and criteri a at 

Stellenbosch University.  

 

Outcomes information : On completion of the course, students will have 

demonstrated:  

 An understanding and application of community interaction 

concepts, principles, and processes in practice  

 An ability to shape their own servi ce role in relation to the identified 

needs of a partnering community organi sation  

 Knowledge of the proposal writing process  

 The project management skills necessary to effectively plan, 

implement, and report on a community interaction project  

 Socially responsive leadership  

 Critical citizenship  
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Chapter 3  

 

The SRC representative  for Community I nteraction  

 

The Student sõ Representative Council ( SRC) representative  for Community 

Interaction is expected to be the leader of the student union , steering Matie 

Commu nity Interaction in a way that makes sense in  terms of  the bigger 

picture. He or she supports all project leaders, volunteers  and interested 

students in developing mature, well -founded and innovative projects.  

 

All students participating in community inte raction can contact the SRC 

CI representative  whenever they have a question or problem, whether it is 

administrative in nature or related to project  content . The SRC representative  

and S ubcommittee for Community Interaction have experience and 

resources th at students can utilise to make a greater success of their own 

projects. And if they donõt have what you need, they will most likely know  

and can refer you to people who do! They also see volunteer activities from a 

student point of view and ca n help make this view clear to U niversity 

management and MGD.  

 

In order to convey important information to students involved in community 

interaction, keep them focused, and address issues that are common to the 

project lea ders, the SRC representative  meets with repre sentatives from 

residences and societies regularly, usually every second week. There are also 

training sessions ð for leaders and/or volunteers ð of which students will be 

informed well in advance.  

 

The SRC representative  and Subcommittee keep their ears on the ground in 

terms of broader Stellenbosch and South African community interaction 

developments, and strive to keep studentsõ community interaction relevant. 

They also serve to link local issues to what we see on national and provincial 

levels, for ins tance by making students aware of how they can help address 

xenophobia , or sensitising volunteer tutors to specific education issues in the 

Western Cape. The SRC strives to get as many students as possible involved in 

good CI projects. This means providing  marketing opportunities that might 

interest the student body in general, as well as cr eating such opportunities.  

 

The Subcommittee  serves to motivate students to take part in community 

interaction. A large part of the SRC representative õs success is gauged by 

whether individual students have meaningfully interacted with the local 

community , in a way that positively affects all concerned. On the one hand, 

the Stellenbosch community must have real needs met by student volunteers 

if CI project s are to be taken seriously. On the other, as many Stellenbosch 

students as possible should  leave this University more equipped, motivated, 

experienced, informed and passionate about community interaction. 

Students can expect the SRC representative  to be c ommitted to supporting 

them in reaching these goals.  
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Committee membership  

 

In addition to representing your int erests on campus, the SRC representative  

for Community Interaction is also involved as an executive committee 

member across the following bodies : 

 Community Interaction Council of Senate (CIC), Stellenbosch University  

 One -Stop Service Advisory Board  

 Matie Community Service Management Board  

 Stellenbosch Welfare and Development Coordination Committee 

(SWOKK by its Afrikaans acronym)  



 

20 

Chapter 4 

 

The One-Stop Service project proposal process  
 

Introduction  
 

Student -led community interaction project s are rarely  ever implemented as 

they were  initially conceived. Instead, most projects develop through 

extensive consultations, discussions, feedback and refle ction s. The project 

proposal process is a formali sed opportunity to shape student -led CI projects 

for the better , as well as  expand knowledge and understanding of the 

partner organi sation and community for student project leaders and 

potential volunteers a like. It is an opportunity to build relationships and 

develop capacity, while addressing any potential problems or practical 

challenges before they arise. All student project  leaders  are required  to 

co mplete this process. O nly those  projects  for which  revised project proposals  

have been submitted  are considered for One -Stop Service financial support.  

 

A brief overview of the project proposal process  follows . It corresponds to the 

programme theory underp inning the One -Stop Service in Chapter 2 ( p .8) and 

will be integra ted accordingly as part of the CI  Short Course.  

 

A concise overview of the community interaction project approval process  

follows  (for a more detailed description see p.22) : 

A. In order to submit a project proposal, y ou or a fellow commit tee 

member should  register  for the  Community Interaction Short Course 

offered by the Frederik v an Zyl Slabbert Leadership Institute.  

B. Once you have started with  the short course, you can identify an 

existing group or organi sation that services a local commu nity with  

whom you would like to partner . You are encourage d  to consult the 

One -Stop Service for introductions and inf ormation on local 

organisations .  

C.  Next, b ased upon a n identified community need  recogni sed by both 

community and partner organisation , det ermine how you can address 

that community need with the partner organisation  through a project 

that best applies the skills and abilities of your student constituency.  

D. Complete the  Project Implementation Template  (Appendix  5, p .56) to 

articulate your propo sed CI project in consultation with the partner 

organi sation.  

E. Develop a  budget for the proposed project using the Budget Template  

(Appendix  6, p.58). See more information in  this regard  in the 

budgeting  section  on page 24 . Submit a copy of your project pro posal 

and budget  to the One -Stop Service , complete with a Cover Page 

(Appendix 7, p .59) and sign up for  an interview at MGD.  
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F. Come for an interview  with  the One -Stop Service Advisory Board. Bring 

along  a representative  from your partnering organi sation and /or a 

representative from the community  of intended benefit .  

G.  Following the interview and written feedback from the One -Stop 

Service programme manager, you need to revise your proposal in 

consultation with your partner organisation  and address any 

shortcom ings identified.  

H. Resubmit a revised project proposal, budget, and cover page  to the 

One -Stop Service programme manager.  

I. Once your project has been approved, you wi ll receive formal support 

and endorsement by the One -Stop Service for  a one -year project 

cyc le. 

J. Implement your orientation and trainings  for volunteers before 

beginning your project and provide regular reports for monitoring to 

the One -Stop Service programme manager.  

The following section provide s a more detailed  explanation of the project 

propos al process . 

 

A. Signing up for the Short Course  

Any students interested in developing student CI projects are welcome to 

register with the One -Stop Service programme manager for the Short Course  

(mpieters@sun.ac.za ). Students applying for financ ial support to the One -Stop 

Service are required  to enrol  for the Short Course.  

 

B. Identifying a partner organisation  

Identifying an existing organi sation willing to collaborate with  a student 

project can be a challenge and should not be underestimated. Building and 

maintaining a partnershi p with an organi sation  and t he individuals that 

comprise it for the period of one  year will require consistent communication  

and reliability  from all parties  concerned . A student CI project can only meet 

a community need insofar as the collaborating organi sation facilitates the 

constructive involvement of the target community. It is therefore vital that 

student project leaders have serious discussions with organi sations about their 

expectations and hopes for potential partnership , prior to the proposal of a ny 

projects.  Students are encouraged to consult  the One -Stop Service 

programme manager and SRC representative  for referrals and suggestions. 

See Append ices 20 and 21  (page s 75 and 76)  for  a list of existing partnerships 

and potential partner organisations . 

 

C. Addressing a community need  

When in consultation with your partner organi sation, it is important that a 

distinction is made between organi sational needs and community needs. 

Organisations often have specific monetary and ma terial needs such as 

fundraising, more resources, expanded facilities, etc. Your focus should not 

mailto:mpieters@sun.ac.za
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be on addressing organi sational needs, but on complimenting existing 

organisational  activities that service a community need.   

 

Community needs are usually le ss specific and can be linked to the 

improved, expanded, or enhanced provision of a service, such as education 

and tutoring, sports and athletic development, healthcare, entrepreneurial 

growth, and more. The organi sations you may consider working with will  

usually serve these community needs, but it is important that when 

developing your student project the community need is the focus . Ideally, 

student projects will link to existing organisational activities , to improve or 

expand already existing services t owards addressing a community need.   

 

D. The project implementation  template  

After a CI project has been decided upon together with the partner 

organisation, the student leader  will put the idea on paper and submit it to 

the One -Stop Service A dvisory Board. In order to en sure that the proposed 

project is clearly understood by all stakeholders, it is compulsory that the 

Project Implementation Template  included as Appendix  5 (p.5 6) is used. 

Project proposals that do not adhere to this template  will NOT be consi dered.  

 

Compulsory : The following must be completed  as part of the submission.  

 Project Implementation Plan (Appendix 5, p.56) 

 Budget (Appendix 6, p.58)  

 Cover Page (Appendix 7, p.59 ) 

 

Once  the project proposal is complete, student leaders must  submit a 

physical  AND electronic  copy to  mpieters@sun.ac.za . The only projects that 

will be considered are  student projects for which physical and electronic 

copies, consistent with proposal guidelines, have been submitted.  

Optional:  A written submission  of no more than two pages is an optional 

addition many students choose to include. Such submissions provide 

background for the project while briefly outlining the various activities and 

intended outcomes. Pictures and visual aids are also nice additions.   
 

