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STAND aims to provide opportunities for those who make 
their livelihoods within the dance and theatre sector 
to continue to practise their craft and earn an income. 
The idea is to serve all within the various linked dance 
and theatre ecosystems, such as education, creation, 
production, distribution, consumption, and archiving. 
This includes creative practitioners (actors, dancers, 
directors, writers, choreographers, designers, etc.), as well 
as administrators, educators, technical crew, publicists, 
archivists, researchers, and the like. It was launched on 
1 September 2020 in response to the appalling toll that 
Covid-19 took on the creative sector.

STAND is driven by a Steering Committee, comprising 
Gregory Maqoma (Chairperson), Yvette Hardie (Deputy 
Chairperson), Musa Hlatshwayo, Saartjie Botha, Ismail 
Mahomed, Mike van Graan, Jean Meiring, Lakin Morgan-
Baaitjies, Mxolisi Masilela and Lesego van Niekerk. Tammy 
Ballantyne is the Coordinator for STAND and Uvile Ximba, 
the Social Media Officer. Unathi Malunga, Ricardo Peach, 
Debbie Turner, Sbonakaliso Ndaba and Nasiphi Mkiva all 
contributed in the early stages of STAND.

Some of STAND’s projects have included choreographic 
mentorships, writing and acting opportunities, developing 
a vision for dance and theatre for advocacy purposes, 
providing opportunities for upskilling, financial and mental 
wellness projects, nurturing female stand-up comics and 
supporting leadership training, peer-to-peer learning and 
mentorship of a younger generation of leadership.

STAND hosted the Take-a-STAND Dialogues in 
partnership with Toyota US Woordfees. It has held webinars 
on a range of issues including the debacles over NAC 
funding, and the role of arts festivals, and has focused 
on such areas as leadership, governance, cultural policy, 
critical thinking, and fundraising. It hosted the STAND 
Together Summit in September 2021 which brought 
together role players from across the country to discuss 
the way forward in terms of theatre and dance. It has given 
birth to three representative bodies, the Theatre and Dance 

Alliance (TADA), the South African Dance Alliance (SADA) 
and the Community Arts Centres Network of the Western 
Cape. It helped to launch the South African Charter for 
the Rights of Artists (link to the charter here), and it has 
contributed to the Breathing New Vision into Theatre and 
Dance: A National Theatre and Dance Policy.

Click here to view the Breathing New Vision  
into Theatre and Dance: A National Theatre  

and Dance Policy 

STAND’s initial funds came from individual patrons, Board 
members and supporters within the sector who pledged 
R10 000; this has been supplemented by funding from 
entities such as Business and Arts South Africa (BASA), 
as well as funding from international agencies such as 
the Royal Netherlands Embassy. In addition, subscribers 
pledge small amounts on an ongoing basis to support 
STAND’s sustainability. 

STAND has been contracted by the Department of Sport, 
Arts and Culture (DSAC) to implement the Western Cape 
Community Arts Centre Strategy 2021-2025, as developed 
with and agreed to by the Western Cape Department of 
Cultural Affairs and Sport (DCAS).

The four-year plan for the community centres in  
the province includes the following elements:
»  Infrastructure
»  Capacity building
»  Festivals
»  Events and tours
»  Advocacy and networking
»  Information sharing
»  Beautification of community areas
»  Socially engaged plays to tour the province 
»  Community-based cultural entrepreneurs 
»  Support for community arts projects

About STAND 
Foundation
The Sustaining Theatre and Dance (STAND) Foundation is an independent, 
non-profit and public benefit entity, created by individuals within the sector to 
nurture, promote and celebrate contemporary South African dance and theatre.

https://www.standfoundation.org.za/wp-content/uploads/2021/07/CHARTER-OF-RIGHTS-FOR-SOUTH-AFRICAN-ARTISTS.pdf
https://www.gov.za/sites/default/files/gcis_document/202207/draft-theatre-and-dance-policy-written-submissions.pdf
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These toolkits form part of the capacity-building and 
information-sharing elements of this plan. The toolkits 
have been developed with the input and expertise of the 
community arts centres and organisations themselves, 
as well as with engagement from a range of long-
standing experts within the field. They will also serve 
as supplementary course materials for the University of 
Stellenbosch Business School, which is running a course in 
leadership for community arts centre managers, on behalf 
of STAND.

Note: The toolkits are housed online, on 
the STAND Foundation’s website (www.

standfoundation.org.za) and on the website of ASSITEJ 
South Africa’s Theatre4Youth programme which provides 
resources for artists (www.theatre4youth.co.za/resources) 
and which coordinated the production of the toolkits as 
commissioned by STAND.

Here you will find the six toolkits, being:
»  Definitions, Environment and Roles
»  Governance, Management and Staffing
»  Financial Management
»  Fundraising and Income Generation
»  Marketing and Publicity
»  Programme and Project Management

In addition, supplementary tools, resources and examples 
relevant to the subject matter of these toolkits can also be 
downloaded and viewed for use. 

STAND Foundation regards these toolkits as living 
documents that can continually be updated and improved. 
Feel free to send your case studies, ideas, proposals for 
amendments and additions to info@standfoundation.org.za. 

STAND trusts that these toolkits will be useful to the 
community arts sector as a whole, and beyond.

ABOUT STAND FOUNDATION

http://www.standfoundation.org.za/community-arts-centre-toolkits/
http://www.standfoundation.org.za/community-arts-centre-toolkits/
https://theatre4youth.co.za/resources/
mailto:info%40standfoundation.org.za?subject=
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The Department of Sport, Arts and Culture’s mandate 
is driven through 10 focus areas wherein key strategic 
programmes are delivered. One of the focus areas is 
to accelerate social cohesion. Community arts and 
culture centres provide access to arts programmes and 
participation with the potential to promote interactions 
critical to facilitate social cohesion.

It was envisaged that a National Training Support 
Programme would be set up to assist in ensuring that 
facilities constructed are effectively managed and effectively 
utilised, especially by the target groups of youth and 
children. This has not yet taken place, but several initiatives 
regarding addressing issues of capacity challenges have 
taken place since 2006. However, we currently do not have 
a well-coordinated national training programme for Centre 
Managers and management teams. We are fully aware that 
effective management and programming are critical success 
factors for the sustainability of Community Arts Centres. 

There are currently training initiatives in the country to 
support the capacity building of Community Arts Centres. In 
2006, the department, in partnership with the SA-Flemish 
Bilateral Project, rolled out Arts Centres Management. We 
have a handful of accredited Community Arts Centres that 
provide arts management and administration qualifications 
to other centres and arts organisations. The department 
has supported these initiatives in the past. However, these 
training programmes are not coordinated, and it is difficult 
to measure their impact. The department participated in the 
development of the Arts Centre Manager qualification by 
CATHSSETA in 2022, and our ongoing involvement will be 
formalised after the qualification is ready for implementation. 

The following challenges will be addressed through  
this qualification:
»  Governance
»  Strategic planning
»  Proposal writing
»  Advocacy
»  Marketing and publicity
»  Administrative systems
»  Programming
»  Project management
»  Facility management and policies
»  Human resources management and policies.

The department has since 2019 adopted a new strategic 
model and lobbied provinces around one common vision 
for the development of Community Arts Centres, which is 
for a community responsive, that is municipally valued and 
sectorally informed, professionally managed, imaginatively 
programmed, digitally connected, securely funded, 
internationally recognised and provincially organised 
Community Arts Centres.

Provincial Community Arts Development Programmes 
is a programme that supports provinces to develop 
and implement their own community arts development 
programmes that position and organise the community arts 
sector to support the overarching government objectives of 
access and participation in the arts by all South Africans.

Community arts centre programmes provide 
communities, art organisations and individuals with 
opportunities to participate in artistic, craft and cultural 
activities and receive training for the purpose of education, 
recreation, cultural development and enrichment, and 
income generation.

Capacity building and training is one of the five key 
deliverables of the new strategic focus (intended to 
develop skills of artists, management of centres, and 
ensure that the programmes and centres are  
professionally managed).

The department is proud of the outcomes of the 
Western Cape Community Arts Development Programme’s 
Capacity Building programme, which has resulted in the 
development of six toolkits for Community Arts Centres 
and Arts organisations. We acknowledge the work that 
was done in collaboration with STAND Foundation. We are 
happy that we are already producing training documents 
and guides to assist in building centres that will be run and 
managed professionally. We will continue to support the 
rollout of the programme as part of the provincial plans and 
assess its impact on the functioning of CACs. It is a work 
in progress, and we hope to maintain the momentum of 
training centre managers, developing arts organisations 
and building the capacity of the sector.

Dr Cynthia Stella Khumalo
DEPUTY DIRECTOR GENERAL:  
ARTS AND CULTURE DEVELOPMENT  
AND PROMOTION

Foreword
DSAC’s Vision for Community Arts Centres
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FOREWORD

Participation in recreation, arts, culture, and sports must  
be part of who we are and must be for all of us, and not  
only for those that have chosen to take this up as a career. 
It is a fundamental part of creating a healthy nation, 
community cohesion, opening opportunities and creating 
alternate futures. 

The work that we do with our ecosystem of partners does 
not exist in a vacuum. It takes place in our communities in 
places such as Community Arts Centres, with participants 
of all ages and demographics representing many 
intersecting stories, some good  
and some tragic.

Community Arts Centres continue to be places 
for primary access to arts participation, training, and 
celebration for communities. This fundamental role of 
Community Arts Centres has become more important 
over the years, given the high levels of violence in our 
society resulting in the prevalence of post-traumatic stress 
disorder, depression, substance abuse and other mental 
health challenges, particularly in young people. Through 
Community Arts Centres, we can focus on providing youth 
with meaningful platforms to find and unlock their passions, 
which is key to reducing risk-taking behaviour.

In order to harness the diversity of views and 
interventions and to bring much-needed efficiencies and 
collaboration in the sector, DCAS has adopted a ‘managed 
network’ institutional model, which consists of partner 
organisations, institutions and bodies with whom DCAS 
has (or should have) formal agreements that contribute 
towards delivering on DCAS’s mandate. The managed 
network relationships are focused on outputs (not 
organisations) – including strategic plans and joint agenda 
setting – involving direction and leadership from DCAS and 
formalised by way of agreements. 

The managed network includes broader knowledge 
networks and communities of practice in which DCAS leads 
and/or in which DCAS plays a highly influential role and 
contributes directly to the delivery of DCAS’s mandate. 
The purpose of the managed network is to allow DCAS 
to achieve its strategic goals and objectives, not through 
undertaking all the necessary functions in-house, but rather 
through developing a set of structured relationships with  
a range of strategic partners in the public, private and  
NGO sectors. 

The Community Arts Centres form a key component 
of this network whose aim is to encourage greater 
efficiency in mobilising the creative economy using 
scarce fiscal resources, to improve sharing of information 
and knowledge, and to harness South Africa’s cultural 
diversity capacity towards the objectives of the National 
Development Plan, the Medium-term Strategic Framework, 
the Provincial Strategic Plan and the Recovery Plan.

These toolkits, which form part of the WCG Community 
Arts Centres Plan, place governance, marketing, 
production, and programming skills in the hands of centre 
managers and arts organisations and, by so doing, play a 
central role in building capacity and ensuring much-needed 
sustainability in the community arts ecosystem. These are 
skills that will not only enable them to maintain the arts 
centres and organisations but also maintain sustainable 
livelihoods. 

DCAS is committed to supporting this sector to innovate, 
collaborate and evolve to sustain the excellence of their 
work and to make a wider contribution to the nation’s 
wellbeing and prosperity.

DCAS is grateful to the Department of Sport, Arts 
and Culture and the STAND Foundation for their role in 
facilitating this important work.

Guy Redman
HEAD OF DEPARTMENT:
CULTURAL AFFAIRS  
AND SPORT

Community Arts Centres Toolkit for Community Arts Managers
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INTRODUCTION

This toolkit deals with the very important area of what it is 
that your Community Arts Centre does. The programme 
and projects you run need to reflect the ethos of your 
organisation. They should speak back to your vision, 
mission, aims and values. 

To learn more about these areas,  
go to the Toolkit: Governance 

What is a project? 

There are six main characteristics defining a project: 
»  A project has a beginning and an end. Getting from the 

beginning to the end involves a sequence (order) of 
logical steps or activities; 

»  Projects use resources (time, people, money), allocated to 
support the work of the project; 

»  The end result is based on specific goals;
»  Projects should follow a planned, organised approach to 

meet the goals; 
»  A project usually involves a team of people to get the 

work done; 
»  Every project is unique. 

Introduction to Programming  
and Project Management

What is a programme? 
There are no two projects that will be exactly the same, 
but projects might be linked together as part of a bigger 
programme because of a common objective. Programmes 
tend to be linked to the core mandate of an organisation.

Programmes may be continuous, but projects tend  
to have a beginning and an end date. 

What is an organisation? 
Many community organisations start with a specific project, 
which brings them into being. They start to operate and 
implement activities often using local resources. As 
projects grow and diversify, they might be grouped under 
different programmes to organise the scope of work. 

Sometimes a group might stay ‘informal’ – a collective 
running projects and programmes – or they may decide to 
formalise (e.g. constitute and register) and gain legal status. 
In South Africa, an organisation is made up of three or more 
people who share common interests and is governed by a 
founding document (constitution). 

See more in the Toolkit:  
Governance 

Project
»  is a focused activity or event; 
»  is temporary; 
»  directed towards a specific goal; 
»  a sequence of tasks with a 

beginning and end bounded by 
time, resources, and goals. 

Programme
»  is bigger and more complex  

than a project; 
»  is made up of a collection or  

cluster of projects that all share  
the same goal/objective; 

»  medium to long term, tends  
to be ongoing, not necessarily  
having an end. 

Organisation
»  is a permanent structure/legal 

entity that designs and implements 
programmes and projects; 

»  has a constituency, governance 
and operational structure  
(staff/volunteers); 

»  can exist for as long as needed  
or able to resource itself  
(not time-bound). 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-002_Governance.pdf
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-002_Governance.pdf
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-002_Governance.pdf
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PROGRAMMING 1

According to the Oxford Dictionary, a programme is ‘a set 
of related measures or activities with a particular long-term 
aim’. It is a set of scheduled events or activities which occur 
regularly over a space of time.

“ Programming is both creating a 
programme of activity as well as looking 
directly at the scope of the community 
centre – who is your audience, what 
are they hoping to achieve within 
that community and then, creating 
programmes that fit and align with both 
the needs of the community and what 
that community centre is hoping to 
achieve ultimately. ” 
– Gerard Bester, Head of the Windybrow Arts Centre

A programme refers to an ongoing series of projects 
or events which are managed as a single package; for 
example, an after-school programme, where learners come 
to a centre for various classes (arts, dance, drama etc.) 
would be considered a programme as it occurs regularly 
and during the same specific hours. It could also include 
different facilitators and learners on the different days,  
but it is viewed as one programme.