E. Budgeting  

No project, organi sation  or social programme can run effectively without 

sufficient budgetary preparation. As part of the project proposal process all 

projects should develop and refine budgets. In order to ensure that all 

budgets are easily u nderstood by the One -Stop Service Advisory Board, all 

project proposals are required  to make use of the existing budget template 

(Appendix  6, p.58). Financial  allocations will be made to projects based on 

an assessment of the overall project proposal as a proportion of the budget. 

Thus, it is imperative that budgets are compiled that adhere clearly to the 

One -Stop Serviceõs rules for financial support. Study the next page to 

familiarise yourself with the financial and budg etary rules . 

  

mailto:mpieters@sun.ac.za
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Financial and Budgeta ry Rules 

 

No capital expenditure - Capital expenditure is money spent on physical 

assets such as building materials or machinery. These are often substantial 

investments that are intended for long -term use. Such expenditure is not 

permitted for student pro jects because projects are only approved for one 

year and maintenance of such substantial investments is beyond the scope 

of the One -Stop Service.  

 

No funds will be paid for any alcoholic beverages from MGD One stop 

service funds. If you have to buy bevera ges only soft drinks will be funded.    

 

Camps - Any overnight activity requiring transport, accommodation, and 

meals is considered a camp. Camps are financially costly considering their 

short duration and combined costs. Financial support for camps will o nly be 

considered when there is a clearly identified purpose linked to the needs of 

the programme beneficiaries or the aims of the programme itself. Where 

camps are allocated financial support, they will be treated as two 

educational excursions.  

 

Excursion s - Any trip requiring the transport of all volunteers and programme 

beneficiaries outside of the regular site of activities is considered an 

excursion. Although educational excursions provide great opportunities to 

enhance learning outcomes, they are fina ncially costly. In order to ensure all 

programmes have the opportunity for educational excursions, a limit of two 

educational excursions per project has been set. A recommendation for 

educational excursions is that their total costs should not exceed 35% o f the 

total project budget. In the case of large groups (over 100) only one 

excursion can be afforded.  

 

Distance - One -Stop Service projects should occur over an extended period 

of time and will likely necessitate regular visitation to the programme site.  

Given the potential costs of transport outside of the Western Capeõs borders, 

no proposals will be considered that occur outside of the Western Cape. 

Projects are encouraged to look locally for potential community interaction 

opportunities.  

 

Gifts - Gift s include the purchase and distribution of any goods or materials for 

use outside of existing programme activities. This also includes gifts for guest 

speakers, partnering staff, or other facilitators. Financial support for gifts will 

only be considered in  instances where an otherwise paid service is rendered 

at an expense less than had the service been billed to the project. For 

instance, if a facilitator comes to do a 3 hour workshop on Voluntary HIV 

Counselling and Testing, a gift can only be considered if it is a token of 

gratitude for the rendering of a meaningful service for free (instead of billing 

the project R250 per hour for the workshop, the facilitator does it at no cost 

and may receive a Stellenbosch University t -shirt as thanks instead).  
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F. Inter view with One -Stop Service Advisory Board  

Once you have submitted a project proposal to the One -Stop Service, you 

will need to come for an interview with a representative from the partner 

organisation  and/or a representative from the community . If a commun ity 

partner is not represented at the interview the proposal cannot be 

considered. The purpose  of this interview is to gain clarity on the proposed 

project and identify areas where the One -Stop Service can provide more 

specific support and suggestions. The  partner organisation must be 

represented to ensure sufficient consultation and understanding of the 

proposed project for all parties.  

 

Students and partners should not stress over these interviews, as they are 

relaxed  and serve as an opportunity to gain clarity on the developing 

partnership and potential project.  Questioning will constructively engage the 

planners. Preparation is necessary only insofar as both the student leader and 

representative partner are familiar with the implementation plan. No 

presentation or materials need to be prepared for the interview as it will 

follow a broad question and answer format . The interviewing panel  will consist 

of at least two  student representatives and two  members of U niversity staff.  

 

Budgetary issues  will be di scussed without the presence of a community 

partner as this is considered an internal  University matter. Partners need not 

be familiar with budgets, but should be aware of all details of the 

implementation plan.  

 

G. Revising and re -submitting your project pr oposal  

Upon completion of the interview it is vital  that student leaders reflect on the 

discussion and suggestions made. In many instances, further consultation with 

the partner organisation will be necessary as specific project details may 

need more  clar ity and  adjustment. Such discussions  help refine  a  shared 

vision for the  project and strengthen project partnerships.  

 

Student project leaders will receive a letter from the One -Stop Service 

Advisory Board , providing recommendations and suggestions for pro ject 

proposal and /or  budgetary revisions. These recommendations should be 

addressed and any outstanding issues resolved prior to re -submission. 

 

A re -submitted Cover Page, Implementation Plan  and Budget marked Final 

Project Proposal  should be sent to the O ne -Stop Service programme 

manager electronically  at mpieters@sun.ac.za . Only once a proposal has 

been re -submitted will it be considered for financial support from the One -

Stop Service. Please note : only informatio n contained in the final project 

proposal will be considered as the basis for assessment according to One -

Stop Service criteria. Thus, project proposals should reflect the content of all 

planned activities related to the project.  

mailto:mpieters@sun.ac.za
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The entire project propos al process will occur over an extended period of 

time , and span University holidays and breaks. It is important that student 

project leaders are in regular contact  with the One -Stop Service  to ensure 

they do not miss any relevant information or corresponde nce regarding 

project proposals.  

The final project proposal will be assessed  in terms of the following criteria.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

One -Stop Service Project Proposal Criteria  

 

All proposals  will be assessed using the following c riteria . Proposals will be 

rated  on a scale of 1 -5 (1 representing a failure to meet the criteria and 5 

the total realisation of the criteria). Projects will then receive a score out of 

30 (6 categories at a maximum of 5 points per category)  that is converted to 

a percentage. This percentage will then be applied to the final budget 

request.  
 

 Criteria  1 2 3 4 5 

1 Projects must occur over an 

extended period of time (no 

once off projects)  

     

2 Projects must have clear 

partnerships with exi sting 

community establishments (no 

funding of specific individualõs 

projects)  

     

3 Projects should respond to 

clear and relevant community 

needs,  as established by 

members of the target 

community  

     

4 As part of an existing action 

plan, there must be  an 

element of sustainability 

included (retransfer of skills, 

replication without need of 

university funding, etc .) 

     

5 Projects must include 

mechanisms  of monitoring and 

evaluation of implementation 

and outcomes  

     

6 

 

 

HR Assistance: Training shoul d 

be provided for Volunteer 

work .   

     

 

Please note:  Financial allocations may still exclude specific budgetary items 

deemed inappropriate or too expensive by the One -Stop Service Advisory 

Board.  
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Endorsement by the One -Stop Service  

 

Once you have re -submitted your project proposal the One -Stop Service 

Advisory Board will convene to assess your project , as based on the criteria 

above. Your proposed budget will be scrutini sed and the Advisory Board may 

opt to selectively fund some budgeted items and not others (for example, 

transport is funded but purchasing t -shirts for all volunteers is not). The total 

financial allocation for your project will therefore be determined by its rating 

on a 30 point scale, applied to the endorsed total of your budget. For 

example, should you receive 22/30 (73%) for yo ur project proposal and your 

total budget is R28  750, but R 9  650 of that is for t -shirts that the One -Stop 

Service will not endorse, the n your project will receive 73% of R 19  100 

(R28 750 - R 9650), or R14 006.  

 

Student budgets should not exceed a parti cular amount as decided by the 

One -Stop Advisory board. In 2011 the maximum amount was capped at 

R20 000 per project, depending on the quality of the proposal being 

assessed. The amount for 2012 will be communicated to applicants before 

the  start of the  ap plication process.  

 

All financial allocations will be announced at a formal meeting with  all 

project applicants and any que ries may be directed to  the programme 

manager. Additional funds may be allocated to projects in the second 

semester if there is fund ing available and the progress reports indicate the 

need, capacity and successful delivery  of the project.  

 

Once a financial allocation has been made all projects will receive a letter 

stating their official endorsement by the One -Stop Service, the amount of 

funding, as well as the project number assigned to the initiative. Now itõs time 

to document the deliver y! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

27 

Chapter 5 

 

Volunteering and managing a volunteer programme  
 

Introduction  

 

In the Stellenbosch University context volunteering mean s involvement in a 

community interaction project without receiving remuneration or academic 

credit. Volunteering should be as professional and well -organised as any 

other form of community interaction. If planned properly, volunteering can 

be mutually bene ficial to the target community, the partner organisation, as 

well as the volunteers.     

 

Important questions to consider before getting involved  are : 

 

 What skills do I possess (or do I wish to further develop) that can be 

applied through volunteering?  

 How  do I work best? In groups,  on a  one -on -one  basis, with  or with out 

structure, etc.  

 How much time can I realistically dedicate to volunteering? Be realistic, 

do  not over -commit!  

 Where is there an alignment between my skills and availability with an 

existing  project and need?  

 

Students may decide to volunteer as individuals or as a  group  (e.g. residence 

or society).   

 

Individuals : 

Individuals c an contact the One -Stop Service Programme Manager Michelle 

Pietersen ( mpiet ers@sun.ac.za ) for more information on specific volunteering 

projects that are in need of individual volunteers. There is also information 

available on MGDõs website regarding opportunities for individual volunteers 

at www.sun.ac.za/mgd . Just click on the Volunteering Opportunities  tab and 

complete the online form.  

 

Groups:  

The main aim of the One -Stop Service , however,  is to assist student leaders 

that have a mandate from a group  (constituents of student societies,  

residences, etc .)  and who wish to im plement a community CI project. This 

guide  is designed specifically for students in leadership positions of such 

groups. If you are a HK for Community Interaction or the person responsible 

for your societyõs community project, you will be challenged to organise and 

coordinate  this project for a year. You will not be able to organise a CI 

project on your own.  This is an enormous task and it is an excellent 

opportunity for your group  of volunteers to learn about project m anagement 

and for you as student leader to develop project management skills.  

  

mailto:mpieters@sun.ac.za
http://www.sun.ac.za/mgd
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Responsibilities of a student leader tasked with managing volunteers:  

 

A. Planning (goals, scheduling, role  descriptions)  

B. Recruitment (publicity, screening,  placement and scheduli ng)  

C.  Orientation, training and s upervision  

D. Feedback and e valuation  

E. Recognition  

 

A. Planning  

Part of your planning will be to determine what your groupõs goals are in 

relation to the needs of the community, how many volunteers you will need 

to reach these goal s, and what the various voluntee ring responsibilities will 

be. To ensure that you can delegate successfully, each  volunteer needs to 

have a task  description ( for a template , see Appendix 8, p.60). You will also 

need to determine on which dates you plan to have project activities , the 

duration of the project activities, the programme costs involved and the 

respective responsibilities for various tasks. This planning should be finali sed in 

written form and all volunteers should be able to refer to it to under stand 

where they fit in with  a project  and what their responsibilities are .  

 

B. Recruitment  

Did you know?  

 

 For many people, the reason why they do  not undertake voluntary 

work is simply because no one has asked them to do so . 

 Many non -volunteers have a restr icted view of volunteering, equating it 

solely with the care of the sick and elderly and fund -raising. 

 Many people drop out of voluntary activities because they receive 

insufficient support from the organisation, particularly in terms of the 

provision of t raining and the payment of expenses . 

Remember, you are offering an opportunity for students to make a 

contribution, but also to grow and learn.  You can be creative when you plan 

how you want to recruit the volunteers, but the prospective team members 

need  to know that you expect commitment from them.   

 

C. Orientation, training and s upervision  

Your volunteers need to take ownership of the project and believe in the 

goals and objectives that have been set. Take time to introduce them to the 

community, the part ner organisation, and invest in their training to ensure 

that they have, or will develop, the skills needed to execute their tasks.  Listen 

to what they are saying and where they experience problems. Do not 

hesitate to ask for guidance from One -Stop Servic e staff or your partner 

organisation. You should not be so busy with the other tasks that you do not 
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have time to listen to others õ advice or your volunteersõ ideas about potential 

changes. These steps will help to build trusting relationships, a key ingre dient if 

you want to a ffect meaningful change. Detailing the expectations of a 

project to all volunteers in writing can help convey these important messages 

and affirm commitment to a project.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

D. Feedback and Evaluation  

Volunteers should k now in advance when and how they will be expected to 

give feedback on completed tasks, progress, problems and hours worked. It 

is also important that opportunities are specifically created to address 

potential problems before they become irreversible. Moni toring mechanisms 

such as attendance lists, feedback forms, and group meetings are 

opportunities to determine if programmes are being implemented as 

envisioned. They can also serve to evaluate, make recommendations for 

improvement, and reflect on what ha s been learnt .   

 

E. Recognition  

Special attention should be paid to the continued motivation  of the 

volunteers . Often, despite good organisation and preparations, unexpected 

obstacles appear. Such obstacles can be very demoralising and need to be 

discussed in order to solve probl ems or simply air frustrations.  Remind the 

volunteers of the progress that is already evident  and  set reasonable targets  

to ensure that they are attainable. Give credit  for progre ss, but also for efforts 

made. Make provision in your bud get for motivational experiences such as 

training sessions, periodic discussions, cards, a simple thank you ð you decide!   

 

  

Crucial volunteer documents  

Whenever a person agrees t o vo lunteer it is important that he or she 

is aware of what that commitment entails.  Volunteering is expected 

to be conducted professionally and responsibly  by volunteers and 

volunteer managers alike. It is therefore important that all volunteer 

responsibi lities are stated clearly and  that  there is a common 

understanding for all parties involved.  

You are encouraged to make use of the following documents  and 

adapt them accordingly so as to ensure your volunteers are clearly 

informed:  

A detaile d task description of what  exactly  the  volunteering 

entails ( Appendix 8, p.60). 

The volunteer policies of your or ganisation ( Appendix  9, p.61),  

Volunteer accountability to commitments  (Appendix 1 0, p.62) 

The grievance procedure in case a project is mishandled 

(Appendix 1 1, p.63) 
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Ensure that a log is kept of every oneõs involvement as a record so that they 

can receive certificates if they reach the 50, 70, or 100 hours community 

service target  (for a volunteer log sheet , see Appendix  12, p .65).  

Remember that you, the student leader,  also need support  and recognition. 

Do not hesitate to visit the One -Stop Service programme manager or 

SCR representative  to discuss your frustration s or share your joy!  

 

Volunteer  Rights and Responsibilities  

 

Each volunteer has the right:  

 To be a volunteer  

 To choose the type of volunteer work  

 To choose when and for how long to  volunteer  

 To receive adequate orientation and training  

 To be fully informed about the organisation, its cl ients and services  

 To be allocated tasks and responsibilities appropriate to his or her  skills, 

experience and abilities  

 To have the resources needed to do his or her  volunteer work  

 To receive  adequate recognition and support  

 To have expenses that were leg itimately incurred reimbursed  

 To be treated with respect and consideration  

 

Each v olunteer has the responsibility:  

 To show a commitment to his or her  work  and organisation  

 To keep to the times he or she ha s arranged  and be reliable  

 To undertake what he or  she ha s agreed to do  

 To maintain confidentiality  

 To participate in orientation and training  

 To seek support when it is needed  

 To communicate problems related to their work  

 To be loyal to the organisation  

 To know his or her  own limitations and needs (e.g. time, money, 

physical needs, family)  

 

The rights of a volunteer become the responsibility of the organisation and 

vice versa. With good communication and consideration of these factors 

both volunteers and the organisation they serve will benefit.   
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Chapter 6 
 

Risk management guidelines for students involved in  

community interaction  
 

Introduction  

 

As a student you have the co -responsibility to ensure your own safety by 

heeding safety measures and procedures throughout your participation in 

community i nteraction. The University places a high priority on the safety, 

health and fulfilment of its staff and students ð on campus as well as away, 

such as when engaged in CI  activities. Risk management forms part of good 

practice in community interaction as it creates an awareness of and 

commitment to providing quality service and general ethical practice in 

teaching and research. Risk management strategies and procedures should 

be  adequately planned and implemented into programme and module 

development , and com municated during  the CI orientation of students.  

 

General guidelines  

 

As a volunteer , you are required to :  

 

 Participate in an orientation and/or training, as well as supervision of 

the community interaction experience.  

 Be sure to maintain an attendance register for the day on which the 

risk management guidelines are discussed during orientation.  

 Be punctual and responsible in completing your commitment of time 

and task to the service provider or community.  

 Follow the appropriate dress code.  

 Inform the  project coordinator or the service provider if you know you 

will be late or not able to make it at all ð this is not only professional 

courtesy, but indicates your whereabouts.  

 Keep all information about clients you work with confidential.  

 Show respect for the supervisor, staff and clients at the placement site.  

 Be aware that you serve as an ambassador of goodwill and are 

representing your University.  

 Talk to your project leader or the One -Stop Service Programme 

Manager if you experience any problem or  may become aware of 

safety risks at the placement site.  

 Record your service hours on your time record form. This will not only 

ensure that you receive credit for the hours you have served, but will 

help to allocate responsibility.  

 If you are uncomfortab le with the placement site, you may request an 

alternative one. Do not just change by yourself.  
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 DO NOT engage in any type of business with clients for the duration of 

your community interaction.  

 DO NOT give advice to clients that could have financial imp lications 

for them; always consult with your project leaders if such a temptation 

arises!  

 Ensure that you act within the scope of the set outcomes of the 

agreement with the partnering organisation and remain within your 

current level of competency. If in doubt, consult your project leader or 

site supervisor.  