Zintle Radebe, the programme manager at the 
Windybrow Arts Centre in Johannesburg, defines 
programming as the following: 

“ In my time as an arts administrator, 
programming has always related to 
activities and programmes run in the 
institution that relate to the needs of 
the organisation and that serve the 
needs of the community relating to 
the organisation. Programming can 
include events, workshops, symposiums, 
conferences and productions to list a 
few. Programming is strongly linked and 
related to the year plan and budget of 
the institution; some institutions even 
receive their funding based on their 
programming. ”

1. Programming

The Windybrow Arts Centre, based in  
Doornfontein, inner-city Johannesburg, lists  
the following as their goals on their website.

About the Windybrow  
Arts Centre
The Windybrow Arts Centre, as the Pan-African 

centre of the Arts, stands as a Heritage house 

celebrated for its 123-year reign in the midst 

of the hustle and bustle of the dense Hillbrow 

inner-city landscape. One of the last monuments 

from the height of the Johannesburg gold rush, 

the Windybrow Arts Centre was built by mining 

engineer Theodore Reunert. The architectural 

splendour of this glory day has been refurbished 

to its original lustre. It’s open to the community of 

Hillbrow as a Pan-African centre of the arts with 

the hopes of igniting a vibrant love for Pan-African 

theatre and the arts in the community of Hillbrow.

Together with the community of the area, we 

hope to create lasting programmes that reflect the 

heritage of the inner city and also allow, through 

art, ourselves opportunities that empower our youth 

with knowledge systems that will expand their 

horizons and empower their vision.

“Our goal is to provide quality performing arts 

programmes in a safe dynamic space to inner-city 

school-going children and youth to enrich their lives 

by developing emotional resilience and inspiring 

life journeys. It will root its work thematically, 

addressing current and relevant social issues that 

impact our participants and their communities. 

The programme is committed to using the arts as 

a tool for positive social change, engaging ethical 

and best practice methodologies. We are based 

in Doornfontein, just south of one of the most 

diverse and most densely populated areas in Africa, 

Hillbrow.”



10 | PROGR AMMING AND PROJECT MANAGEMENT

Gerard Bester, head of the Windybrow Arts Centre, speaks 
of the ‘after-school programme,’ and how this relates to the 
centre’s goal, “The after-school programme is divided into 
three groups: the primary school group, which is an inter-
disciplinary programme: every afternoon it is a different 
arts activity (Monday-Singing, Tuesday-Arts, Wednesday-
Dance, Thursday-drumming and Friday-Drama). The 
high school group focus on drama and play-making, and 
they are here from Mondays to Saturdays. Then what we 
have tried to develop is one Saturday a month where we 
try to do something new, whether it is a workshop or a 
movie screening, and there we have expanded beyond 
our primary and high school group. We have participants 
from previous Hillbrow Arts groups; we open it up to 
Johannesburg Awakening Minds, to Kwasha, and to the 
student residence behind us”.

“ I enjoy the word enrichment.  
The idea of enrichment is quite 
expansive. And so I tend to say yes  
to things. I believe any experience  
or mode or form of art can provoke,  
can inspire, can lead to some journey. 
And so I suppose as an arts  
community centre, how much can  
we provide and expose? ”– Gerard Bester

1.1 How to Select  
Activities for a  
Community Arts Centre

Definition: Curation is the ‘action or process  
of selecting, organising, and looking after the 

items in a collection or exhibition’ (Oxford Dictionary).  
It’s also, ‘the selection of performers or performances  
that will feature in an arts event or programme’  
(Oxford Dictionary). 

Generally, curation is connected to the artistic vision of an 
organisation or community arts centre. Artistic curation 
is the selection of what work the audience will see and is 
closely aligned to building an audience and to the vision 
and mission of the centre.

Definition: Artistic vision refers to the road map 
guiding the artists’ or the organisation’s creative/

programme journey.

An artistic vision is what an artist hopes to achieve through 
their own artistic expression. It could be as simple as 
producing more sculptures or impacting young people or 
bringing joy through dance or performance. By articulating 
these ideas, artists can stay motivated and continue 
working towards their long-term goals.

For an arts centre, an artistic vision steers the choices 
for programming, festivals, and exhibitions, and helps to 
establish strategic goals and action plans for programming. 
The programming is essentially the implementation of the 
artistic vision and the specific curation of that.

All successful businesses have a mission that defines 
what they hope to accomplish and how they brand their 
business. The artistic vision informs much of this and  
is like a golden thread binding the mission and vision and 
the programming of the centre. 

(Adapted from NFAM: Nevue Fine Arts Marketing 
https://www.nevuefineartmarketing.com/vision-

and-mission-for-artist/)

An artistic director must therefore consider what is relevant, 
appropriate (often this relates to age, demographics and 
language) and aligned to the  
mission of the arts centre or organisation.

“An artistic director is the executive or head of an 
arts organisation, who handles the organisation’s 
artistic direction. They are generally a producer and 
director or have had extensive artistic management 
experience. The artistic director of a theatre  
company is the individual with the overarching 
artistic influence of the theatre’s production choices, 
directorial choices, and overall artistic vision. In  
smaller theatres, the artistic director may be the 
founder of the theatre and the primary director  
of its plays.” 
Adapted from Wikipedia: https://en.wikipedia.org/
wiki/Artistic_director 

PROGRAMMING1

https://www.nevuefineartmarketing.com/vision-and-mission-for-artist/
https://www.nevuefineartmarketing.com/vision-and-mission-for-artist/
https://en.wikipedia.org/wiki/Artistic_director
https://en.wikipedia.org/wiki/Artistic_director
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As Gerard Bester from the Windybrow states, ‘‘Programme 
management is an operational and artistic exercise – 
it is ensuring the means to bring about creative and 
meaningful activities and programmes. An artistic vision 
guides the programming and the conceptualising of the 
content and form of artistic work you wish to engage. The 
artistic curation is connected to the vision and mission 
of the organisation and must align and on some level be 
informed by the community/audience where the centre is 
based. This informs who you employ, assign as interns and 
volunteers, the selection of themes and texts, commissions, 
collaborations, and partnerships. It is to inspire a space 
for curiosity and connection. It is to acknowledge that 
creativity is an act of courage”.

Understanding the needs of the community is key in 
selecting relevant and supportive activities for a centre.

A study or ‘needs analysis’ could take place in the 
community before one sets out to set up and schedule events.

A needs analysis could take the form of:
»  Surveys
»  Interviews
»  Meetings or Indabas to discuss what  

the community needs
»  Conversations with community leaders: school  

officials and principals, religious leaders, community 
activists and possibly local business leaders

A general observation of the community could also be 
helpful as one could identify what is needed/lacking: 
crèches, food gardens, safe spaces for play, family 
gatherings and leisure time, opportunities for arts 
engagement and/or educational centres such as libraries.

For the Windybrow, Zintle offers the following: The 
Windybrow Arts Centre’s core mandate is to serve 
the children and youth of the Hillbrow community and 
neighbouring areas. Activities that are selected speak back 
to the KPIs that are set for the organisation, but also speak 
back to the development of the participants and to the 
promotion of the organisation.

Definition: KPI stands for key performance 
indicator, a quantifiable measure of performance 

over time for a specific objective. KPIs provide targets for 
teams to shoot for, milestones to gauge progress, and 
insights that help people across the organisation make 
better decisions.
(Reference: https://www.qlik.com/us/kpi) 

It is important to note however that different community 
centres will serve different needs. An arts-based 
community centre will offer different activities to a food 
garden or park. One community centre cannot solve or 
address all the needs of a community, but partnering 
or collaborating with other organisations could support 
various programmes the community may require.

It is also important to be aware of the vision and goals 
of stakeholders or funders. In a best-case scenario these 
would align with the goals of the community arts centre, but 
sometimes funded programmes will get preference to other 
programmes or projects.

Funding and space are often considerations in how 
much or what type of performances and activities one can 
programme given the limitations of space, budget, capacity 
and staffing.

1.2 How to Schedule 
Activities in a Programme
Scheduling activities is an exercise in looking at a calendar, 
selecting days/times for activities based on one’s resources 
(space, capacity, budget) and bringing all those together to 
create a structure from which to operate.

A schedule could be simply drawn up on a calendar for a 
week or month or could be drafted for a whole year.

A yearly calendar is helpful for a community arts centre 
or organisation as it allows one to see the ‘big picture’ at a 
glance and what events are coming up. This may also avoid 
clashes or very busy periods.

For the Windybrow Arts Centre, Zintle says, “Activities 
are normally scheduled based on the availability of our 
participants. An example of this would be the after-school 
programme which runs on weekday afternoons. Another 
example would be the holiday programme which runs 
during school holidays. Another way we schedule activities 
is through landmark dates in the national calendar; an 
example of this would be our Africa Month programme 
which runs throughout the month of May.” 

Tools such as spreadsheets or Google Calendars can 
also be very helpful in drafting schedules and activities.
Often one will schedule based on the outcome of a 
project or programme. Therefore it can be helpful to work 
backwards from the final date.

PROGRAMMING 1
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ABOVE: A year calendar such as this one 
fixed on a wall can be very helpful in planning 
activities for the year and ‘seeing at a glance’ 
what is on in the coming month to avoid clashes.

Scheduling could also involve partnering or aligning one’s 
programme to a theme (National Heritage Day) or an event. 
For example, the Windybrow Arts Centre has had a long-
standing programme of offering a once-a-month movie 
night to its participants and community. 

Gerard Bester explains how he wanted to create 
a stronger link from the movie night to the work and 
productions at the Market Theatre: “I didn’t just want to 
show movies in isolation: for the first movie I looked at what 
the Market Theatre was producing, and they were doing 
an American play, ‘The Brother Size’, which was about 
the prison state and a relationship between two brothers. 
And we found a documentary about prisons in America, in 
Louisiana. We also showed a short YouTube video of the 
playwright, talking about the work. We showed the film, we 
got the group to go and see a rehearsal of the play, there 
was a discussion with the actors and the director and then 
they went to watch the play.” 

This is significant as it connects the play to an ongoing 
situation in the world, which could connect to the 
participants’ lives and own experiences and offers a greater 
perspective on what work is being created by the Market 
Theatre and why. It also connects back to the Windybrow 
strategic goal of, “addressing current and relevant social 
issues that impact our participants and their communities. 
The programme is committed to using the arts as a tool for 
positive social change, engaging ethical and best practice 
methodologies”.

Structure and planning is vital to ensure the smooth 
running of a programme.

However, it is also important to be flexible to 
opportunities, collaborations and events that could add 
huge benefit to the centre. 

The Windybrow is a big venue and it has spaces that 
it can rent out to various companies and organisations 
to use for rehearsals or meetings. Sometimes these are 
rented for financial gain and sometimes the agreement is 
based on an exchange or the value that the participant can 
bring. As Gerard says, “There have been lovely accidental 
chance encounters or moments where various groups 
connect and find ways to work together or witness the 
performance.” These can lead to collaborations, accessible 
communication, interactions and opportunities. “There 
is something quite magical about a collective space 
and different groups, different communities and finding 
connection in the corridors.”

The scheduling structure of the venues is also an 
important factor in programming to avoid clashes or times 
when a venue is being used for more than one event or by 
more than one company.

The Windybrow Arts Centre structures its programme 
planning into quarters as that helps with tracking the 
activities for KPI purposes. The year plan they create is 
usually a quite rough version which is then later refined for 
further detail into quarters.

If you are working on a showcase and the date of the 
showcase is the 10th December, it would be good to work 
backwards from the date and identify significant phases 
in the lead-up: 

15 December  Final report in
10 December  Showcase
7 December  Technicals
4 December  Full dress rehearsal
30 November   All costumes finished and made,  

as well as set pieces
18 November   First run-through, all actors  

know lines and cues
31 October Have draft of play ready
14 October  Know theme and basic scenario of play
3 October  Start rehearsals, improvise ideas

PROGRAMMING1
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Windybrow Arts Centre July – March 2022 Programme

Event  
name Description Dates Person 

responsible
What we 

need
Marketing 
deliverable 

W
in

te
r H

ol
id

ay
 S

ho
w

ca
se

 The WAC afterschool programme 
will be taking part in a three-week 
winter programme focusing on the 

disciplines of dance and drama. 
Facilitated by Thandiwe Mqokeli 

and Sibahle Mangena, the holiday 
programme will focus on elements 
of protest theatre and theatre for 

change as the participants explore 
issues around justice and democracy 

from the perspective of the young 
participants. 

16 July Zintle

Flyer, 
pre-event 

social media 
coverage, 
on-the-day 
coverage, 
post-event 

social media 
coverage

Completed 

Li
te

ra
cy

 
Pr

og
ra

m
m

e

A literacy programme focusing on 
promoting reading and literacy for 

primary school learners. 
Ongoing Moyagabo 

and Zintle

Enrolment 
sheets, 

social media 
coverage

 

FE
D

A
 c

ol
la

bo
ra

tio
n

The WAC drama club is currently 
working with retired drama teacher 
Janet Baylis in preparation for the 

2023 FEDA festival.

19 July – 
May 2023 Gerard

Flyer, 
pre-event 

social media 
coverage, 
on-the-day 
coverage, 
post-event 

social media 
coverage, FB 

event creation

 

Sk
ie

rli
k 

sc
re

en
in

g An open screening of the recorded 
theatre production Skierlik followed 
by a workshop and post-screening 

with creator and director Philip 
Dikotla

13 August Gerard and 
Zintle

Pre- and 
post-event 
screening 

 

Po
w

er
 T

al
ks Hosted by the Goethe Institut, the 

Power Talks is a three-day programme 
run in different parts of the city to 

discuss the relation between European 
countries and African Arts Institutions. 

17 
September 

Gerard and 
Zintle

Live event 
coverage, 
flyer, post-

event 
coverage

 

O
ur

 F
ut

ur
e 

Eu
ro

pe
-

A
fr

ic
a 

Fo
ru

m
s A three-day forum between the 

French Institute Paris and the French 
Institute SA discussing democracy in 
the arts and how the two regions are 
actively engaging with the youth to 
progress and enhance the quality of 

democracy in their respective regions

6-8 October 
2022 Gerard

Flyer, 
pre-event 

social media 
coverage, 
on-the-day 
coverage, 
post-event 

social media 
coverage
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Windybrow Arts Centre July – March 2022 Programme

Event  
name Description Dates Person 

responsible
What we 

need
Marketing 
deliverable 

D
ru

m
m

in
g 

ev
en

t

The afterschool drumming 
participants will be performing at a 
Heritage Day event hosted on the 
24th of September at George Hay 

Park in Parkview

24 
September 

Gerard and 
Zintle

Live event 
coverage/ 
post-event 
coverage 

 

Ra
in

bo
w

 
W

ar
rio

rs

The WAC afterschool programme 
participants will be taking part in 
a two-day adventure of outdoor 

games and activities at The Wilds. 
The outdoor games will see a total of 
88 learners from inner-city schools 

compete in the outdoor games 

15-16 
October

Gerard and 
Zintle

Post-event 
social media 

coverage
 

Th
e 

Ki
ds

 o
f  

A
m

an
dl

a 
St

re
et

Written by Lereko Mfono, the play 
discusses issues of friendship, 
identity and xenophobia. The 

production will be directed by Kwasha 
alumni Sibahle Mangena and she will 
be working with the current Kwasha 
team. The Kwasha team will resume 
rehearsals for the production on the 

11th of July 

18 August-3 
September WAC team 

Flyer, 
pre-event 

social media 
coverage, 
post-event 

social media 
coverage, 
audience 

development

 

A
t Y

ou
r D

oo
rs

te
p

In collaboration with the Bielefeld 
Theatre, The WAC and The Market 
Theatre will be hosting a run of the 
production At Your Doorstep. The 

play tells the story of two teens 
who meet virtually and are brought 
together by their shared story. As 
a build-up to the production, the 

Bielefeld Theatre has been working 
with youths from the Windybrow Arts 

Centre in creative workshops that 
assist in building the authenticity of 

the storyline. 

See https://theater-bielefeld.de/
veranstaltung/at-your-doorstep-vor-

deiner-tuer.html 

23 March 
2023 WAC team

Sk
in

 W
e 

A
re

 In

Written by Nina G Jablonski and 
Sindiwe Magona, Skin We Are In is 
a children’s book that looks at the 
evolution of skin colour. The WAC 
has secured permission and rights 
to adapt the book into a play which 

will be presented as a children’s 
production to primary school learners

March 2021 WAC team 

Flyer, pre-
production 
coverage, 

social media 
coverage, 
audience 

development 

 

https://theater-bielefeld.de/veranstaltung/at-your-doorstep-vor-deiner-tuer.html
https://theater-bielefeld.de/veranstaltung/at-your-doorstep-vor-deiner-tuer.html
https://theater-bielefeld.de/veranstaltung/at-your-doorstep-vor-deiner-tuer.html
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1.3 Operational Activities 
and Programmes 
Here are some examples of programme descriptions from 
different organisations:

The Forgotten Angle  
Theatre Collaborative
The Forgotten Angle Theatre Collaborative (FATC) is one 
of South Africa’s leading dance organisations established 
in 1995. Based at the Ebhudlweni Arts Centre, in rural 
Mpumalanga, FATC is committed to ‘mobilising the arts 
as a vehicle for personal and social transformation.’ This 
commitment lies at the heart of each project within FATC’s 
Extensive Artistic and Development programmes.

The Ebhudlweni Arts Centre is based on a cattle and 
trout farm just outside the small town of Machadodorp in 
Mpumalanga. The centre offers its visitors a chance to rest 
and take inspiration from the natural world – the silence, 
breathtaking views, walking trails, birdsong and waterfalls 
become active partners in the creative process. The centre 
is the base from where FATC rolls out its extensive artistic 
and development programmes, including:
»  National and international arts residency programmes
»  Summer and winter school programmes for young dance 

professionals
»  Local outreach programme
»  Saturday school programme for children and youth
»  Community-building dance training programme
»  Youth in arts leadership programme
»  Artist in community programme

FATC therefore runs a number of different programmes, 
including both local and international, and the scope for 
these is very different.

My Body My Space Festival
The My Body My Space (MBMS) is an innovative public arts 
festival hosted by FATC, which takes place yearly in public 
spaces across the Emakhazeni Local Municipality (ELM) in 
rural Mpumalanga. 

“The MBMS festival aims to contribute to the process of 
social cohesion in an area that is still palpably lacking 
in socio-political and socio-economic integration. It 
tries to bring the diverse rural citizenry of Emakhazeni 
together by piercing and disrupting the familiar ways in 
which people traverse shared social spaces.”
(BizCommunity 9th March 2022)

In 2021, and due to the global Covid-19 pandemic, MBMS 
had to pivot to an online event – a global first, MBMS was 
delivered entirely via a dedicated WhatsApp line.

Tshego Khutsoane, FATC development manager, says, 
“Ensuring access and inclusion through the delivery of high-
quality arts-based offerings is how FATC responds to our 
context’s exigencies. In these still quite strange times, we 
are choosing to respond to the widespread desires to gather 
in person and to do that carefully. We are opening up our 
doors to invited guests, and we are venturing out to knock on 
those of our neighbours in the immediate local, national, and 
further performance communities that we also call home.”

The MBMS is committed to stimulating the local 
Emakhazeni economy and growing job opportunities,  
as well as developing a vibrant art and culture tourism 
sector in the area.

Initially conceptualised in 2015, the festival has grown from 
year to year, creating a unique rural identity which sets it apart 
from other festivals in South Africa. MBMS is increasingly 
attracting artists and promoters alike, both national and 

international, 
and provides a 
socially relevant 
programme of 
cutting-edge work, 
while simultaneously 
building a strong 
audience within the 
rural community of 
Emakhazeni.
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The Javett Art Centre at the 
University of Pretoria (Javett-UP)
The Javett-UP Centre is an art museum and 
multidisciplinary, cultural centre that claims to be “home 
to the art of Africa”. The centre strives to be an institution 
that encourages engagement with ideas, methodologies 
and pedagogy around the concerns and challenges of 
Arts in Africa. In this way, the space becomes a platform 
for education and learning; conversations about creativity 
and innovation, contributing to the discourse on the art of 
Africa and reflecting upon historical and political events as 
interpreted by artists.

The Javett-UP is a partnership between the University 
of Pretoria and the Javett Foundation. Both share a firm 
belief in the value of the arts for society in general, and for 
education. With one foot firmly rooted in academia, and the 
other imbedded in the public, Javett-UP aims to make the 
art of Africa accessible, relevant and engaging.

The museum’s art collection includes a very impressive 
and expansive selection of 20th Century South African art 
from the private collection of philanthropist and museum 
founder Michael Javett, as well as dozens of large-scale 
iconic South African artworks on loan from private, public 
and corporate collections including works by major South 
African names such as William Kentridge, Mary Sibande, 
Sam Nhlengethwa, Gerard Sekoto, Irma Stern, Jackson 
Hlungwane, Cristo Coetzee and Penny Siopis.

The Javett-UP public programme includes a variety of the 
arts such as dance, music, poetry and fine art, and includes 
awards supported by the Javett Foundation. Film screenings, 
lectures, talks and seminars are also hosted in a state-of-
the-art 120-seater auditorium. A public space to engage 
with the art and cultural heritage of Africa, the Javett-UP 
is deeply embedded in an internationally ranked South 
African university acknowledged for excellence in research, 
teaching and learning, and engagement with society.

Lits’omong – An ASSITEJ SA 
and Soweto Theatre Programme
Lits’omong is an ongoing Soweto Theatre Youth 
Development programme which aims to empower learners 
ages six to 21 in various drama techniques, and skills, and 
to support children to create their own pieces of theatre in 
two large showcases every year.

Since 2020, the programme has been run in partnership 
with ASSITEJ SA where ASSITEJ SA manages the logistics, 
trains the facilitators, liaises with parents and runs most of 
the administration.

The programme runs every Saturday at the Soweto 
Theatre, where the learners attend workshops. The 
showcase performances are hosted twice a year in June 
and December and often more intensive rehearsals are 
scheduled around these.

Task
»  Compare these programmes.  

How is the Javett-UP public programme different in scope 
and audience to the Forgotten Angle programme? What 
significant differences do you notice? Which programme is 
closer to the programme YOUR community centre runs?
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ASSITEJ SA’s Lits’omong 
programme planning tool:  
July 2021 – June 2022

Case Study

Core values 
We are committed to building our community by working 
with one another, our members, partners and beneficiaries 
in a spirit of empathy, acknowledging and respecting 
diversity and collective value, embodying and practising 
loving engagement in our actions and interactions, while 
courageously working towards restorative justice for all 
those marginalised or discriminated against. 

Name of project/programme: 
Lits’omong Drama Development 
Programme, Soweto Theatre

Project overview
Lits’omong is an already existing project at Soweto 
Theatre. At the beginning of the national lockdown in 
2020, ASSITEJ SA and Soweto Theatre got together in 
partnership by having Soweto Theatre provide office space 
to ASSITEJ SA staff in the area, in exchange for training of 
potential Lits’omong facilitators for 2021. Soweto Theatre 
contracted ASSITEJ SA to fully run the Lits’omong Drama 
Development Programme from January to June 2021. 
Below is the plan for July 2021 to July 2022 programming. 
The project is aimed at training facilitators while delivering 
a quality drama development programme to child and 
youth participants. The groups are expected to produce a 
showcase at the end of each six-month season to show off 
all they have learnt in the programme.

Objectives of project 
For children
»  We envisage a strong physical (or online, when needed) 

drama facilitation engagement for no more than 100 
learners who will be taking part in the programme.

»  We aim to provide children aged 7-20 years old with a 
programme that will give them necessary drama and 
theatre skills, while allowing them to express their 

creativity and deal with social, and emotional matters 
affecting them.

»  We intend to bring children, parents and their community 
together through talent showcases staged by the children 
in an accessible and engaging format.

For artists
»  The project has provided artists with training in the 

Afterschool Game Changer Playmaking Lessons Manual, 
equipping them with the necessary skills to work with 
children and to produce work with children. In this 
programme, it will further focus on and extend other theatre 
disciplines, including music, dance/choreography and script 
writing etc. The programme has also provided first aid 
training for four artist facilitators and one core facilitator.

»  To provide employment for four artist facilitators (and two 
core facilitators) throughout the duration of the programme. 

»  Soweto Theatre and ASSITEJ SA will contribute to 
thought leadership by providing types of knowledge 
creation in the theatre for young audiences for 
distribution in Southern Africa and within the Soweto 
township community in particular.
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Mission of ASSITEJ SA

Create access Support artists Empower education Connect and advocate

Description

Ensuring young people 
have access to drama 
development skills.

Staging a showcase by 
the children themselves, 
creating access for others 
(family, community etc.) 
to come and experience 
the theatre live.

Description

Creating employment for 
artists.

Training and developing 
facilitation and 
playmaking facilitation 
skills for artists.

Description

Training artists at 
the beginning of 
and throughout the 
Lits’omong programme.

Giving drama/
performance 
development skills to 
learners – this will aid 
those learners who are 
doing life skills or some 
form of creative arts at 
school.

Description

Promote an interest 
in theatre for young 
audiences in the Soweto 
area.

M&E measurement

The number of 
learners attending the 
programme. 

The rising number of 
interested learners who 
want to be part of the 
programme. 

The numbers of 
audiences present at the 
showcases.

M&E measurement

Four artist facilitators 
and two core facilitators 
contracted from March till 
June 2021.

Artists being trained and 
supported to facilitate 
sessions every week to 
groups of learners in the 
programme. 

M&E measurement

Artists would have grown 
their facilitation skills. 

Learner participants 
would have learnt about 
the playmaking process 
and how to stage their 
own showcases.

M&E measurement

Increased interest/
queries in TYA and T4Y. 

Participation of more/
new facilitators in other 
TYA/T4Y workshops, 
residencies or offerings. 

Those created by 
ASSITEJ SA and those 
created by Soweto 
Theatre.

PROGRAMMING1

1.4 Template for a Year-long Programme
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Project 
components Timeline Key activities and place where these occur where 

necessary
Responsible 
persons

Providing 
a drama 
development 
programme 
at Soweto 
Theatre

July 2021 No activity with children

Reporting by end week 16/07/2021

Tsholo Shounyane 
(TS)

August – 
November 
2021 

Learners come back

Roll-out of the drama development programme every 
Saturday. Either physical or online offering. 

Tsholo 
Shounyane, 
Thembile Tshuma, 
Soweto Theatre 
(Ntokozo Vilakazi/ 
Neo Letsoalo)

November 
2021

Rehearsal of showcases

All groups. Whether physical or online.

Training

Possible training of new facilitators. This would help us 
have a bigger pool of qualified facilitators to choose from 
where the need arises. 

They would be trained in the afterschool game-changer 
methodology, along with other theatre praxis and drama 
methodology to help create work with children.

This training does not have to be offered for free. 
Interested facilitators may be asked to pay for training and 
the money generated can go back into Lits’omong costs 
(i.e. go towards showcase preparation). 

Selection for training

The process may start with recruiting volunteers to come 
to Lits’omong any two Saturdays between August and 
November, and to remain at the theatre for all hours of 
both days. This is so that they may get an idea of the 
programme to possibly facilitate a small part of it, so that 
they may show some of their facilitation skills before being 
recruited to further training.

Tsholo 
Shounyane, 
Thembile Tshuma 
and three AFs

December

11 – 12 
December 
2021 

Continuation of showcase work.

2-hour showcase (x2 1-2 hour-min performances) for all 
four groups at Soweto Theatre.

CLOSE for the year.

Tsholo 
Shounyane, 
Thembile Tshuma, 
four AFs, Soweto 
Theatre

December 
2021

Reporting: Financial and Budget reports ASSITEJ SA to 
Soweto Theatre

PROGRAMMING 1
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Project 
components Timeline Key activities and place where these occur where 

necessary
Responsible 
persons

Providing 
a drama 
development 
programme 
at Soweto 
Theatre

January 
2021

Possible audition for new child members and participants 
to Lits’omong.

This will also depend largely on budget as we won’t be 
able to take on a new facilitator in any case.

This will also depend largely on the Covid-19 protocols as 
they become updated with time.

This will also depend on the number of learners who 
remain active in the programme. If some drop out, then 
others may be auditioned to take their place.

Soweto Theatre  
to advise

February – 
May 2022

Learners come back

Roll-out of the drama development programme every 
Saturday. Either physical or online offering. 

Tsholo 
Shounyane, 
Thembile Tshuma, 
Soweto theatre 
(Ntokozo Vilakazi/
Neo Letsoalo)

AFs

June 2022 Rehearsal of showcase Tsholo 
Shounyane, 
Thembile Tshuma, 
Soweto theatre 
(Ntokozo Vilakazi/ 
Neo Letsoalo)

AFs

July 2022 Monitoring and evaluation Tsholo 
Shounyane, 
Thembile Tshuma, 
Soweto theatre 
(Ntokozo Vilakazi/ 
Neo Letsoalo)

Tip
Create as many sections as needed. Divide up large sections if necessary. Most projects will have some 
elements of Logistics and Finances.
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Funders and partners Role Key activities Responsible persons

Soweto Theatre Funder 

Owner of project

Providing venues for 
facilitation, training and 
showcase.

Drawing up the contract 
with ASSITEJ SA.

Providing funding.

Aiding with logistical 
organising of the 
showcase.

Soweto Theatre (Ntokozo 
Vilakazi/Neo Letsoalo)

ASSITEJ SA Implementer 

Organiser of showcase

Sourcing new AFs 
needing to be trained if 
necessary and if possible

Drawing up contracts 
with AFs, making 
payments to AFs

Implementing 
programme (training and 
project management)

Staging showcase

Monitoring and 
evaluation

Reporting: Narrative and 
Financial reports

TT, TS with Soweto 
Theatre supporting with 
admin and marketing

IMAGE BY STORYSET ON FREEPIK
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Tip
»  Add as many as needed. Consider project activities and communications here.