 It should be kept in mind that SU is not liable for any injuries and/or 

damages a student may suffer through his or her own doing. It is 

recommended that students discuss this matter with their own in surers.  

 

Guidelines for entering an unfamiliar community site  

 

When you embark on your CI activities in an unfamiliar community, you 

should adhe re to the following guidelines:  

 

 Make an effort to know your site supervisor. Ask him or her questions 

about t he area. Solicit his or her advice on what precautions you need 

to take to avoid hazardous situations.  

 Familiarise yourself with the area. Get to know the location of phones, 

24-hour stores, police stations, agency staff, other service agencies in 

the are a and local businesses.  

 Be familiar with the rules of the site. These rules are in place to ensure 

the most efficient functioning of the operation. Rules about training 

requirements such as background checks, confidentiality pledges or 

immunisations are i ntended to protect both you and the people with 

whom you are working.  

 Be accessible. Provide the phone number of your service site and a 

schedule of your hours to a relative or friend before leaving to do 

community service.  

 Work in pairs. Try not to be a lone with clients without adequate 

supervision within close proximity.  

 Stay informed. Stay in touch with your fellow community and/or service 

agency workers and keep up with incidents and issues affecting the 

area in which you serve.  

 Trust your intuition . Sometimes the only indication you will have about 

impending problems is your ògut feeling ó. These feelings are enough of 

a signal to take precautions or simply suspend your activity, just be sure 

to explain them to your supervisor.  
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 Do what feels right . If you do not feel comfortable or safe participating 

in a certain activity, do not hesitate to share your feelings with your site 

supervisor or another appropriate person. You are not required to 

participate in any activity that makes you feel uncomforta ble or 

unsafe.  

 Always identify yourself when engaging with community members in 

order to ensure that they know that you represent SU as a student, and 

that they understand what the purpose of your involvement is.  

 

Safety g uidelines  

 

Take note of the fol lowing very important safety guidelines:  

 

 Make sure that you know who to ask for help at MGD and the 

placement site in encountering any kind of CI problems, are  in doubt, 

or in case of emergency.  

 Make sure that you know how to handle emergencies or where to get 

help on your way to or exiting from the placement site.  

 Again: Visit the placement site in pairs and trios ð never alone.  

 When you embark on excursions, ensure that the One -Stop Service 

Programme Manager always know s exactly where you are. Deviati ons 

from the programme should be communicated to the staff member.  

 DO NOT report to your placement site under the influence of drugs or 

alcohol.  

 DO NOT give or loan your client money or other personal belongings.  

 DO NOT make promises or commitments to a  client that you cannot 

keep.  

 DO NOT tolerate or engage in a verbal exchange of a sexual or 

discriminatory nature or engage in behaviour that might be perceived 

as sexual or discriminating with a client or service provider.  

 DO NOT enter into a personal r elationship with a client or service 

provider during the CI placement.  

 DO NOT wear or carry conspicuous jewellery and other expensive 

items. Conceal cell phones.  

 Act promptly if subjected to severe medical risks or infectious diseases 

at the placement si te.  

 Should any problem arise while you are working in the community, you 

should immediately contact the nearest police station and enquire 

about the safest or recommended route to leave the area.  

 Report any incidents with your project leader and/or site supervisor, as 

well as the One -Stop Service Programme Manager , as soon as possible.  
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Travelling and t ransport  

 

Since CI students almost always engage in off -campus activities the following 

arrangements for travelling and transport should be followed :  

 

 The driver of a vehicle transporting students should have a valid driver õs 

licence preferably more than a  year  old  and should be over the age of 

20.  

 Students who transport more than eleven  persons at a time are 

required to have a professional (endorsed) p ublic driver õs licence.  

 The driver of the vehicle should check it thoroughly (fuel, brakes, tyres, 

spare tyre) before departing for a trip. A first -aid kit c an  be requested 

from MGD  for day excursions.  

 Always maintain a positive attitude towards other roa d users, especially 

pedestrians.  

 Know the route and prescribed time schedules for the site. Be familiar 

with alternative routes to and from  the site .   

 Always go to a site for the first time during the day.   

 Keep the vehicle õs doors locked whilst travell ing and windows 

preferably closed (or slightly open). Lock and immobilise (activate the 

alarm system and/or gear lock) when the vehicle is parked.  

 Park in well -illuminated parking areas if parking indoors.  

 Make sure of approved parking on the premises of  the placement site.  

 DO NOT leave valuables  or equipment in the parked vehicle.  

 Obey traffic rules at all times (do  not speed or overload).  

 DO NOT give a client, service provider or stranger a ride in your own or 

a rental vehicle.  

 DO NOT drive under th e influence of drugs and/or alcohol.  

 Go directly to the placement site without unnecessary stops (e.g. to 

buy refreshments at a shop).  

 Be very cautious at unusual roadblocks and accident scenes and if 

flagged down by police or traffic officers, request i dentification without 

opening doors and windows.  

 Please note that the driver is responsible to pay any speed ing  tickets or 

other traffic fines resulting from ignoring traffic rules.   

 The University has limited insurance coverage against claims that may 

a rise from accidents and/or injuries , during scheduled and officially 

approved trips to and from community sites , when a University 

employee or student was the driver of a vehicle (either your own 

authorised or a rented vehicle). This means that you will be  insured 

whether you are the passenger or the driver of such a vehicle.  
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 Remember that a trip in your own vehicle will only be regarded as 

formally approved if you have written permission to claim for such a trip 

and keep record of the kilometres travelled .  

 Take note: If you make use of your own vehicle without such 

permission, please ensure that your vehicle will be covered by your 

own insurance.   

Please note that the University õs insurance coverage does not include 

transport in a taxi or in your own vehi cle.  

If you have a breakdown or your vehicle is involved in an accident, gather all 

information and call MGD for help if necessary. Inform your project leader 

and/or the One -Stop Service Programme Manager immediately and report 

the accident at the nearest  police station.  

 

Communication and Emergency Numbers  
 

Each group of students must be in possession of a  cell phone. The following 

numbers must be available to students and stored on the cell phone:  

EMERGENCY NUMBERS  

(ALWAYS CONTACT YOUR PROGAMME MANAGER/HK FIRST)  

Michelle Pietersen  - 021 808 3643 

 

CRIME RELATED AND OTHER RISK INCIDENTS 

If the incident is on campus , contact USBD next .  

If MGD  or the programme manager cannot be reached :  

021 8082330 OR 021 808 4891 OR Mr L Le Roux: 021 808 4963  

 

ALL CRIME OR MEDICAL-RELATED INCIDENTS OFF CAMPUS  

Police, Stellenbosch : 021 809 5003 /  021 809 5015 /  021 809 5000  

Report incidents at the nearest police station if outside Stellenbosch area .  

Fire Brigade : 021 808 8888  

MEDICAL 

Ambulance service : 021 937 0500 /  021 937 0500 /  10177  

Medi -Clinic Emergency Unit (24 hours): 021 861 2000  

Stellenbosch Hospital: 021 887 0310  

Emergency services by air:  Contact Ambulance service  

 

Reporting an incident for insurance purposes (MGD):  

Chief Officer: Finance (SU)  Elizna de  Lange  

Time frame:  Within 2 hours for accidents and wi thin 24 hours in cases of theft .  

 

The following on -campus emergency services are available to students:  

* Protection Services ( USBD, as above): 021  808 2330 /  021 808 4891  

* Campus Health: 02 1 808 3496  

* 24 HOUR CRISIS SERVICE: òIf things are getting too much for meó ð  

A counsellor at SU Student Counselling and Development :  

021 808 4124 /  082 5570880  
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Chapter 7 

 

Transportation  
 

Introduction  

 

When organising a community project, you will at s ome p oint need to make 

transportation arrangements. This is one of the crucial logistic issues related to 

your project, and something you need to be sure you plan for properly. (Refer 

back to page 35 for other information regarding travel and transport ). 

 

Transportation can be divided into three subcategories:   

1. Hiring private transportation  

2. Booking university vehicles  

3. Using your own transportation  

Each one of these different means of transportation follows  different 

procedures, with varying price tags. It i s important you are properly informed 

in this regard or you may end up with a bill your project has not budgeted for.  

1. Hiring private transportation  

Hiring private transportation is often the most cost -effective and least stressful 

of possible transportati on arrangements. It requires a little more preparation 

but is one of the most frequently utili sed means of arranging transport for 

student projects. Whether this means requesting a 60 -seater bus to Cape 

Town or arranging a taxi to and from the partner orga nisation, you will need 

to provide the following complete details before a quote can be given:  

Name of 

student 

responsible  

Cell number  US Number  Destination  

Time 

from 

(10:00) 

To  

(12:15) 

Project/Projek: ééé 

Project #: ééééé 

Cost Cent re: éééé.     