PROGRAMMING1

Project communication

What needs to be 
communicated Timeframes/Dates Method of 

communication
Intended audience/ 
Content

Contracts July 2021 Email to Tsholo 

Tsholo and Khosi to 
double check end date 
of current contract and 
update to 31 July 2021 if 
need be.

ASSITEJ SA

Contracts to facilitators July 2021 Email 

Email 

ASSITEJ SA and 
SOWETO THEATRE

ASSITEJ SA and 
facilitators

Invoicing Monthly Email ASSITEJ SA and 
SOWETO THEATRE

Marketing of showcase November 2021

May 2022

Email 

Social media 

Press release? 

ASSITEJ SA and 
SOWETO THEATRE

Reporting: financial and 
narrative

December 2021

July 2022

Email ASSITEJ SA to SOWETO 
THEATRE
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Programme roll-out

Note: A few changes have had to be made due to 
the new budget which is now R350  000. We will 

now only have three facilitators because we only have 
three working groups.

Depending on the changing Covid-19 lockdown regulations 
and the new information around the virus, the programme 
will need to adapt and possibly move between physical 
and online offerings. The team will abide at all times by 

the government’s Covid-19 regulations and try to mitigate 
challenges and give the best programming possible 
despite these.

Some dates may need to change depending on when 
public holidays fall (months of September, March, April 
more especially). 

There are therefore three different scenarios we are 
looking at, depending on the Covid-19 pandemic.

Plan A: Physical offering
Scenario 1: Staggering of lessons and groups into terms

Dates and groups: All groups would come in on these days to their respective venues – separately.

2021

Term 1

Aug - Sept

6-week term

AUGUST

07/08

21/08

28/08

SEPTEMBER

04/09

11/09

18/09

Term 2

Oct - Nov - Dec

7-week term

OCTOBER

02/10

16/10

30/10

NOVEMBER

13/11

27/11

DECEMBER

04/12

11 & 12/12

Showcase

2022

Term 3 

Feb - Mar

6-week term

FEBRUARY

05/02

12/02

19/02

MARCH

05/03

12/03

19/03

Term 4

Apr - May - Jun

9-week term

APRIL

02/04

09/04

16/04

MAY

07/05

21/05

28/05

JUNE

11/06

18/06

26 & 26/06

Showcase
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Plan B: Staggering of lessons and groups by week

Dates and groups: Groups will only come in on the days allocated for them.

Dates and groups
August 2021 07/08 14/08 21/08 28/08

Group 1 and 2 Group 3 and 1 Group 2 and 3 Group 1 and 2

September 04/09 11/09 18/09 25/09

Group 3 and 1 Group 2 and 3 Group 1 and 2 Group 3 and 1

October 02/10 09/10 16/10 23/10 30/10

Group 2 and 3 Group 1 and 2 Group 3 and 1 Group 2 and 3 Group 1 and 2

November 06/11 13/11 20/11 27/11

Group 3 and 1 Group 2 and 3 All 

Rehearsal for 
showcase

All

Rehearsal for 
showcase

December 04/12 11/12 12/12 (Sunday)

All 

Rehearsal for 
showcase

All

Rehearsal for 
showcase

All

Showcase

Programme 

Breaks

2022
February 05/02 12/02 19/02 26/02

Group 1 and 2 Group 3 and 1 Group 2 and 3 Group 1 and 2

March 05/03 12/03 19/03 26/03

Group 3 and 1 Group 2 and 3 Group 1 and 2 Group 3 and 1

April 02/04 09/04 16/04 23/04 30/04

Group 2 and 3 Group 1 and 2 Group 3 and 1 Group 2 and 3 Group 1 and 2

May 07/05 14/05 21/05 28/05

Group 3 and 1 Group 2 and 3 Group 1 and 2 Group 3 and 1

June 04/06 11/06 18/06 25/06 26/06 (Sunday)

All

Rehearsal for 
showcase

All

Rehearsal for 
showcase

All

Rehearsal for 
showcase

All

Rehearsal for 
showcase

Showcase: End 
of financial year

July Reporting 

Monitoring and 
evaluation
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Plan C: Alternative  
online offering

WHATSAPP ENGAGEMENT

This may need to be a more age-specific and targeted 
programme. Most of the activities will take place in the new 
separate groups created for each age group. 

NB: It will be essential for learners to be able  
to watch videos (either on a phone or laptop),  

create videos and send them back to be collated into an 
online showcase. We will use WhatsApp communication 
for the most part.

Group 1: 7 to 10 years old
»  Written, audio and video tasks will be sent to the group. 

The learners will read, watch or listen to the activity and 
complete their own unique version of the task. These will 
be sent back and forth weekly.

»  Links and documents sent with educational materials that 
learners can complete and take part in.

»  Storytelling engagement that the learners can watch and 
be part of.

Group 2: 11 to 14 years old 
»  Written, audio and video tasks will be sent to the group. 

The learners will read, watch or listen to the activity and 
complete their own unique version of the task. These will 
be sent back and forth weekly. 

»  Links and documents sent with educational materials that 
learners can complete and take part in.

»  Dance, mime and physical theatre may be offered to this 
group.

Group 3: 15 to 20 years old
»  Written, audio and video tasks will be sent to the group. 

The learners will read, watch or listen to the activity and 
complete their own unique version of the task. These will 
be sent back and forth weekly. 

»  Links and documents sent with educational materials that 
learners can complete and take part in.

»  Dance, mime and physical theatre may be offered to this 
group.

»  This group may be more open to video calls and group 
engagement online (e.g. Zoom or Google Teams) as most 
of them have personal cellphones and they have their 

own WhatsApp group already set up for communication. 
This would make it easier for us to have more of a focused 
workshop and training programme with them online, 
while working towards their showcase.

Online showcase: this will take 
the form of a speech programme 
presentation
Learners will work either individually at home or in groups. 
Those learners who are either living together or are nearby 
may choose to team up on their offering. The group work 
may only happen in environments where all Covid-19 
protocols are observed.

An overall theme will be chosen for showcase work. 
Either the showcase videos will be conceptualised and put 
together via age group or the entire showcase will have 
one theme that all learners will contribute to in one show.

Throughout, they will prepare either a scene, poem, 
song, monologue, mime or dance piece that they would 
like to contribute to the showcase – working either alone 
or in groups. The learners will then send in their complete 
video of their offering – they will be guided throughout 
this process. All videos will be synchronised and edited 
together in a way that makes sense for the theme and 
programme. Even though learners are working on their 
own, their scenes will be well-planned with editing in mind. 
An example of a video will be sent to Soweto Theatre in 
due time.

Challenges to be addressed: 
»  Data costs may cause difficulties for some of the learners 

to participate. Their membership fee of R330 may not be 
enough?

»  Younger learners will have to be supported by their 
parents throughout the roll-out of the programme if group 
activities remain suspended. Some parents are resistant 
or not involved.

»  Not all older learners may be able to participate, if they 
do not have access to a phone that can at least send and 
receive videos.

»  What can we do to mitigate these risks?
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1.5 Identifying the  
Human Resources Needs  
to Implement and Manage 
the Programme
There will need to be a programme manager or a team 
to oversee the various programmes and projects that a 
Community Arts Centre will offer.

A programme manager is tasked with overseeing all 
the projects/events within the programme – to ensure 
it achieves its outcomes. The programme manager 
oversees all the projects that are linked through a common 
organisational goal – collectively called a programme.

Programme management is the mapping out and 
scheduling of all projects, events and schedules to be 
completed in alignment with the community centre’s goal. 
The goal may depend on the type of community centre 
and/or the community it serves. A programme manager is 
therefore the one tasked with the role of implementing the 
centre’s strategy and how to delegate all the programmes 
and projects appropriately.

The programme manager might therefore do a number 
of the following:
»  Work with project managers to plan project schedules, 

budgets, and goals
»  Collaborate with the director/executive 

management and/or the stakeholders and funder/s 
to help achieve an organisation’s goals and come 
up with new strategies

»  Facilitate communication across different projects 
and cross-functional teams

Depending on the type or scope of the 
programme, various other roles could be 
identified to support the roll-out. For example, 
the manager would be overseeing the 
programme in its entirety, but may require others 
to step into various roles, for example, facilitators 
to lead workshops (for an after-school’s 
programme), or a director for a production.

Common roles in a Community Arts Centre could  
be the following:
»  Director
»  Programme manager
»  Project manager (for specific projects)
»  Administrator
»  Finance manager
»  Facilitator
»  Office assistant/intern

Sometimes the director is also the programme manager. 
Sometimes there is one person who is both programme 
and project manager. Sometimes these responsibilities are 
shared amongst a team.

IMAGE BY STORYSET ON FREEPIK
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2. Project Management
2.1 What is the definition  
of a project?
A project is a task that needs to be completed to realise a 
particular outcome. Every project has a beginning and an 
end; a logical sequence of steps or activities (sequence) 
is required to get from start to finish. Projects consume 
resources (time, people, and money) that are available 
to support the project work. Final results are based on 
the specific goals. Projects must follow a planned and 
methodical approach to achieving their objectives. Projects 
usually require a team of people to get the job done. Every 
project is unique. 

A project can also be described as a series of inputs 
to determine measurable outputs in order to achieve a 
specific goal. 

Projects will be different in scope or size; the total 
amount of work that needs to be done to complete the 
project will be determined by the aims and objectives of 
the project. 

Within the context of Community Arts Centres,  
a project can take the form of the following: 
»  A once-off event
»  A festival taking place at a specific time 
»  A production/show targeted for a specific audience
»  A touring production of a show – nationally or 

internationally
»  A long-term project which can run over a longer period 

or be repeated every year, such as ongoing after-school 
classes, holiday programmes or a craft studio. However, 
once a project becomes ongoing, we generally refer to it 
as a programme of activity.

2.2 What is project 
management?
Project management is the use of skills, experience, 
training and manpower, to carefully plan and carry out 
specific tasks in an organised and ordered manner so that 
the aims and objectives of the project are reached in the 
timeframe and with the budget that is given.

“ Operations keeps the lights on, 
strategy provides a light at the end of the 
tunnel, but project management is the 
train engine that moves the organisation 
forward. ” 
– Joy Gunz

A project is successful if it achieves the agreed-upon 
objectives within the agreed-upon timeframe and budget.

2.3 Project Management 
Terminology

» Accountability: in project management, this 
generally refers to the ownership of the outcomes. 

It is the obligation of an individual or organisation 
embarking on a project to account for its activities, take 
responsibility for them, and be transparent about the 
results. This is particularly true for non-profit organisations 
where they need to account for the funding the project 
has received.

» Assumptions: these are the things that the 
project management team believes to be true at 

the start of a project. It is important to make assumptions 
as visible as possible, and to challenge assumptions if 
they may in fact not be true.

» Change control process: this is the process of 
controlling changes that occur in the project to 

avoid scope creep (when the project team has to include 
more tasks and milestones because of changes and 
adaptations within the project).

» Deliverables: everything that needs to be 
bought, hired, built or provided so that the project 

can be successful.

» Exclusions: the things that the project will not 
attempt to do.
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» Indicators: these are the measurable results 
that can be used as an index or evidence to 

evaluate if the project is moving in the right direction 
guided by the objectives, and if it yields the results 
expected by the organisation and the donors. Indicators 
need to be reliable, precise and appropriate to the project. 
They can take different forms: activity, result or impact. 
Qualitative or quantitative. Indicators need to relate back 
to a baseline assessment to make sense.

» Input: everything physical or non-physical that 
we use to implement the project, i.e. staff, time, 

finance, hardware, office space, transport, venue, lights, 
sound etc. 

» Milestones: these are tools to mark specific 
points along a project timeline. These points may 

signal anchors such as a project start and end date, or a 
need for external review or input and budget checks. They 
are generally linked to deadlines.

» Outputs: the measurable results after the 
successful completion of a project when all 

planned tasks and activities are accomplished and project 
deliverables are produced. Outputs are concrete.

» Outcomes: the measurable results after the 
successful completion of a project when all 

planned tasks and activities are accomplished and project 

deliverables are produced. The outcomes are the results 
achieved after a period of time. Outcomes can be short-
term, medium-term or long-term.

» Project sponsors: they are the stakeholder pool 
providing resources and support to the project. 

They may have a say in how the project rolls out. They 
may include financial sponsors, media sponsors, in-kind 
sponsors and partnerships, which could be promotional in 
nature, but could also be broader.

» Project viability: the likelihood that the project 
can be successfully developed and provide the 

outcomes, products and/or services required for the 
period stated in the project plan.

» Risk mitigation: to prevent or reduce the 
likelihood of the risk happening.

» Stakeholders: those with an interest in your 
project’s outcome. They are individuals and/or 

organisations who are actively involved in the project, or 
whose interests may be positively or negatively affected 
as a result of project execution or successful project 
completion. They have something to gain (or lose) from 
your project’s outcome. 

» Tasks: all the jobs within the project that need to 
be done in the right order and on time so that the 

project can be successful.

Internal stakeholders External stakeholders

Project team Funders

Organisation Partners – other people/organisations involved in the project

Governing body Community – could be direct or indirect beneficiaries

Government (local, provincial, national)

Suppliers – those who are earning from the project

Participants – those directly involved

Media – those interested in communication around the project

Beneficiaries – direct and indirect

General public – drawn to the project as audience or onlookers
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2.4 Templates and Tools  
for Planning a Project 
Understanding project constraints:  
Scope, Cost and Time

Scope
Scope refers to the goals, deliverables and 
tasks that must be completed to achieve the 

project’s goals. It is the total amount of work that needs to 
be done. It is crucial to the project planning process.

Cost
Project cost is the total amount of money 
required to complete a project. Costs can 

determine your budget for the project or be limited by the 
budget. Costs might include operational costs such as 
salaries for employees, and money for equipment, tools, 
office space, and other resources. 

It is important to determine up front what costs are to be 
included in the budget and what costs will be covered by 
other budgets. Determining what elements are required 
allows for clarity. Resources can also be donated or shared, 
but these should still be costed since they have a value, 
which should reflect in the budget. 

Time
Time is how long it takes to complete specific 
tasks in a project, and the whole project itself. 

This constraint is also called the schedule. An expanded 
scope can increase timelines. So can a decreased budget 
– for example, if a team member is removed from the team 
due to budget constraints, it can take longer to do the tasks 
that have been allocated to the project. 

However, sometimes time is very precisely determined 
and is not able to be changed. For example, a funder 
may make demands about when a project needs to be 
completed by and reported on; the availability of people 
and resources within the project may be very specific; 
certain times of year may link to the purpose of the project 
(for example, a holiday programme cannot take place 
during the school term), etc. Therefore, time can be either 
flexible or inflexible within a project design.