Projected Kilometres: éééé 

Once you have this information request the booking from Gina Pool 

(gp@sun.ac.za  or 021 808 3638). Only once Gina has confirmed the booking, 

can you be sure that the transportation  has been booked. Students can 

contact Gina to change confirmed bookings  up until one hour before the 

scheduled pick -up. In case of a late cancelation you may still be held 

responsible for the transport cost. When there is less than one hour before the 

dep arture, it becomes the student leaderõs responsibility to make any 

changes directly with the service provider.  After the use of private 

transportation it is your responsibility to follow  up payment with the One -Stop 

Service to ensure all bills have been se ttled.  

  

mailto:gp@sun.ac.za


 

37 

2. Booking university vehicles  

University vehicles are also frequently used for student CI projects. Student 

leaders should consider the advantages and disadvantages of using these 

vehicles as they place  substantial responsibilities upon student d rivers. Refer 

to the  tariffs sheet included as Appendix 13 (p.6 6) and read  over the rules 

and regulations  governing University vehicle bookings  (Appendix 15, p.69 ) 

prior to considering this option .  

 

Should you decide to book a University vehicle, the following steps should be  

taken:  

 Firstly, you need to produce a valid driverõs license to keep on file 

before booking a vehicle ð copies must be made and submitted at 

MGD.  
 Send Michelle Pieterse n (mpieters@sun.ac.za ) an email including the  

required booking information below.  All the following details need to 

be given  

 

Name of 

driver  

Cell number 

of driver  

US Number of 

driver  
Destination  

Time 

from  

(10:00) 

To  

(12:15) 

Project/Projek: ééé 

Project #: ééééé 

Cost Centre: éééé.     

Kilometres : éééé 

 

Once yo u have made the request to M ichelle Pietersen , she will notify you to 

confirm the booking once it has been made. The request will only be 

confirmed once  you have received an email including a booking reference .  

 

When making a group of bookings to th e same d estination, refer to 

Appendix  14 (p.6 8) for  a template  for requesting the bookings.  

 

 Please be reminded that the exact KM needs to be filled in on your trip 

card and that the transport cost will also be deducted  from your 

available budget allocatio n. 

 Cancellations or failure to complete trip c ards come with a FINE, 

regardless of whether yo u used the vehicle or not. See Appendix 1 5 

(p.6 9) for more information.  

 All cancellations must be made more than 24 hours in  advance and all 

cards must be complet ed fully and accurately.  

 

  

mailto:mpieters@sun.ac.za
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Collection of University vehicles  

 On the day of the event the vehicle õs keys need to be collected 

after  8:00 and before 16:00 at  the  MGD offices.  

 If a booking was made  for before 8 :00, over the weekend or a holiday , 

keys must be  collected by 16 :00 on the last working day prior to the 

booking.   

 Vehicles may only be collected when leaving for project work and 

may only be used for the indicated project.  

 On return from your project the vehicle needs to be parked at 

Voertuigpoel and  the keys and card should be left with the attendant 

as you exit the gate.  

 

Accident procedure  for University vehicles  (also see Appendix 16, p. 71) 

 Report an accident to SAPS with your name, ID and registration to 

receive  a case number.  

 Collect the moto r accident claim form from MGD,  complete and 

submit to Gina Pool ( gp@sun.ac.za  or 021 808 3638). 

 MGD will complete the process.  

 

After hours problems or accidents  

In the case of  theft or an accident  during office ho urs, phone 021 808 4611 

immediately.  

If after hours, phone the USBD at  021 808 4891 (0860 60 11 37 toll free) . Make 

sure you always have the USBD number on you since most projects or 

activities take place on weekends or complete after office hours.   

 

3. Using your own transportation  

 

Due to the planning involved, costs, and availability issues surrounding 

transportation, many students opt to make use of their own transportation for 

CI projects. This decision is one we encourage students to consider  very 

seriously as there are insurance and safety issues  that must be considered 

when  an individual makes use of his or her own vehicle. Specific insurance 

considerations should be addressed prior  to any use of private vehicles for 

CI projects. Nevertheless, students that do choose to make use of their own 

transportation for community projects may qualify for financial support for 

travel expenses if they have consulted the One -Stop Service Programme 

Manager in advance and are clear upon the conditions under which they 

qualify. Any questions regarding  reimbursement for personal transportation 

expenses related to a registered project should be directed to the One -Stop 

Service Programme Manager. Requests will need to be approved in 

advance in order for students to qualify for reimbursement. Students who 

qualify for reimbursement should make use of Appendix 17 (p. 72) when  

submitting a series of transportation claims.  

  

mailto:gp@sun.ac.za
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Chapter 8 

 

Cash advances, reporting, dates and project administration  
 

Once the project proposal process has been completed, it is time to get your 

project going. In order to make sure everything goes according to plan, it  is 

important that you are familiar with the necessary administrative processes in 

order to access your fund s and en sure your project remains i n good standing.   

 

Cash advance requests  

 

Sadly, there is not a bin of money at MGD that you can reach into any time 

you need money for your project ( if only ). All financial allocations stay in a 

cost point linked to your project number that takes at leas t two to three  days 

of bureaucratic manoeuvring to access. Thus, if you know you are going to 

need money for your project, you need to make sure you submit the cash 

advance request form  at least three  days in advance . The cash advance 

request template is  included as Appendix 1 8 (p. 73).  

 

The following process applies:  

 

 Three days after the request, you will receive a cheque in your name.  

 Take your ID with you and cash the cheque at the same bank that 

issued the cheque (usually Standard Bank).  

 Purchase the a pproved goods or services (and ONLY from the 

endorsed budget) and use them for your project as intended.  

 KEEP ALL RECEIPTS. Even if you purchase something with funds other 

than the cash advance for your project, keep the receipt just in case.  

 Return all r eceipts, change and a summary of expenditure within a 

week of spending and refer to the next section for submitting slips.  

 

Submitting slips  

 

All expenditure for CI projects must be accounted for with slips or invoices. If 

you do not submit the slips you w ill NOT be reimbursed . It is imperative  that 

you account for your spending , unless you are prepared to foot the bill 

yourself. See Appendix 1 8 (p. 73) for the form you  are required to submit with 

the slips.  
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Reporting  

 

Quarterly reports for all MGD Commu nity Interaction  projects are required to 

ensure that student projects are proceeding according to the 

implementation plans submitted. This is also a means by which to monitor and 

evaluate  the pro gress of the projects so that they are progressing towards the 

achiev ement  of their desire d  outcomes.  

 

 The reports need to be completed electronically and sent to the One -

Stop Service programme manager  on the dates indi cated by MGD  

(mpieters@sun.ac.za ).   

 See the required format for the quarterly reports in the Quarterly Report 

Sheet , included as Appendix 1 9 (p. 74). 

 All reports need to be accompanied with monthly attendance 

registers, as well as hours logged on studentsõ work records, for both 

students and programme participants .  

mailto:mpieters@sun.ac.za
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APPENDIX 1  

Matie Community Interaction Contact Infor mation  

Name Position Email 
Contact 
number 

Website 

 Michelle Pietersen 
 One-Stop Service   
Programme Manager 

mpieters@sun.ac.za 021 808 3643 www.sun.ac.za/mgd 

 Lydia Burger  MGD Deputy Director llb@sun.ac.za  021 808 3638 www.sun.ac.za/mgd 

 Dr  Jerome  Slamat 
 Senior Director:  
 Community Interaction 

jaslamat@sun.ac.za 021 808 3639 
www.sun.ac.za/ci 
  

 Byron Booysen  
 SRC Member: 
Community Interaction 

byron@sun.ac.za 0785789515 www.sun.ac.za/src 

 Jacob du Plessis 
 One-Stop Service  
Advisory Board Chair 

jmjdp@sun.ac.za 021 808 2134 www.sun.ac.za/ci 

 Dr Leslie van Rooi 
 Head: FVZS Institute for   
Student Leadership 

lbvr@sun.ac.za  021 808 3697 
www.sun.ac.za/ 
studentsake 

 Werner de Wit MAD2 Coordinator  
mad@sun.ac.za or 

wdw@sun.ac.za 
072 698 1303 www.sun.ac.za/mgd 

 Lidia Rauch  
 One-Stop Student  
Assistant 

lidiarauch@sun.ac.za 021 808 3643 www.sun.ac.za/mgd  

Naweed Mullajie 
 One-Stop Student  
Assistant 

naweed@sun.ac.za 021 808 3643 www.sun.ac.za/mgd 

 

mailto:mpieters@sun.ac.za
mailto:llb@sun.ac.za
http://www.sun.ac.za/mgd
mailto:jaslamat@sun.ac.za
http://www.sun.ac.za/ci
mailto:liam@sun.ac.za
mailto:jmjdp@sun.ac.za
http://www.sun.ac.za/ci
mailto:lbvr@sun.ac.za
mailto:mad@sun.ac.za
mailto:wdw@sun.ac.za
mailto:lidiarauch@sun.ac.za
http://www.sun.ac.za/mgd
http://www.sun.ac.za/mgd
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APPENDIX 2 