2.4.1 Project  
Management Triangle 
A Project Management Triangle is a tool used as a visual 
reminder of the impact decisions will make on other parts 
of your project. It’s critical to plan, manage, execute, and 
monitor a project’s cost, schedule, and budget. The triangle 
shows that affecting one constraint will mean adjusting one 
or both of the others in order to maintain the quality. Project 
managers must oversee all three of these constraints in 
order to complete a project successfully. 

2.4.2 How does the project 
management triangle work?
A community arts organisation has been asked to present 
a once-off event for a team-building exercise, at the last 
minute. The producer has asked for the organisation to 
put something together; an emphasis has been placed on 
“Fast, cheap, good”.

If you prioritise time, you’ll tend to get the project done 
fast. However, either the scope can’t be nearly as large or 
you’ll have to request more money to try to accomplish your 
work in less time.

If project cost is your top priority, you’ll probably finish 
under your project budget. But you could impact the 
quality, since you’ll either be employing fewer or cheaper 
people (or both).

If you focus on scope, you’ll likely create a high-quality, 
feature-rich product – though you might risk delaying the 
performance deadline and going over budget in order to 
incorporate all the bells and whistles. 

Project management triangle 
The project management triangle is a useful concept for 
project managers for the following reasons:
»  It helps to see how changing one project constraint will 

affect other constraints.
»  It helps mitigate risk. 
»  It helps think through the project plan and identify priorities.

Scope

Quality

Time Cost
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Case Study
Kwasha Theatre Company Tour: The Kids from Amandla Street  
to schools in August and September 2022

PROJECT MANAGEMENT2

Example A: All three  
constraints are well balanced 
This is an example of a good project plan. 
Kwasha, a theatre company run collaboratively by 
Windybrow Arts Centre and the Market Theatre Laboratory, 
are presenting a new production for young audiences, The 
Kids from Amandla Street, which will tour to primary schools 
from 18 August – 15 September in the Gauteng Province. 

The play, written by Lereko Mfono, explores themes 
of friendship, xenophobia, and identity. Quoted from the 
Market Theatre Foundation press release, “It invites the 
audience into the world of Obi, Jimmy, Palesa and Lillian, four 
youth living in Amandla Street in inner-city Johannesburg, 
navigating their way through an environment that offers 
comfort and joy, but also quickly becomes a place full of 
prejudice, racism and fear. Within the complexity of the street 
they think of as home, the kids who live there seek to lead 
whole-hearted lives and dream big dreams. They are put in a 
situation where they must come up with their own solutions 
and decide on their personal values and actions, even when 
these are at odds with the authority figures in their lives.

“The Kids from Amandla Street was originally developed 
through ASSITEJ SA’s African Youth Theatre and Dance 
Festival programme, in association with New Visions New 
Voices at the Kennedy Center, the University of Maryland, 
Artscape Theatre and Soweto Theatre. The subject matter 
resonates with the experiences of young people living in 
present-day South Africa.” 

The production is suitable for children aged between 
the ages 10-12 years, Grades 4-6. Duration of the show 
is approximately 50 minutes. There will be a post-
performance discussion aligned with the Life Orientation 
curriculum, to engage the audience in a conversation about 
who they are and how they see others. 

Well-balanced tour scenario: 
»  Week 1: The production will perform at the Ramolao 

Makhene Theatre for four days
• Grade 4 & 5 learners from 10 schools from 

Johannesburg inner city and surrounds

• Learners will be bussed and catering provided  
after the Q&A

»  Week 2: The production will travel to five Soweto schools
»  Week 3: Four Ekurhuleni-based schools and one 

performance at the Sibikwa Arts Centre 
»  Week 4: Travel to five schools in Soshanguve  

Township, Pretoria

There is adequate budget to cover the above scenario.  
This allows for adequate time for the preproduction 
process, which includes:

Preproduction: May/June
»  Booking of rehearsal venue for four weeks 
»  Liaising with various schools on the school tour
»  Confirming performers’ availability and contracting  

of creative team (designers/stage managers)
»  Set design/costume design and sourcing/building thereof
»  Production meetings
»  Negotiate costs
»  Following procurement procedures 
»  Rehearse for four weeks
»  Brand development/designing of posters/send out invites 

to various schools in the designated region
»  Confirm bookings from the various schools
»  Plan logistics and routing to the various schools
»  Allow time to negotiate sponsorship for transport of  

children from the various schools, to and from the  
venue, or to travel to various venues

»  Monitor and evaluation assessments to be drafted for 
distribution after every school performance. Children to 
complete the form after every Q&A, for the purposes of 
evaluating the impact of the performance and the message.

»  Book accommodation for cast in Pretoria for week four

Production
»  Schedule to and from each venue
»  Ensure time to set up and rehearse
»  Children are bussed to the Market Theatre as per week 

one schedule
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»  Discussions are had after every performance 
»  Catering provided for all the children in week one
»  There is time for community-impact studies in each 

workshop
»  Monitoring and evaluation is completed after every 

performance. 
»  Arrangements for the Pretoria performance are put  

in place 
»  The transition between Johannesburg and Pretoria  

is timeously planned
»  Completion of the monitoring and evaluation document

Post-production
»  The show finishes
»  Everything is struck (set and props are removed from the 

performance space) and returned to storage
»  Collection and analysis of the information received from 

the M&E process

The report on the tour, detailing the expenditure, the 
schools, impact of the process. 

Example B: Same scenario however 
parameters have changed 

Budget has been halved, the cast are only available  
for three weeks, so the timeframe has been reduced  
and the Ramolao Makhene Theatre is no longer available 
for week one. The dynamics of the project shift. 

»  Week 3: One performance at the Sibikwa Arts Centre and 
bus two schools in from the surrounding area

»  Week 4: No longer possible

This allows for adequate time for the preproduction 
process, which includes:

Preproduction: May/June
»  Booking of rehearsal venue for two weeks
»  Liaising with various schools on the school tour
»  Confirming performers’ availability and contracting  

of creative team (designers/stage managers)
»  Set budget has been cut
»  Production meeting
»  Negotiate costs
»  Follow procurement procedures timeously
»  Rehearse for two weeks
»  Brand development/designing of digital posters only/send 

out invites to various schools in the designated region
»  Confirm bookings from the various schools
»  Plan logistics and routing the various schools
»  Limited time to negotiate sponsorship for transport of 

children from the various schools, to and from the venue 
or to travel to various venues

»  Monitor and evaluation assessments to be drafted for 
distribution after every school performance. Children to 
complete each form after every Q&A, for the purposes of 
evaluating the impact of the performance and the message

Production
»  Schedule to and from each venue
»  Time to set up and rehearse
»  Children are bussed to Sibikwa Arts Centre in Benoni
»  Discussions are had after every performance 
»  There is time for community-impact studies in each 

workshop
»  Monitoring and evaluation is completed after every 

performance

Post-production
»  The show finishes
»  Everything is struck (set and props are removed from the 

performance space) and returned to storage
»  Collection and analysis of the information received  

from the M&E process
»  The report on the tour, detailing the expenditure,  

the schools, impact of the process

»  Week 1: The production will travel to four schools in the 
inner city. 
• Only Grade 4 & 5 learners from four schools from 

Johannesburg inner-city schools will see the 
performance. No catering will be provided 

»  Week 2: The production will travel to five Soweto schools

Scope

Quality

Time Cost
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Task
Identify what has changed between the two scenarios. 
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What does this mean, what can be 
determined by the change and how 
does this impact the project? 
»  Less time to rehearse may affect quality of the 

performance.
»  Do not have to cater in Johannesburg; do not have to 

include catering in the planning. 
»  Less time to negotiate with service providers, which may 

increase the costs. 
»  Now that funding has been reduced, it reduces the 

number of performances, therefore there is less impact.
»  The cast do not get a full touring experience. 
»  Set budget has been cut, so not able to travel with a set. 

Need to look at a reduced version, impacting quality. 
»  Now that the performance at the Ramolao Makhene 

Theatre will no longer happen, the cast have to travel to 
the various inner-city schools. Additional logistics and 
planning is required. 

»  In the East Rand, the show was meant to perform at five 
schools and at Sibikwa, with the budget cut, there are 
fewer performances overall.

Risks
»  The budget being halved may impact the execution  

of the project. 
»  Some schools were expecting a performance, but  

with the budget cut, it is not possible, so there is a 
possibility of reputational damage and disappointment 
from the learners. 

»  The schools may be less likely to support future 
productions organised by the Market Theatre/Windybrow 
Arts Centre. 

»  May not be able to transport the desired number of 
learners, which means less reach and less impact.  
Funders may not be happy with the project.
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Identify any additional risks which may be incurred by the 
reduction of time and budget in the two examples above. 
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Windybrow Arts Centre houses the Kwasha Theatre 
Company. Here are images of the centre and a 
scene from The Kids from Amandla Street, written by 
Lereko Mfono and directed by Sibahle Mangena.
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2.4.3 Understanding  
the Scope of a Project
It is important to determine parameters of the project 
to control/assess the input required to achieve the 
measurable outputs in order determine the value/impact  
of the outcome. 

The difference between inputs, outputs and 
outcomes in project management is described 

below. Remind yourself of the definitions on page 28.

For example, 
An NPO has received funding to train teachers in 

curriculum-based programmes in Beaufort West. The 
organisation has implemented arts as the method training 
programme for 12 teachers in six schools in Beaufort West for 
a period of 12 months. Six facilitators will be employed to work 
with 12 teachers on a weekly basis. The aim of the training is 
to support the teachers to use creative arts as a methodology 
for approaching subjects like maths, science, history etc.

Input
Six facilitators will be assigned to train teachers in six schools 
for 12 months. Training will be a free service to the schools as 
the costs of the facilitators will be covered by the funder. 

Output
12 Teachers are trained in using arts as method in six 
schools. Workbooks about using arts as a method in the 
curriculum will be created. Lesson plans are created using 
arts as method.

Outcome
Six unemployed facilitators in Beaufort West will be given 
part-time employment over a 12-month period. Teachers 
will be upskilled to teach using the arts as method and 
the children will be exposed to new methodologies, which 
should have a positive impact on their schooling, as the 
teachers will be thoroughly trained in how to approach the 
subject matter in impactful ways. These are the short-term 
effects of the immediate outputs.

The school will benefit from the free training (short-term) 
and will become more innovative over time (long-term).

Project outcomes are results that occur from the 
initiation of the project onwards. These may be the changes 
to a policy or the upskilling of a number of unemployed 

PROJECT MANAGEMENT2

people in a community. They can take various forms, and 
sometimes they can happen unintentionally. Outcomes 
can be positive or negative; they are valuable as they can 
determine deliverables which are necessary to define the 
purpose and goal of the project. 

 

2.5 Determining 
the Scope of a Project
A simple and effective tool used to determine the Project 
Scope is the 5W1H method.

Who? What? Where? When? Why? How?

5W1H is a method used to provide clarity, understanding and 
an outline of a project. It helps to determine what is required 
(input), what needs to be achieved (output), who is involved 
and what the desired outcome is. This method is generally 
used in the pre-planning phase of a project, but it is also 
an effective tool used to report on the project’s progress to 
funders, stakeholders, senior managers and staff.
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WHAT? 
»  What is expected by the stakeholder/s?
»  What are the deliverables? 
»  What are terms and conditions specified in the 

memorandum of agreement ( MOU)/contract 
between the funder and the recipient/beneficiary? 

»  What type of project is it? (Festival, community arts 
programme, once-off event?) 

»  What are the roles and responsibilities of the 
organisation for the project? 

»  What are the aim and objectives of the project?
»  What is the expected/desired outcome? 
»  What is required/needed to make it happen? 
»  What are the costs involved to make it happen? 
»  What are the parameters of the project?
»  What are the planned activities in the project? 
»  What are the organisation’s procurement 

procedures? 
»  What are the organisation’s policies and processes? 
»  What tools will be used to monitor progress/impact 

of the project? 

WHO? 
»  Who are the stakeholders involved?
»  Who is providing the budget/costs/funding?
»  Who are the direct beneficiaries of the project?
»  Who are the role players required in making the 

project happen?
»  Who is doing what?
»  Who else can potentially benefit from the project  

on a long-term basis?
»  Who are the potential service providers? 
»  Who will be advertising? 
»  Who could make free/voluntary contributions towards 

the project through products or services? 

WHEN/WHERE?
»  When will funding be distributed? At what points in the 

project?
»  When/where will the project start/take place? 
»  When/where will the preparations for the project take place? 
»  When/where will monitoring and evaluation take place?
»  When are the reports due? 

HOW? 
»  How much budget will be given?
»  How will the budget be distributed? (Lump sum or in 

phases?)
»  How much time do we have? 
»  How much time is required? 
»  How many people will be benefitting from the programme? 
»  How many people do we need to execute the project?
»  How will the project be implemented?
»  How do we measure the outcomes? 

WHY? 
»  Why is the project important to the funder? 
»  Why is the project important to the organisation (how 

does it link to the vision/mission of the organisation)?
»  Why is the project important to the stakeholders 

(participants, beneficiaries, audience, partners)?
»  Why do certain procurement procedures need to be 

followed? 
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Case Study
Zwakala Festival

The Market Theatre Foundation runs the annual Zwakala 
Festival; it is a community theatre development programme. 

The South African Cultural Observatory included an 
article on their website titled “The Spirit of the Zwakala 
Festival Rejuvenated”.

“The 26th Zwakala Festival has been given a new lease 
on life with a vision that will reach out to more artists 
and audiences. The revamped Zwakala Festival is also 
more attractive to its funders, the Department of Arts and 
Culture, with whose support through the Arts Incubator 
Programme, the festival is being relaunched in an exciting 
new format. Over more than two decades, the Market 
Theatre Foundation’s Zwakala Festival has discovered and 
groomed young artists from under-developed and under-
resourced communities through a strategic community 
theatre development programme.

“The Zwakala Festival is known for unearthing and 
refining creative gems from the community theatre sector 
and for propelling these productions to platforms where 
they earn both recognition and acclaimed awards”, says 
Zama Buthelezi, the Market Theatre Foundation’s Brand 
and Communications Manager.

From the 2017 Zwakala Festival, Isithunzi went on to 
scoop the Best Production Award at the 2017 National Arts 
Incubator Trade Fair. Dikakapa (2018) and Tau (2016) won 
the Standard Bank Ovation Awards at the National Arts 
Festival Makhanda (formerly Grahamstown).

The Zwakala Festival pioneered a template for several 
other community festivals across the country.

“Community theatre festivals are a creative barometer of 
the social, political and economic tensions in South Africa. 
The productions reflect and mirror what is happening in 
South African communities. It brings to the surface what 
young people are grappling with in their communities and 
in their daily lives”, adds Zama.

This year, the Zwakala Festival will introduce an exciting 
innovation with the appointment of a Resident Festival 
Director who will develop and strengthen the scripts, 
intensify the fieldwork programme and offer intensive 
guidance regarding the directing and staging of the 
shortlisted productions.

“The Market Theatre Foundation is delighted to 

announce the appointment of Themba Mkhoma as the 
inaugural Resident Festival Director. This is a challenging 
role, but the Market Theatre Foundation is confident that 
with his vast skills and knowledge, the Zwakala Festival will 
be elevated to become a dynamic celebration of the work 
by emerging theatre practitioners”, added Zama.

Themba holds a Master’s Degree in Drama Therapy, an 
Honours Degree in Applied Drama and a Higher Diploma in 
Education, Training and Development. He is the first black 
male in Africa to train as a Drama Therapist. Themba is also 
a writer, and theatre and film director who specialises in 
Drama Therapeutic Reflective Practice, which is the art of 
using drama processes to interrogate or to create dialogue 
about any professional practice.

As a Performing Arts Development Practitioner, his 
processes include Soft Skills Training for artists. Themba 
has worked as a fieldworker for the Market Theatre 
Laboratory for more than ten years. From June 2017 to date, 
he has also been an associate lecturer at Drama for Life, 
a unit at the University of the Witwatersrand that brings 
together the disciplines of Applied Drama and Theatre 
within the context of critical reflexive praxis.

The revamped Zwakala Festival will kick off with a series 
of development phases commencing this month. The full 
festival will take place during 3-5 October, when eight 
productions will go through intensive workshops, and four 
productions will be presented over five days.

The changes to the Zwakala Festival will allow for new 
mentees to interact with professional counterparts in an 
enabling environment that will nurture and systematically 
develop their productions. The Zwakala Festival is 
made possible by the Department of Arts and Culture’s 
Incubation Programme, which supports a national strategy 
aimed at boosting the level of fresh young talent in the 
theatre industry and bringing about more local content on 
South African stages.

Applications for the 2018 Zwakala Festival are now open. 
Correspondence for booking showcase performances 
and further logistical enquiries about the festival can 
be emailed to the Festival Coordinator, Sipho Mwale, at 
siphom@markettheatre.co.za.”

22.08.19
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Applying the 5W1H Method
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Scenario
The Zwakala Festival will host a rollout of a Community 
Arts Development Project run in the month of October. The 
festival is centred around themes of addressing gender-
based violence in communities. There are two phases to 
the project.

Phase 1: Writing and creation of content. This is a three-
month development project where writers are selected to 
workshop and create content for their scripts within their 
organisations. Fieldwork will be done in the community 
spaces to work with the companies in the development of 
their plays.

 
Phase 2: The festival aims to showcase 10 one-act 
productions of 50-70 minutes over a period of three days; 
discussions and workshops are to be included. The plays 
are to be produced and directed by young artists between 
the ages of 18 and 45. 

Transport budget to and from the venue will be provided for 
during the technical set-up and performances. Lunch and 
supper will be provided during the week for all participants. 

All expenses to be channelled through the Market Theatre 
Foundation. 

Expenses will be managed by the Market Theatre Project 
Coordinator. 

It is important to note that the participants of the festival 
comply with national regulations: 
»  Registered NPO/Organisation/Foundation or Company
»  Registered on the CSD 
»  Valid Tax Compliant Certificates
»  Able to provide a letter of Good Standing
»  Able to provide BEE Certificate

The recipient MUST appoint service providers registered 
on the national CSD (Central Supply Database) and will 
therefore be required to work with the Market Theatre 

supply chain officer within the procurement office. This  
is with regards to transport specifically. 

Whilst the main objective of this project is to stage 10 
productions, in addition, the Market Theatre would seek 
to reach further objectives, namely: 
»  Awareness and education around gender-based violence; 
»  Involvement of youth and local communities in community 

development projects; 
»  Youth empowerment;
»  Upskilling and providing opportunities; 
»  Contribution to arts and culture within the local 

community;
»  Brand awareness; 
»  Seek to promote positive social activities and to help 

steer the youth away from the negative ones; 
»  It is important to monitor the process and impact of  

the projects.

Using the scenario above, apply the 5W1H method, 
and compile a table detailing the roles and 

responsibilities, the actions, timelines and other details 
under the various headings. See the next page.

WHEN?

WHY?

WHAT?
WHO?

WHERE?

HOW?
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WHAT? 
WHO? 

HOW?

WHY? 

PROJECT MANAGEMENT2

WHEN/WHERE?

Specify the roles 
Example: Who is the funder? 
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2.6 Criteria for Determining 
the Success of a Project 
The three main categories of success criteria for a project 
are time, cost, and scope. It is safe to call your project a 
success if you are able to finish it on time, within budget, 
and within its stated scope. However, it’s a good idea to  
be a little more specific when defining your criteria.

2.7 Creating an  
Effective Project Plan 
The initiation process is crucial because this is the place 
in the process of project management where everything 
begins. This is clearly demonstrated in the success of a 
plan. This process is primarily about bringing everyone 
together to share the information necessary for project 
planning and implementation success. All information 
collected should be organised into a project initiation 
document or project charter. There are six main steps  
in gathering this information: 

Step 1: Identify the 
stakeholders and 
beneficiaries 

WHO? Who are the stakeholders and the beneficiaries?
»  The Department of Arts and Culture and Market Theatre 

are the stakeholders;
»  Young participants (artists) involved in the mentorship 

programme in the community; 
»  Participants of the festival;
»  General public (audience);
»  The Market Theatre will host the festival at the Market 

Theatre;
»  Fieldworkers will be appointed to work with community 

arts organisations. 

Step 2: Set and  
prioritise the goal
WHAT ? 

»  It is a mentorship programme followed by a festival.
»  Aim: To increase the level of new young talent in the 

theatre industry and to introduce more local content on 
South African stages.

»  Objective: The festival aims to showcase 10 one-act 
productions of 50-70min over a period of three days; 
discussions and workshops to be included. The plays  
are to be produced and directed by young artists 

between the ages of 18 and 45.
»  What is the desired outcome? X number of artists are 

mentored, Y number of artists are employed, Z number  
of audience members are reached.

»  The constraints include the time period, the number of 
productions that can be accommodated, the number  
of people who can be paid according to the budget,  
the spaces available for the programme, etc.

Step 3: Define  
deliverables
WHY? 
»  Awareness and education around gender-

based violence; 
»  Involvement of youth and local communities in  

community development projects;
»  Youth empowerment;
»  Upskilling and providing opportunities; 
»  Contribution to arts and culture within the local community;
»  Brand awareness;
»  Seek to promote positive social activities and to help 

steer the youth away from the negative ones;
»  It is important to monitor the process and impact  

of the projects.

HOW? 
»  Funded by the Arts and Culture incubation project;
»  The recipient MUST appoint service providers registered 

on the national CSD (Central Supply Database) and will 
therefore be required to work with the Market Theatre 
supply chain officer within the procurement office. This  
is with regards to transport specifically;

»  The Market Theatre to provide the venues;
»  How is the impact measured, what is the process and  

how do we evaluate? 

Step 4: Budget planning 
 for a project
A project budget is the estimated total cost 

required to complete a project over a defined period of 
time; it is the machine that drives the project. This budget 
is used to estimate the cost of the project for each phase of 
the project. Creating a project budget is an important part 
of the project planning process; it is a tool for managing 
project costs.

The budget is used as a basis for measuring performance 
in tracking actual costs after the project has started.
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There is a difference between a budget and a budget 
forecast. 

Definitions:
A budget is a detailed statement of expected 

revenues and expenses that quantifies management’s 
plan for achieving the company’s desired goals over 
a specified period of time. Budgets allow you to turn 
your project plan of action into estimates of expenses, 
allocations and income. They assess the feasibility of your 
vision and provide a baseline against which to compare 
actual performance.

A forecast budget is an estimate of future 
outcomes that measures where a project is 

headed during the forecast period. Forecasts are strategic 
and help productions/projections realise their growth 
plans. Financial forecasts help model different scenarios 
and assess whether a company/project achieves its 
strategic growth plans/objective.

When the funding proposal is done for the project, the 
budget forecast submitted for approval may look slightly 
different and less detailed than a budget breakdown used 
during the project. 

A budget for a festival will be different from a budget for 
a once-off event; the resources, parameters, and funding 
will be different for each project, but the process will remain 
the same. For each activity, resource, and employee, an 
expense must be assigned to an allocation; this is called 
a line item. The budget should be realistic and based on 
costs from previous experience.

Using the Zwakala Festival scenario, let’s extract what we 
already know and jot down notes.
»  Two phases to the project.
»  Phase 1: Fieldwork – run over three months prior to the 

festival with a clear set of objectives. 
»  Phase 2: The festival – run over a three-day period. 
»  The budget for the fieldworkers would be very different to 

the festival budget. 

Think through the budget carefully. Jot down notes 
and important information that will help you to 

define the project clearly. 

PROJECT MANAGEMENT2

How do we translate that into a budget? 
Every activity needs to be accounted for. Think through 
what needs to happen. This will help you with your project 
planning. Make sure that each aspect of the project plan 
has linked line items in the budget.

Notes
Phase 1: Script development 
•  Fieldworkers to travel to 10 community arts 

organisations over a 3-month period prior to festival. 

•  How many fieldworkers? Depending on budget, is it 
cheaper to appoint more fieldworkers from the various 
communities or to have fewer fieldworkers travel? 

• What is the cost of travel?

• What are the distances between organisations? 

Phase 2: Festival week
•  We have to do technical rehearsals in the theatre 

for 10 productions prior to the festival. How many 
rehearsals can we do in a day if each production is 
given 3 hours? One production before lunch, one 
after lunch, one after supper. We will need three days 
in total, on one of the days we will have to work 
extremely long hours. 

•  There will be overtime expenses for technical staff. 
Will need to take this into consideration. 

•  Late-night transport will be required for staff and 
artists. 

•  Lunch and supper to be provided. 

•  Cost of travel on a daily basis? Are we arranging a 
pick-up point? 

•  Each performance is 1 hour; we will need three days 
of performances including an opening and closing 
ceremony. 

•  What are we providing for the winner? Will there be 
catering for this event? 

•  How many participants in total? Need to confirm 
numbers 

•  How many audience members can we draw in if we 
assume all participants attend other productions?



PROGR AMMING AND PROJECT MANAGEMENT |  41

PROJECT MANAGEMENT 2

Basic example of a budget 
(Not the actual budget used for the festival)

Name of project Phase 1 – Fieldwork Notes
Start date 1st July
End date 30th September 
Community centres are based in the Gauteng Province. Each fieldworker to work two days a week with each organisation
Centres are based in Vosloorus, Daveyton, 2x Soweto, Katlehong, Alexandra, 2x Thembisa, Soshanguve and Mamelodi 
2 Fieldworkers in Pretoria 
1 Fieldworker for Katlehong and Vosloorus (will travel) 
1 Fieldworker to work 2x Soweto-based organisations (will travel) 
1 Fieldworker for 2x Thembisa (will travel) 
1 Fieldwork in Daveyton
1 Fieldwork Alexandra

Allocation QTY  Per site visit  Weekly cost Weeks  Per month cost  Totals 

Wages

Soshanguve fieldworker 2  R900,00  R1 800,00 12  R21 600,00 

Mamelodi fieldworker 2  R900,00  R1 800,00 12  R21 600,00 

Katlehong and Vosloorus fieldworkers 4  R900,00  R3 600,00 12  R43 200,00 

Soweto fieldworker 4  R900,00  R3 600,00 12  R43 200,00 

Thembisa fieldworker 4  R900,00  R3 600,00 12  R43 200,00 

Alexandra fieldworker 2  R900,00  R1 800,00 12  R21 600,00 

Daveyton fieldworker 2  R900,00  R1 800,00 12  R43 200,00 

Project coordinator 5  R-  R2 300,00 12  R43 200,00 

Ad hoc artistic director 5  R3 500,00 12  R45 600,00 

 Subtotals  R326 400,00  R326 400,00 

Stationery

Resource packs (pens/paper) 10  R1 000,00  R10 000,00 

 Subtotals  R10 000,00  R10 000,00 

Venue rental (Not all venues are free in the community) 

Community Hall in Soweto 4  R100,00  R400,00 12  R4 800,00 

Community Hall in Thembisa 4  R150,00  R600,00 12  R7 200,00 

Community Hall Katlehong 0  R-  Donation 0  R3 000,00 

Community Centre Daveyton 0  R-  Donation 0  R3 000,00 

Community Centre in PTA 2  R100,00  R200,00 12  R2 400,00 

Communitity Hall PTA 2  R100,00  R200,00 12  R2 400,00 

Community Hall Alexandra 0  R-  R- 0  R- 

 Subtotals  R22 800,00  R22 800,00 

Transport for fieldworkers

Transport to two venues Soweto x4 4  R200,00  R800,00 12  R9 600,00 

Transport to two venues Thembisa x4 4  R200,00  R800,00 12  R9 600,00 

Transport to Katlehong x2 2  R200,00  R400,00 12  R4 800,00 

Transport to Daveyton x2 2  R200,00  R400,00 12  R4 800,00 

Transport to one venue PTA x2 2  R200,00  R400,00 12  R4 800,00 

Transport to one venue PTA x2 2  R200,00  R400,00 12  R4 800,00 

Transport to one venue Alexandra x2 2  R200,00  R400,00 12  R4 800,00 

 R43 200,00  R43 200,00 

Props

Each production gets a basic props budget 10  R2 500,00 1  R25 000,00  R25 000,00 

 Total for Phase 1  R427 400,00 
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Basic example of a budget 
(Not the actual budget used for the festival)
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Name of project
Phase 2 – Fieldwork 
for festival 
preparation

Notes

Start date 1st October
End date 7th October
Festival budget 

Allocation QTY  Per day  Weekly cost Weeks  Per month cost  Totals 

Wages

Participant budget 

Soshanguve fieldworker 1  R1 800,00  R1 800,00 1  R1 800,00 

Mamelodi fieldworker 1  R1 800,00  R1 800,00 1  R1 800,00 

Katlehong and Vosloorus fieldworkers 2  R3 600,00  R1 800,00 1  R1 800,00 

Soweto fieldworker 2  R3 600,00  R7 200,00 1  R1 800,00 

Thembisa fieldworker 2  R3 600,00  R7 200,00 1  R1 800,00 

Alexandra fieldworker 1  R1 800,00  R1 800,00 1  R1 800,00 

Daveyton fieldworker 1  R900,00  R1 800,00 1  R1 800,00 

Project coordinator 5  R-  R4 500,00 1  R4 500,00 

Ad hoc artistic director 5  R7 000,00  R7 000,00 1  R7 000,00 

Stage manager (including overtime) 1  R3 000,00  R3 000,00 1  R18 000,00 

Lighting technician (including overtime) 1  R2 100,00  R2 100,00 1  R12 600,00 

Lighting technician (including overtime) 1  R2 100,00  R2 100,00 1  R12 600,00 

Lighting technician (including overtime) 1  R2 100,00  R2 100,00 1  R12 600,00 

Sound technician (including overtime) 1  R2 100,00  R2 100,00 1  R12 600,00 

Sound technician (including overtime) 1  R2 100,00  R2 100,00 1  R12 600,00 

AV technician (including overtime) 1  R2 100,00  R2 100,00 1  R12 600,00 

Stage hands 4  R3 600,00  R3 600,00 1  R21 600,00 

FOH Staff (3 days for 15-hour day) 3  R30 000,00 1  R90 000,00 

Administrator’s fee 1  R40 000,00 1  R40 000,00 

 R269 300,00  R269 400,00 

Venue rental – Use of utilities and venue 

Venue for 6 days 6  R25 000,00 1  R150 000,00  R150 000,00 

Transport for fieldworkers

Transport for crew and FOH staff 6  R4 500,00  R27 000,00 1  R27 000,00 

Transport to two venues Thembisa x4 12  R4 500,00  R54 000,00 1  R54 000,00 

Transport to Katlehong x2 6  R4 500,00  R27 000,00 1  R27 000,00 

Transport to Daveyton x2 6  R4 500,00  R2 700,00 1  R27 000,00 

Transport to one venue Alexandra x2 6  R3 500,00  R21 000,00 1  R21 000,00 

 R156 000,00  R156 000,00 

Accommodation for PTA team 

Accommodation for 4 for 20 people 20  R800,00  R16 000,00 4  R64 000,00  R64 000,00 

Marketing 1  R40 000,00  R40 000,00  R40 000,00 

Awards 1  R24 000,00  R24 000,00 

Daily catering for staff and crew at R250pd 120  R27 500,00 6  R165 000,00  R165 000,00 

Catering for event 200  R50 000,00  R50 000,00 

Resources 1  R54 200,00  R54 200,00 

 Phase 2 Total  R972 600,00 



PROGR AMMING AND PROJECT MANAGEMENT |  43

PROJECT MANAGEMENT 2

The total budget for the phase 1 and phase 2 of the festival 
is estimated at R1 400 000.