 

 

 

ONE-STOP SERVICE YEAR PROGRAMME 2011/2012  

DATE ACTIVITY RESPONSIBLE PERSON 

September 2011  

10-09-2011                                                           

Training session 1:  

Introduction to CI  

Presenter:  

Jacob du Plessis  

 

All new HKõS, Society 

Leaders and Student 

Com ittee s: 

Stellenbosch and 

Tygerberg Campus  

17-09-2011 

Traning Session 2: 

Project Manage ment  

Proposal writing 

Budgets  

Presenters: 

Michelle Pietersen  

Lidia Rauch  

All new HKõS, Society 

Leaders and Studen t 

Co mittee s: 

Stellenbosch and 

Tygerberg Campus  

October 2011  

31-10-2011 

Electronic submission  

proposals for 201 2 to 

MGD  

All new HKõS, Society 

Leaders and Studen t 

Co mittee s: 

Stellenbosch and 

Tygerberg Campus  

November 2011  

04-11-2011 Interview session 1  
Residence  and 

community partners  

11-11-2011 Interview session 2  
Residence  and 

community partners  

16-11-2011 Interview session 3  
Residence  and 

community partners  

18-11-2011 Interview session 4  
Residence  and 

community partners  

23-11-2011 Interview session 5  
Residence  and 

community partners  

25-11-2011 Interview session 6  
Residence  and 

community partners  
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ONE-STOP SERVICE YEAR PROGRAMME 2011/2012  

DATE ACTIVITY RESPONSIBLE PERSON 

January 2012  

27-01-2012 

Interview ses sion  

Tygerberg Campus 

Time to be announced  

Committee , SRC: 

Tygerberg  

February 2012  

11-02-2012 

Training Session 3: 

Leadership  

Presenter:  

Leslie van Rooi  

All new HKõS, Society 

Leaders and Studen t 

Co mittee s: 

Stellenbosch and 

Tygerberg Campus  

17-02-2012 

Training  for all 

Volunteers   

16:00-19:00  

SRC for Community 

Interaction  to organise .  

All volunteers need to 

be present .  

March 2012  

20-03-2012 
Human Rights Day 

Celebration  
One-Stop Service  

23-03-2012 

 

Submit First Report   

Electronically to the 

One -Stop Service  

All reside nces and 

societies training at 

Tygerberg                   

May 2012  

During May  2012 Site Visit no1  

One Stop Service 

Manager  

SRC - Community 

Interaction  

June 2012  

17-06-2012  

Submit Second Report  

Electronically to the 

One -Stop Service  

All residence s and 

societies  

18 July 2012  
Mandela Day Symposium & Outreach Activities  

August 2012  

During August 2012  Site visit no 2  

One -Stop Manager  

SRC - Community 

Interaction  

31 August  
Submit Final Report  

To One -Stop service  

All residence s and 

societies  
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APPENDIX 3 
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APPENDIX 4 
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APPENDIX 5: PROJECT IMPLEMENTATION TEMPLATE 

 

PROJECT PROPOSAL IMPLEMENTATION PLAN FOR:   

 
Need for the   
project 
 

 

 
Aims of 
Project 
 
 

Primary goal:  
 
Secondary goal:  

 
 
 
 
 
What 
Activities 
do you plan 
for the year? 
 
 
 
 
 

State each of the 
Workshops/Classes/Clinics etc 
 
 
 
Volunteers: 
 
 
Community: 

 
Where will the activities take place? 

 
 
 
 
 
 

 
Duration of each activity 
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Who will carry 
out the 
activities? 
 
 
 
 
 

 
Personnel and volunteers involved 

 

  

 
Please state Number of full-time and part-time staff and 

volunteers 
 

 

 
 
 
 
Beneficiaries 
 
 
 
 
 
 

Who benefits? 
 

  

Number of people that will be part of 
the project? 

 
 
 
 
 

 

Male / Female 
 

 

Outcomes 
 
How will the 
activity be 
evaluated? 
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APPENDIX 6 

BUDGET TEMPLATE 
 

 
 

 
  

PROJECT :  

ONE STOP SERVICE : JAN 2012 -DEC 2012 

PERSONEEL UITGAWES /CONSULTATIONS 

Subtotal

TRAINING OF VOLUNTEERS/ REFRESHMENTS

Training of Volunteers 

Refreshments

Subtotal

STATIONERY FOR PROJECTS / EQUIPMENT /PROGRAMME MATERIAL 

Stationary

Programme material

Equipment

Subtotal

TRANSPORT/OUTINGS/FIELD TRIPS

Subtotal

SPECIAL EVENTS

Subtotal 

TOTAL

Rand
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APPENDIX 7: PROJECT PROPOSAL COVER PAGE 

Service & Implementation Plan 
 

NAME OF RESIDENCE or SOCIETY 
 

POSTAL ADDRESS 
 

CONTACT  
DETAILS 

 Name  

Position  

Telephone No.   

Facsimile No.  

E-mail Address  

NAME OF COMMUNITY PARTNER 1 
 

STREET ADDRESS 
 

POSTAL ADDRESS 
 

CONTACT  
DETAILS 

 Name  

Position  

Telephone No.   

Facsimile No.  

E-mail Address  

PROGAMME:   

REFERENCE NUMBER:  
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APPENDIX 8 

Template: VOLUNTEER TASK DESCRIPTION* 
 

Project Name  

 

Purpose of the Task  

 

Days and times of work  

 

Responsibilities  

 

Attendance of Meetings  

Where  

When  

Why 

 

Administration  

Why 

What  

 

In-service t raining  

Where  

When  

Why 

Cost/free  

 

Project Review  

Why 

When  

 

Settling in Periods  

How  long  

 

Not Required to  

 

Benefits  

 

Skills: 

Qualities : 

Gender  & Age : 

Commencing Date:  

Signature: Volunteer Manager____________________ 

Signature Volunteers _________________________________  

 

*Recognition to the Volunteer Centre, Cape Town  
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APPENDIX 9  

MGD Volunteer Policy  
 

Volunteers are viewed as an essential and valuable resource to MGD.  

 

MGD exp ects all volunteers to act in the best personal and educational 

interest of every client and to treat all clients equally with appropriate 

courtesy, sensitivity, tact, consideration and humility.  

 

Volunteers should be clear from the start which areas of v olunteering they 

are most interested in and the skills they have which will be an asset to MGD 

and its clients.  

 

MGD volunteers will be required to:  

 

 Carry out their activities in a way that is conducive to the aims and 

values of MGD;  

 Carry out their activi ties in a professional and competent manner;  

 Be honest if there are problems, and seek solutions to such problems in 

a constructive manner;  

 Attend regular training and support sessions and meetings;  

 Respect confidentiality pertaining to organi sational and client issues; 

 Demonstrate loyalty to MGD and declare any conflict of interest that 

they have in terms of any aspect of the work of MGD;  

 

MGD Volunteers are entitled to:  

 

 Receive guidance from MGD staff where needed, when undertaking a 

MGD related project;  

 Know what is expected of him/her;  

 Receive necessary ongoing training;  

 Assist with the development of educational programmes offered by 

MGD;  

 Safe working conditions;  

 Be part of a work environment of equal opportunities;  

 Confidentiality and privacy;  

 Loyalty and support from MGD.  
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APPENDIX 10 

MGD Volunteer Agreement  

Code of Conduct  

Volunteers have the responsibility to abide by the agreement entered into with 

Matie Community Service. This is binding in honour only and not inten ded to serve as 

a legal document.  

Volunteers will:  

 Conduct themselves in a manner that is appropriate and of a high standard 

at all times;  

 Display respect and courtesy for MGD staff, other volunteers, clients, visitors 

and property;  

 Encourage and provide s upport to all clients equally;  

 Always be on time for their volunteer shifts, and provide as much notice as 

possible should he/she be unable to attend a given shift;  

 Follow through and complete accepted tasks;  

 Keep MGD staff informed of progress, concerns a nd problems within the 

programme;  

 Not implement any significant departures from the prescribed activity for 

which they have volunteered without first discussing the proposed change 

with the staff member responsible for the activity; and  

 Observe principles  of confidentiality and avoid discussing any aspect of 

personal information relating to a client, staff member or another volunteer 

with any third party.  

Volunteers will not:  

 Use vulgar or inappropriate language;  

 Solicit gratuities, gifts or bequests for p ersonal or professional benefit;  

 Use or be under the influence of illegal drugs;  

 Consume or be under the influence of alcohol or consume tobacco while 

volunteering; and  

 Discriminate on the basis of race, colour, religion, sex, age, national origin, 

marital  status, sexual orientation or disability.  

The volunteering opportunity should be an enjoyable learning experience, and if a 

volunteer feels that he/she is not getting the most out of his/her placement or being 

undervalued his/her concerns should be discus sed with the MGD authorities.  

 

Volunteer agreement:  

I, éééééééééééééééé(name of volunteer) have read, fully understand 

and accept the terms and conditions of volunteering as set out in the MGD 

Volunteering Policy and Code of Conduct. I agree to abide by th e MGD policies 

and procedures and understand that failure to do so may result in the termination of 

my volunteer opporunities.  

 

Signed:.................................................................... Date:.................................  

 

Volunteer na me: éééééééééééééé... 

 

MGD staff signature: ééééééééééééé 

 

MGD staff name: éééééééééééééé.. 
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APPENDIX 11 

 

MGD Volunteer and Client Grievance Procedure  
 

MGD aims to ensure that all volun teers and clients are given the opportunity 

to resolve any grievances or disputes. Although it is hoped that the majority of 

problems can be settled informally, there is the need for a more formal 

process for use in circumstances where informal discussions  cannot resolve 

the dispute.    This document refers to grievance procedures for volunteers 

and clients or against them.  

 

The grievance procedures for MGD staff members are explained in a policy 

document on the Universityõs website. 

 

Informal procedure  

 

If the grievance is by or with a volunteer or client, every attempt will be made 

to resolve the matter informally through direct discussion with the person 

against whom the complainer has a grievance.  

 

Such informal discussion will not be officially recorde d and it will be made 

clear that they do not form part of the official grievance procedure.  

 

Conduct of formal grievance procedure  

 

 Both complainer and the person complained against have the right to 

be accompanied by another member of staff/volunteer of t heir 

choice, or by their trade union or professional organisation 

representative.  

 Both parties have a right to appeal against any decision made on a 

grievance issue within an agreed time scale.  

 At all stages of the procedure, the person against whom the co mplaint 

has been made has the right to be heard.  

 A written record of all meetings held under the procedure will be made 

and signed by those present following the meeting.  

 Timescales set out in this procedure may be changed with the 

agreement of both partie s. 
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Formal procedure  

 

Stage 1  

 

A client or volunteer who has a grievance should make it known to the MGD 

management, designated MGD staff member or to their trade union or 

professional organisation representative stating that the formal procedure is 

being invoked.   

The complaint should be investigated and a decision made within five 

working days.  

 

Stage 2  

 

The complaint will be investigated by the MGD manager/coordinator or 

other senior staff member not involved in the original decision.  

A meeting will be held within fifteen working days.  

Within five further working days a written response will be provided.  

 

Stage 3  

 

If either party to the dispute remains unsatisfied, they have a right to appeal 

the findings of the second investigation.  

 

An appeal will be m ade to the highest possible level within MGD, namely the 

Management Board. This Board may constitute an Appeals Board consisting 

of at least two Management Board members who have not been involved at 

an earlier stage of the process, to investigate the issu e. 

 

Appeals must be made in writing within five working days of the written 

decision and the Board will meet to take evidence and investigate the issue 

within twenty working days of receiving the appeal.  

 

The decision of the Board will be final and will be  communicated in writing to 

all parties to the grievance within five working days of the meeting taking 

place.  

 

Disciplinary procedure  

 

If a grievance is found to be valid, the disciplinary procedure will be 

commenced at stage 2 or 3 depending on the serio usness of the behaviour 

complained of.  

 

If a grievance is found to be m alicious and without foundation  the 

disciplinary procedure may be invoked against the person making the 

grievance.  
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APPENDIX 12 

VOLUNTEER HOURS LOG SHEET 

  



 

66 

 

APPENDIX 13 

TARIFFS FOR UNIVERSITY AND PRIVATE VEHICLES 

INCREASE OF KILOMETER AND DAY TARIFFS 
 

New tariffs (rand/km) effective as from 3 January 2010 

 

UNIVERSITY VEHICLE POOL FOR OFFICIAL USE 
 

 EVP213P: Vehicle bookings    Marieta van Wyk - ( 808 4611   

 EVP217P: Availability of vehicles     
        

 

 
 

Description of vehicle MINIMUM  TARIFF 

MOTORS WITH A/C TYPE KM TARIFF DAY HALF DAY 

1.1L Atos 5door 75 R 2.20 R 180 R 130 

1.2L i10  5door 79 R 2.20 R 200 R 140 

1.1L i10 5door auto 82 R 2.20 R 200 R 140 

1.4L  5door 76 R 2.40 R 230 R 160 

1.6L 5door 78 R 2.65 R 250 R 180 

1.3L Corolla sedan 77 R 2.65 R 250 R 180 

1.6L Automatic 81 R 2.65 R 250 R 180 

1.5L Avanza 7 seater 51 R 2.65 R 250 R 180 

MINIBUSSES TYPE KM TARIFF DAY HALF DAY 

Quantum 10 s A/C 52 R 4.50 R 500 R 350 

Quantum 10 s no A/C 53 R 4.50 R 450 R 300 

Quantum - wheel chairs 54 R 4.50 R 450 R 300 

PANEL WAGON TYPE KM TARIFF DAY HALF DAY 

Quantum panel wagon 65 R 4.50 R 350 R 250 

Avanza panel wagon 64 R 2.65 R 250 R 180 

BAKKIES TYPE KM TARIFF DAY HALF DAY 

½ ton no canopy 56 R 2.20 R 200 R 140 

½ ton with canopy 67 R 2.20 R 200 R 140 

1 ton 2.0L with tow bar 69 R 3.00 R 250 R 180 

1 ton 2.0L with canopy + tow bar 63 R 3.00 R 250 R 180 

1 ton 2.5D with tow bar 58 R 3.35 R 300 R 200 

1 ton 2.5D 4x4 canopy + tow bar 59 R 3.90 R 300 R 200 

     5ŀȅ ǘŀǊƛŦŦΥ җ р ƘƻǳǊǎ κ ƘŀƭŦ Řŀȅ ǘŀǊƛŦŦ ғ р ƘƻǳǊǎ   
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PRIVATE VEHICLES FOR OFFICIAL USE 
 

In terms of the tax laws an employee who does not receive a monthly transport/travel allowance is  
permitted to claim at most R3.05 per km, up to a maximum of 8 000 km per year, tax free.  Claims 
amounting to more than R3.05 per km mean that the total claim befscomes taxable and not only the 
portion above R3.05 per km.  Claims from employees who do receive a transport or travel allowance, 
including those amounting to less than R3.05 per km, are fully taxable.  In view of this, it would in 
most cases not be advisable to claim more than R3.05 per km.  
 
 

Engine 
volume 

Sedan Pickup 4x4 Pickup 
Busses 
(MPV) 

Motorbike 

Total -1250 2.23 1.85  2.95 0.76 

1200-1550 2.85 2.34  2.95 1.20 

1551-1750 3.04 2.37  3.34  

1751-1950 3.54 2.89 3.26 3.34  

1951-2150 3.66 3.13 3.89 3.87  

2151-2500 4.29 3.36 3.89 4.35  

2501-3500 5.40 3.54 4.36 5.46  

Above 3500 6.25 4.20 4.77 6.10  
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APPENDIX 14 

 

Booking MGD Vehicles 

Bespreking MGD voertuie 
 

 

                           Project/Projek: éééééééééééé 

 

Kostepunt: éééééééé.    Projek nr: éééééééééé. 

 

               Bestemming/: ééééééééé..                  Kilometers: éééé 

                          Destination 

 

No of passengers 

Aantal passassiers 

Dates Time: from  

(e.g. 10:00) 
To 

(e.g. 12:15) 

    

    

    

    

    

    

    

    

    

    
 

Drivers/Bestuurders 

 

Names/Name 
License no/ 

Nr van lisensie 

Photocopy made/ 

Afskrif  rybewys? 
Student nr 

    

    

    
 

 

Contact person:ééééééééééé  Selnr/Cell: ééééééééé 

Skakelpersoon 

 

 

Permission: éééééééééééé...        Date/Datum: éééééééé. 

Goedkeuring 
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APPENDIX 15 

RULES FOR VEHICLES AND TRIP CARD 

 
UNIVERSITY STELLENBOSCH 

RULES FOR THE USE OF FLEET VEHICLES 

Office hours: Monday ï Friday (08:00-16:30)  
 
1.  Fleet vehicles shall be used only for approved trips by staff members and students of the University of Stellenbosch 

and by authorised, official visitors to the University. No person shall use any such vehicle in his/her private 
capacity. 

2.  Fleet vehicles shall be driven and used carefully and responsibly in accordance with the rules and norms laid down 
by law.  Drivers contravening any laws shall be held personally responsible for any fines imposed. 

3.  Drivers of vehicles shall see to it that Fleet vehicles are parked in the University Vehicle Park after use. When a 
Fleet vehicle is returned after hours, the vehicle shall still be parked in the Vehicle Park. Only in exceptional cases 
may a vehicle be parked outside the Vehicle Park for the night, provided that permission to that effect is obtained 
from Risk and Protection Services, should the Vehicle Park officials no longer be available to grant such permission 
themselves. Such permission shall be granted on the distinct condition that the Fleet vehicle shall be locked up in a 
garage or other safe and secure area for the night. 