A line item of every possible cost is included in the 
budget. Project leaders are to ensure that budgets are 
adhered to and that the project does not run over budget. 
The question needs to be asked: Who pays for the over-
expenditure? 

Preventative measures to manage overexpenditure:
»  Appoint a person of authority to manage the budget.
»  Ensure that there is a system in place to track 

expenditure.  
A simple example: If petty cash is given to a stage 
manager, ensure that there is a signed document 

that petty cash was given. The responsibility of that 
money has been delegated to the stage manager. A 
reconciliation (“recon”) with receipts must be submitted 
by the stage manager once the money has been spent; 
the manager must sign those receipts when received. 
Capture the expense and allocate the amount to the 
appropriate allocation.

»  Request more than one quote from more than one  
service provider. Ensure that you compare prices.  
(The same scope of work should be sent to the  
different providers to ensure that you are quoting  
apples with apples.)

»  Keep a note of savings; if there is a line item where a 
saving was made, you may be able to use the savings  
in another area where items are more expensive, 
balancing the overall budget.

»  Think through the project plan and stick to it. 
»  Plan! Do not leave things to the last minute. 
»  Think about the risks involved.
»  Add a contingency line item in case of emergencies.

DEFINITIONS
Terms you may hear when creating a budget:

con·tin·gency [kənˈtɪndʒ(ə)nsi]

NOUN
  1. a future event or circumstance which is 

possible, but cannot be predicted with certainty:
  “a detailed contract which attempts to provide for 

all possible contingencies”

ac·crual [əˈkruːəl]

NOUN
  1. the accumulation or increase of something 

over time, especially payments or benefits:
  “all debts must be frozen with no further accrual 

of interest” 
  • a charge for work that has been done, but not 

yet invoiced, for which provision is made at the 
end of a financial period:

  “before closing off an accounting period it is 
essential that provision is made for accruals”

al·lo·ca·tion [alə̍ keɪʃ(ə)n]

NOUN
   1. the action or process of allocating or sharing 

out something:
 “more efficient allocation of resources”
  • an amount of a resource assigned to a 

particular recipient:
  “unclaimed allocations would be held for  

three years”
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Step 5: Project planning and scheduling 
There are a number of project scheduling steps to follow:
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Monitor and 
control 
Monitor and control 

is a continuous process managed 
by the project manager throughout 
the project. This step includes 
creating project reports, evaluating 
project progress against schedule, 
managing performance, and 
communicating with the team. If you 
need to change the schedule, make 
sure the changes are implemented 
and communicated. Throughout the 
project, ensure that each activity 
is on schedule and determine if 
corrective action needs to be taken 
in the event of delays.

Developing  
the schedule
At this point, assign 

dates from the first activity, taking 
into account the duration and 
resource requirements of each 
activity. There are several ways of 
creating project schedules. Once-off 
shows are very different to a festival 
or 12-month programming schedule. 
Take your time and find a method 
that works for you; there are many 
online templates available to extract 
from. Remember to include important 
dates like national holidays, 
procurement deadlines or payment 
days, stakeholder events, due dates, 
delivery and collection times or 
anything you think may impact your 
schedule. Consider the risks and 
impact of the schedule if there are 
changes. 

Determine 
dependencies 
After establishing 

dependencies between activities, 
you can order them. At this point, you 
have not allocated time to activities in 
terms of working hours or due dates. 
Instead, focus on the order in which 
all project activities are completed to 
create the most efficient flow.

Determine 
activity 
duration

This is a fairly obvious but critical 
step. How long will it take to complete 
each project activity? Of course, 
underestimating or overestimating will 
put you behind schedule, will affect 
your budget and negatively impact 
the project. Experience/data from 
previous or similar projects is useful 
to input estimate duration. Always ask 
the supplier how long it will take to 
manufacture or provide them with a 
deadline and confirm if it is possible 
to deliver within the expected time. 
Do not undervalue the time it takes to 
implement. Allow for contingency. 

Determine 
activities 
This can be as simple 

as creating a list of tasks that need to 
be completed to deliver the project. 
For complex projects visualise 
project tasks and their subtasks. The 
challenge in this part of the project 
planning process is knowing how 
the activities are divided. Also, the 
activities should be measurable, easily 
estimable, and related to both project 
performance and budgeted costs.

Plan project 
scheduling 
Establish procedures, 

company policies, contract (MOU), 
stakeholder agreement and 
documentation policies for managing 
the project. A schedule management 
plan outlines the resources available 
for the project and any contingencies 
that may arise.

Project 
scheduling 

steps

Determine 
resources 
Each project activity 

requires resources in the form of 
human resources, subcontractor 
costs, tools (physical and/or digital 
tools such as software programs), 
and workspace. Be sure to consider 
other resources specific to your 
industry or project. Estimate the 
resources needed for each project 
activity. Remember that resource 
allocation affects schedules. If the 
same team member is responsible for 
multiple project tasks note that they 
cannot be executed at the same time.
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Step 6: Organise the 
elements into a plan
There are various tools you can use to 

organise your project. They are of different levels of 
complexity. You will need to determine which one is most 
appropriate for the project at hand.

Gantt bar chart 
The purpose of the Gantt chart template is to consolidate 
all of the crucial project data into a single location. Planning 
is made easier since one can estimate how long it will take 
to complete each task and the project as a whole when all 
of this important information is in a single chart. Projects 
can further be broken down into manageable tasks that can 
be organised, assigned, scheduled and tracked. 

Definition: A Gantt Chart is a document that 
organises tasks necessary for the work. It might 

be a simple sequence of tasks in logical order. It is also 
called a timeline, showing tasks in relation to time. This 
makes it easy to read.

Breaking down the tasks can be beneficial for several 
reasons: 
»  It reduces complexity. The challenge of managing one 

large task is replaced by a number of smaller tasks. Even 
though there are many more small tasks to be done, each 
can be tracked so the total effort is less; 

»  It makes scheduling easier. Organising the work into a 
logical sequence helps determine the best schedule. 
Work can be broken into short pieces and each can be 
assigned a due date; 

»  It helps determine the skills needed to complete the work 
including the number of people and other resources 
required; 

»  It helps the project manager communicate the work to be 
done to team members without getting into much detail. 
A task list can also be used to negotiate changes as the 
work unfolds; 

»  It facilitates transparency and monitoring of progress, 
preventing problems from building up undetected. We 
can easily respond to change and recover from mistakes;

»  Breaking the work into tasks also ensures that the work 
sequences are identified and understood. 

The first thing you can do is make a list of all tasks in your 
project. Prioritise the list (first things first) and see how the 
flow of work will look. Each activity can be referenced and 
also linked to budget line items. 

IMAGE BY STORYSET ON FREEPIK
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Tool
Gantt chart

Kanban
This tool is pictured below. Visualise 
all your tasks easily, by using sticky 
notes to show whether the tasks still 
need to be done, are in process, or 
are completed. Move a sticky note 
from one place to another on the 
board to see how far it is along the 
path of having been completed.

To do Doing Done
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Tool
Events management checklist 

Checklists
A Checklist is also a useful way of double checking that 
all the important aspects have been covered and can be 
tailor-made to be more specific. For example, an events 
management checklist might include: 

Project schedule
A project schedule is a detailed list of activities; it has a 
start date and an end date and gives details on date, time, 
deliverables, milestones (deadlines by when certain things 
must be achieved), monitoring and evaluation deadlines 
and delegation of duty for the event. Schedules can differ 
depending on the type of activity; a festival schedule will 
be very different to a once-off event; however, the detail 
of the activity will be the constant thread. As a project 
manager, it is important to think through every activity, 
provide a list of priorities, then order them. 

“ The key is not to prioritise 
what’s on your schedule, but 
to schedule your priorities. ” 
– Stephen Covey

 Venue booked 

 Sound system/PA organised 

 Refreshments organised 

 Programme/Agenda 

 Publicity/Invitations sent 

 Photographer organised 

 Stationery organised 

 Minutes taken

See the next page for a comprehensive example 
of a Project Schedule.

Download the Project 
Checklist document here 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Project-Checklist.xlsx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Project-Checklist.xlsx
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Project Schedule
(This is a hypothetical scenario)

Phase 1 – Preparations
Week Date Action Location Responsibility Notes

Prep- 
week 1st May 

Release a provincial call for 
participants to partake in the 
festival

Project 
coordinator and 
marketing

A detailed list of criteria is 
laid out in the submission 
document. Deadline 
provided for the 30th May. 
Call will be advertised 
digitally

Prep- 
week 30th May Deadline for submissions Email address to be provided as 

per advert Participants All submissions to be 
submitted electronically

Prep- 
week 

1st June – 5th 
June

Team to filter through the 
submissions and select 10 
organisations

Project 
coordinator and 
management team

Follow the selection process 
and criteria

Prep- 
week 10th June Announcement of participants 

Online announcements. 
Participants to be informed 
digitally

Project 
coordinator and 
marketing

All communication to be 
done electronically

Prep- 
week 13th June Fieldworkers to be appointed and 

contracted
Project 
coordinator

Prep- 
week 20th June Book community halls in the 

respective areas In the various areas Project 
coordinator

Prep- 
week 25th June All fieldworkers to be briefed on 

the process
Meeting on Zoom/introduction to 
the artistic director of the project

Project 
coordinator/ 
fieldworkers

Prep- 
week 26th June Transport and resource money to 

be transferred to each fieldworker Done electronically
Project 
coordinator/
finance

Money to be transferred so 
that they are ready to start 
work on the 1st July

Week 1 1st July
Introductions to the participants.   
Workshop ideas for script 
development

Katlehong/Daveyton; 
Soshunguve; Mamelodi; Soweto 
2 venues; Thembisa 2 venues; 
Vosloorus and Alexandra

Seven 
fieldworkers

5th July
Baseline assessments to be given 
to each community arts leader for 
completion

Katlehong/Daveyton; 
Soshunguve; Mamelodi; Soweto 
2 venues;Thembisa 2 venues; 
Vosloorus and Alexandra

MTF coordinater 
to distribute via 
email to each 
organisation

Baseline assessments 
collected in one week’s time

5th July Fieldworkers to submit weekly 
reports Fieldworkers This must be done before 

payment is released

Week 
2-6

From the 7th 
July – August

Fieldworkers to visit community 
groups twice a week Fieldworkers 

Wednesdays Payments to be processed
Project 
coordinator/
finance

Payments to be processed 
every Wednesday for the 
week before. All reports to 
be submitted

Every Friday Fieldworkers to submit weekly 
reports on site visit Fieldworkers 

Every Friday Recon for travel to be submitted Fieldworkers All receipts to be provided

All fieldworkers to submit photos 
to marketing department – 
documenting the process

Fieldworkers 
marketing

Week 7 August Feedback sessions with full group 
via Zoom for full week

Each organisation to give 
feedback on process/ 
challenges

M&E documents to be completed

Get quotes for transport and 
accommodation service providers

Procurement 
and project 
coordinator

Coordinator to compile a report 
on the feedback sessions Coordinator

Week 8 
-12

August – End 
September

Fieldworkers to visit community 
groups twice a week

Payments to be processed
Project 
coordinator/
finance

Payments to be processed 
every Wednesday for the 
week before. All reports to 
be submitted
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Important notes:
»  Provide an overview and detail responsibility 

»  in the initial phase to enable all the participants to 
understand their responsibilities within the project. 
This makes it easier to delegate tasks and hold team 
members accountable. 

»  Tracking the progress/impact of the project is imperative 
to the project process. Monitoring and evaluation 
enables project participants (staff) to learn from each 
other’s experiences and build expertise and knowledge 
for future endeavours/projects. They often produce 
(written) reports that contribute to transparency and 
accountability and allow lessons learned to be shared 
more easily. It exposes mistakes and provides avenues 
for learning and improvement. It can be used as a 
tool to assist organisations that want to learn from 
experience and translate it into policy and practice or 
the development of standard operating procedures. 
Examining the project process provides an opportunity 
to evaluate relationships between participants, 
beneficiaries and decision makers. 

»  The importance of monitoring and evaluation can 
sometimes be forgotten in the busyness of the 
implementation phase. Incorporating M&E into the 

planning allows for evaluation from beginning to end, 
and holds participants accountable. Monitoring and 
evaluation is not something that happens separately to 
the project; it is a part of the project plan and integral 
to raising funds for future projects. See the Fundraising 
and Income Generation toolkit for more details.

»  Procurement and compliance processes also need to 
be factored into the project plan. If an organisation 
has weekly or monthly procurement processes and 
deadlines, it is important to include those dates into the 
project schedule. For example, in some organisations, 
quotes over R2  000 require approval from a committee, 
and authorisations and payments are done once a 
week on separate days. This has to be noted. If the 
procurement processes are followed incorrectly and 
service providers do not comply with the organisation’s 
policies, the quote request could be rejected, delaying 
logistics which may impact negatively on the project. It is 
always important to understand what the organisation’s 
processes are. Always ask in advance and do not 
assume! Compliance and procurement are major factors 
in project planning. Do not fight the system, understand 
it and work with it! Also, if you do run into difficulties, 
work with the procurement officer to find a solution. 