4.  It is compulsory to lock both the Fleet vehicle and the safety lock on the gear lever before leaving the Fleet vehicle 
unattended. In certain instances the additional use of a steering lock shall be compulsory. 

5.  There shall be no smoking either in Fleet vehicles or in the Vehicle Park and no pets shall be transported in Fleet 
vehicles. 

6.  The driver of the Fleet vehicle shall hold a driverôs licence which has been valid for not less than one year and 
shall, on demand, be able to produce such valid driverôs licence. 

7.  The driver of the Fleet vehicle shall complete the trip ticket in full. 
8. Before using the Fleet vehicle, the driver shall ensure that the vehicle has a jack, a spanner, a spare wheel, a 

petrol card (in the  key-holder) and the instruction sheet ñDos and Donôts in Case of an Accidentò (in the cubby-
hole). 

9.  The driver shall see to it that the Fleet vehicle has enough fuel for the trip. When taking additional fuel, the driver 
shall see to it that the tank is filled to capacity (ñfilled upò) and shall pay for the fuel by using the Fleet vehicleôs own 
petrol card. The payment slip shall be returned together with the key and the trip ticket. 

10.  The Fleet vehicleôs fuel tank shall be at least half full when the vehicle is returned to the US Vehicle Fleet. 
11.  The Fleet vehicleôs petrol card shall not be offered for payment at a toll gate or a parking area. 
12.  The Fleet vehicle shall be kept clean and tidy. 
13.  Booked times shall be adhered to strictly and bookings shall be cancelled 24 hours prior to the time booked. 
14.  Any damage to the Fleet vehicle sustained during the period of use shall be reported to the US Vehicle Fleet within 

12 (twelve) hours of the incident. 

15.  The Fleet vehicle user / his/her Division / Department / Society / Club / House Committee shall be 
liable for any damage to the vehicle sustained during the period of use to a maximum amount of R2 
υππȟ ÂÅÉÎÇ ÔÈÅ ÉÎÓÕÒÁÎÃÅ ÅØÃÅÓÓ ÆÅÅȟ ×ÈÉÃÈ ÁÍÏÕÎÔ ÓÈÁÌÌ ÂÅ ÄÅÂÉÔÅÄ ÆÒÏÍ ÔÈÅ ÕÓÅÒȭÓ ÒÅÌÅÖÁÎÔ ÃÏÓÔ 
centre.  

16.  In the event of any failure to comply with the rules stated above, the following additional fine(s) shall be imposed 
on the Fleet vehicle user / his/her Division / Department / Society / Club / House Committee. In accepting the key to 
the Fleet vehicle, the Fleet vehicle user in so doing explicitly gives permission for the relevant fine(s) to be 
recovered on demand from his/her salary, student account or cost centre, as the case may be. 
16.1 The full cost of repairs for damage resulting from any unauthorised, malicious, or willful act of the driver. 
 

16.2  The full cost of repairs where damage to the Fleet vehicle was not reported to the US Vehicle Fleet within 12 (twelve) hours of 
the time  

 of the incident, and where a Fleet vehicle was stolen and the driver had failed to lock the vehicle as stipulated in paragraph 3 
and 4 above. 

 

16.3  When the Fleet vehicle is returned more than 30 (thirty) minutes late without 

permissionééééé....................................................      R 100,00  
 

16.4  When the Fleet vehicle is returned without a full tank  ................ȣȣȣȣȣȣȣȣȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢ.....................R  50,00  
 

16.5  When a booked vehicle is no longer required, and cancellation didnôt take place 24 hours prior to collecting 

.......................................    R 100,00 
 

16.6  When a booked vehicle is kept over night without permission ééééééééééééééééééééééé 
............................ R 200,00 

 

16.7  When the inside of the Fleet vehicle is left dirty and / or 

untidy...............éééééééééé..ééé............................................... R  100,00  
 

16.8  When the vehicleôs doors and/or gear-lever lock were/was not locked / taken without 

permission.......................................................... R  250,00  

THEFT: 
Phone 021  808 4611 or USBD at 021 808 4891  (office hours)  /  
0860 60 11 37 (after   hours)  IMMEDIATELY.  
Then phone S.A.P.D and get the case number.  

(continued  on next page)  
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APPENDIX 16 

ACCIDENT PROCEDURE 

 

UNIVERSITY OF STELL ENBOSCH  
 

Vehicle Pool 
 

 

 

DOôS 
 

 

1. Stop. 

2. Help the injured and call help if necessary, for instance an ambulance, a doctor, etc. 

3. Write down the names and addresses of all drivers and witnesses.  Also note down the particulars of all 

vehicles.  If necessary, make a sketch of the scene of the accident indicating the estimated distance 

between the point of contact and all fixed objects in the vicinity of this point, for instance the kerb, 

lampposts, etc. 

4. On demand, give your name, the address of the institution you work for, and the Fleet vehicle’s 

registration number. 

5. In the event of anybody being killed or injured, report the accident to the SA Police or to the Traffic 

Department as soon as possible.  See to it that no vehicles(s) is / are removed without the permission of a 

policeman or a traffic officer.  If the Fleet vehicle is obstructing the traffic, clearly mark the position of 

the Fleet vehicle on the road and then move it out of the way. 

6. If nobody has been killed or injured, then the vehicle may be moved without permission.  In your own 

interest, however, we recommend that you mark the position of the vehicles immediately.  Report the 

accident to the nearest SA Police office or to the Traffic Department within 24 hours for insurance 

purposes. 

7. If the vehicle needs to be towed away, phone G.P. Towing, tel. 021-887 2516 or cel: 082 807 0901  

/ 083 270 4483. 

8. Notify the offices of the US Vehicle Fleet immediately of any accident and the particulars of any damage 

(however slight). 

9. As soon as possible, complete the following claim forms at the offices of the US Vehicle Fleet: 

8.1 The “Motor Accident Claim Form” and / or the “Glass Claim Form”, 

8.2 In the case of injury to any person, no matter how slightly, the “MMF1” form (the Road Accident Fundôs 

form). 

 
 

DONTôS 

 
 

1. Unless you have discussed the matter with the officer at the US Vehicle Fleet, do not make any 

statements to the police or any other person. 

2. Don’t negotiate about liability for the accident with any person, and don’t admit liability for the accident 

to any person whether orally or in writing. 

 

R E M E M B E R 

 
 

ü Immediately report all accidents, no matter how small they are (emergency numbers on the back). 

ü Do not admit liability ï leave that to the insurers. 

ü Note down full particulars. 

ü Mark the positions of the vehicles. 
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APPENDIX 17 

Transport Claims: Month ________ 2012 
 

Date Name Amount From Received 

(Signature) 
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APPENDIX 18 

Approvement of expenditure / Goedkeuring van uitgawe 
 

Matie Community Service / Matie Gemeenskapsdiens  
 

Beneficiary/Begunstigde: 

 

 

US Number/Nommer: 

 

 

Telephone number/Telefoonnommer: 

 

 

Detail/Besonderhede: 

 

 

Cost/Koste  

Cost point/Kostepunt  

Project number/Projeknommer  

 

Procedure/Prosedure: 

Return payment/Terugbetaling agterna  

Advance request/Voorskot aangevra  

Payment request/Betaling aangevra  

 

Bank details/Bankbesonderhede: 

Name of account holder/Naam van rekeninghouer  

Bank  

Account number/Rekeningnommer  

Branch code/Takkode  

 

Signatures/Handtekeninge 
Project leader/Projekleier:ééééééééééé.  Date/Datum:ééééééé. 
 

Please mark relevant block/Merk asseblief die relevante blok 

 This expense  does not exceed the approved budgeted amount of the cost point and account 

Hierdie bedrag val binne die goedgekeurde begroting van die kostepunt en rekening 

 This expense exceeds the approved budgeted amount and I request that it will afforded 

................................................................................../Hierdie bedrag is meer as die begrote bedrag 

en ek doen aansoek dat dit bekostig sal word deur...................................................................... 

 

Project Manager/ 

Projekbestuurderééééééééééé................. Date/Datum:ééééééé.. 
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APPENDIX 19 

 

QUARTERLY REPORT SHEET 
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APPENDIX 20: LIST OF PRIMARY SCHOOLS 
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APPENDIX 21: LIST OF HIGH SCHOOLS 
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APPENDIX 22 

Attendance Register 

Surname Name 

                   

       1.               

       2.               

       3.               

       4.               

       5.               

       6.               

       7.               

       8.               

       9.               

       10.               

       11.               

       12.               

       13.               

       14.               

       15.               

       16.               

       17.               

       18.               

       19.               

       20.               

       21.               

 