Quotes for transport, 
accommodation and catering to 
be submitted for approval by the 
supply chain committee

Procurement 
and project 
coordinator

It is important that this 
process happens before 
week 12 for all necessary 
arrangements

Fieldworkers to submit weekly 
reports on site visit Fieldworkers 

Purchase of props to be used for 
each production Fieldworkers 

Recon for travel to be submitted Fieldworkers All receipts to be provided

All fieldworkers to submit photos 
to marketing department – 
documenting the process

Fieldworkers/
marketing

Week 
10 September

By week 10 – all community 
participants to submit their 
technical riders to the stage 
manager at the theatre

Stage manager/ 
participants

Technical rider will provide 
the tech team with an 
understanding of what is 
required. AV/Sound and 
lighting

Week 11 September Virtual production meeting with 
each group Virtual meeting via Zoom All role players

Meet the technical team. 
Brief on health and safety 
and talk through each 
production

Coordinate all logistics with 
service providers

Provide pick-up and drop-off 
points; provide names of 
participants. Provide room 
lists for accommodation. 
Confirm numbers, delivery 
address and times with 
caterer

Week 
12

End 
September

Final rehearsals in the community 
halls before tech week Community halls Participants

Technical team prepare venue for 
the festival based on tech riders In the theatre Venue’s technical 

team 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Sustainability.pdf
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Sustainability.pdf
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Production Schedule
The production schedule is very detailed and can be very 
long, however it allows for very little room for error and 
misunderstandings. This is useful to determine expenditure 
and helps to manage the budget and allocate costs. A 
day-by-day, hour-by-hour break-down is required especially 
when time is limited. Transport, venues, staff allocations, 
catering, information on accommodations is all included. 
Every participant and employee should receive this copy. 

Download an example of a production  
schedule here 

Making changes to the plan
Changes will happen! Schedules are not set in stone,  
things may go wrong, but contingencies can be made. 

The risk register is a great tool to fall back on.  
See more below:
»  It is important that if there are changes, the decision  

to change is made by one person (usually this will be 
done by the project manager) and an update should be 
distributed with the most recent date. Communication  
of the distribution needs to be documented;

»  Keep a paper trail. In the film industry colour paper  
is used to highlight the distributed change; 

»  When a change is made to the schedule, think through 
the repercussions and the impact it may have on other 
departments. A single decision may impact another 
department financially. 

Example of impact of a change:
A director of a show decides to change the final dress 
rehearsal time, the stage manager informs the entire team 
including the narketing/producing team. The marketing 
team have to reschedule the photographer who was 
already booked for the final dress rehearsal at that time. 
Marketing will have to pay the cancellation fee and book 
another time with the photographer. The change has 
impacted the marketing budget. Which department is 
responsible for the overexpenditure? 

Does the marketing department pay for the change if it 
wasn’t directly their fault? If a decision cannot be made the 
matter may have to be escalated to a senior manager to 
review the overall expenditure and determine if the change 
is possible. A report will have to be drafted detailing the 
reason for the change. A simple change to a schedule in 

this example, had a knock-on effect which impacted 
various departments and expenditure. 

Think through every detail!

Standard Operating 
Procedures (SOPs)
A useful tool for managing a successful project is  
the development of a standard operating procedure 
(SOP) document. 

A standard operating procedure is a document 
created by a company or organisation to indicate how 
things should be done during a particular project. 
The document provides precise instructions and 
explanations of what must be done to ensure that these 
processes are completed on schedule and ensure 
consistent and repeatable performance across all 
aspects of a project.

The example provided is from an ASSITEJ SA example 
of a SOP. The document is designed to provide detailed 
instructions or plans of the current project. Information 
needed to draft the document is extracted from the 
contract between ASSITEJ SA and THE FUNDER, as 
well as from the Provincial Coordinator Contracts. It 
specifies step by step what is expected throughout the 
duration of the project. A SOP is efficient, to the point, 
and a step-by-step tool used to organise work tasks. 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Production-Schedule-example.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Production-Schedule-example.docx
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Case Study
Example of a Standard Operating Procedure 
for ASSITEJ SA’s SEF Project 

ASSITEJ SA (an established PBO) is an official partner 
to The Industrial Development Corporation of South 
Africa ( SOC) Limited, an organ of state constituted and 
incorporated under the Industrial Development Act No. 22 
of 1940. 

ASSITEJ SA entered into an agreement with IDC to 
roll out the Social Empowerment Fund Project (SEF). The 
Theatre4Youth Project Coordinators are assigned to work 
on this project to help ASSITEJ SA support social economic 
activities in communities and monitor the activities in the 
assigned districts. 

This Social Empowerment Fund Project (SEF) Standard 
Operating Procedure (SOP) is a set of written instructions 
for the Theatre4Youth Provincial Coordinators that describe 
how to perform a task or activity. 

The SEF SOP includes:
1) Role and responsibility as per signed contract
2) Code of Conduct
3) Commitment of hours
4) SEF Requirements
Step 1:  Organisational information
Step 2:  Personal information templates
Step 3:  Reporting requirements 
Step 4:   Reporting templates – including site visit 

reporting template
Step 5:  Detail on monitoring and evaluation procedure 
Step 6:  Timesheets
Step 7:  Monitoring of payment procedures and deadlines
Step 8:  Social media/PR restrictions
5)  Checklist

Checklist for provincial coordinators
Ensure that the SEF consortium members are 
scheduling 16 hours of activities per week with 

each participant;

Communicate training with members;

Train members directly in person or online,  
or outsource to ASSITEJ SA or to partner as 

decided by ASSITEJ SA; 

Communicate scheduled visits with SEF core 
management to be uploaded to SEF Google 

Calendar;

Complete onsite facilitation reports before 
submission date;

Complete timesheets on time;

Complete M&E (including timesheets, photos etc.);

Submit invoices and claims by the 25th  
of each month;

If there are disputes, cancellations or date 
changes, communicate with core team via email 

asap. It is important to provide reasons for the cancellation. 

1

2

3

4

5

6

7

8

9

Select this link to see the full Standard Operating 
Procedure Document 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_SOP.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_SOP.docx
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Timesheets
Another useful project tool is a timesheet to calculate the hours that someone works. Here is an example of a 
timesheet template:

NAME SURNAME ID NUMBER

Month’s End Date: 25 May 2022
Week 1
Dates and days of the week Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total hours Hourly rate Amount
02 May 2022 8 8 20 160
03 May 2022 8 8 20 160
04 May 2022 8 8 20 160
05 May 2022 8 8 20 160
06 May 2022 8 8 20 160
07 May 2022 7 7 20 140
08 May 2022 6 6 20 120

53 1060

Gross Salary SIP UIF ASSITEJ UIF TOTAL UIF
1060 10,6 10,6 21,2

Week 2
Dates and days of the week Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total hours Hourly rate Amount
09 May 2022 8 8 20 160
10 May 2022 8 8 20 160
11 May 2022 8 8 20 160
12 May 2022 8 8 20 160
13 May 2022 8 8 20 160
14 May 2022 7 7 20 140
15 May 2022 3 3 20 60

50 1000

Gross Salary SIP UIF ASSITEJ UIF TOTAL UIF
1000 10 10 20

Week 3
Dates and days of the week Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total hours Hourly rate Amount
16 May 2022 6 6 20 120
17 May 2022 9 9 20 180
18 May 2022 11 11 20 220
19 May 2022 8 8 20 160
20 May 2022 8 8 20 160
21 May 2022 8 8 20 160
22 May 2022 8 8 20 160

58 1160
Gross Salary SIP UIF ASSITEJ UIF TOTAL UIF

1160 11,6 11,6 23,2
Week 4
Dates and days of the week Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total hours Hourly rate Amount
23 May 2022 8 8 20 160
24 May 2022 8 8 20 160
25 May 2022 10 10 20 200
26 May 2022 8 8 20 160
27 May 2022 5 5 20 100

7 7 20 140
9 9 20 180

55 1100

Gross salary SIP UIF ASSITEJ UIF TOTAL UIF
1100 11 11 22

Number of hours per month 216 TOTAL MONTHLY SALARY 4320
TOTAL UIF PER MONTH 86,4
NET PAY 4233,6

Employee’s name……………………………………………………………………………….Sign……………………….Date…………………………

Supervisor’s name……………………………………………………………………………….Sign……………………….Date…………………………

Coordinator’s name……………………………………………………………………………….Sign……………………….Date……………………

You can download an 
Excel template here 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Timesheet.xlsx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Timesheet.xlsx
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Use technology
We have identified a number of elements that can be 
created using simple tools, on a computer using Word 
and Excel, or even in handwritten form. Once you are 
communicating with your project management team, you 
will also need to add some communication tools, and 
WhatsApp can be a very useful element here. Some people 
also like to use Telegram as you are able to store more 
content, and anyone joining a group can access the content 
already posted, unlike on WhatsApp.

However, there are a number of more complex tech-
based project planning tools that can be very useful to 
project managers. It is beyond the scope of this toolkit to 
go into these in detail, but we suggest that you research 
them and see if you would find them helpful. Some of 
these can be used for free in their basic versions and some 
need to be paid for. They often allow for group work and 
for communication, as well as planning, collaboration, 
assigning tasks and sharing milestones.

These tools include some of the following:

Trello
A simple project management tool that 
is a tech version of the Kanban project 
management approach. It works like a set 

of sticky notes, which tell you what needs to be done and 
in what order. Notes can be shared, tasks can be assigned 
and everyone can see what has been done. It is free up to a 
certain limited project activity.
»  www.trello.com 

Slack
A communication tool for team work on 
projects, which uses channels for easy 
connection for people, departments, 

offices, and timezones. Send video and audio clips, chat 
live, and collect all the information in a single, secure place. 
There is a free and a paid version.
»  www.slack.com 

Asana
A tool that uses a visual project timeline 
and can be integrated with Slack for easy 
communication, Google Calendar for 

scheduling, and Dropbox for easy file sharing. There is a 
free version which allows for 15 people to collaborate and 
for 1  000 tasks. 
»  www.asana.com 

Monday.com
This helps you build workflows across  
teams, it is great for communication, 
sharing ideas, project tasks and files. It 

can be integrated with other tools like Google Drive and 
Dropbox. There is no free plan however.
»  www.monday.com 

Hive
Good for collaboration and messaging; 
however only the solo project planning 
tool is free. If you add more users, you 

need to pay for the tool.
»  www.hive.com 

Microsoft Projects 
Most people who work with computers 
are already using Microsoft products, so 
it can be useful to use their Projects tool 

as well. It combines well with Microsoft Teams, and allows 
people to collaborate on projects easily. However, there is 
only a paid version.
» www.microsoft.com/en-za/microsoft-365/project/
project-management-software 

https://trello.com/
https://slack.com/
https://asana.com/
https://www.monday.com/
https://hive.com/
https://www.microsoft.com/en-za/microsoft-365/project/project-management-software
https://www.microsoft.com/en-za/microsoft-365/project/project-management-software
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Step 7: Identify issues  
and potential risks 
All projects carry risks. Part of the planning 

process is to think through the risks and develop a risk 
register. This is a document used as a risk management 
tool to identify potential challenges within a project. This 
process aims to identify, analyse and resolve risks before 
they become problems. 

Risk management is project focused and contains 
information on risk priority and probability of occurrence. 
A project risk register should not only identify and analyse 
risks, but also provide specific mitigating actions. That 
way, when the risk becomes a bigger threat, the team is 
empowered to come up with a solution and fix the problem.

Definition:
Mitigation actions: Proper risk mitigation involves 

first identifying potential risks to the project, such as team/
schedule changes, or scope deviations, and then planning 
to deal with the risks by implementing strategies to help 
reduce or prevent risk. The following strategies can be 
used in planning and monitoring risk reduction. Assume 
and accept the risk. Avoid risks.

Thinking it through…
»  Identify the risk and provide a reason as to why  

it may be a risk. 
»  Think through the potential impact of the risk and  

how the risk can be avoided/diminished. 
»  What can be put in place to circumvent the risk?
»  Rate the potential risk from low to high. High risks require 

greater emphasis on impact and measures/resources 
needed to be put in place to avoid such risks.

»  Allocate responsibility. If it is an IT-related risk, assign and 
delegate the risk to IT so they can put in the appropriate 
measure to avoid such a risk. 

»  Share the risk register with the team, so the responsibility 
of risk is shared amongst the team and that areas of 
responsibility are assigned and dealt with. 

An example of a risk register is provided.  
Study the example and complete a task. 

You can download a template for  
a risk register here 

Risk register

Project Social employment fund project Key RISK

Funder Department of Trade and Industry Yvette 
Hardie YH Low Little 

impact

Project 
date

1st April – December 2022 
with possibility of extension 

Ryan 
Dittman RD Medium Moderate 

impact

Scope Employ 1 600 people within the next 
nine months

Hailey 
Chisholm HC High High risk 

Risk 
manager Hailey Chisholm and Ryan Dittman 

Provincial 
Co-
ordinators

PC 

Finance F

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Risk-Register.xlsx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Risk-Register.xlsx
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Medium 12:29

Risk 
number Description Reasons Impact Risk response/ 

Mitigating factor
Risk 
level

Risk 
owner Notes

Onboarding 

1 Low 
confirmation 

rate

Members 
have found 
alternative 

work/project. 
Lack of 

resources/ 
Lack of 

communication 

Unable to 
deliver on 
committed 
numbers

Contact all 
SEF applicants 

telephonically to 
confirm numbers. 

Contact arts 
organisations who 
had not orginally 
applied for SEF 

grant to find out if 
they are available

Medium YH, RD, 
HC, PC, F

Provincial 
facilitators to 
engage with 

provincial 
organisations 

for regular 
updates

2 Low 
registration 
on solutions 

APP

Members do 
not understand 

the system. 
Do not have 

necessary tax 
numbers or 

documentation. 
Lack of 

resources 
i.e. Access to 

internet 

Unable to 
deliver on 
committed 
numbers. 
Artists/ 

facilitators 
will not 
get paid 

timeously

Training will 
be provided to 
all registering 
members by 

the provisional 
faciliators. All 

registered 
members will 
be informed 
of necessary 
registration 

process. Those 
who have not got 

the necessary 
documentation, 

may have to form 
part of phase 
2 onboarding 

process to allow 
time to register 

with SARS

Medium YH, RD, 
HC, PC

3 High 
turnover 

Members may 
find alternative 
work during the 

programme

Not be able 
to commit to 
the full-term 

contract. 
Impact the 

employment 
numbers

Contracts to be 
signed between 

ASSITEJ and 
members 

committing 
to terms and 

conditions. Find 
replacements to 
retain committed 

numbers

Medium YH, RD, 
HC, PC

Plan B – To 
request a 

replacement 
from the 

organisation 
or individual 
contracted (2 
halves equals 

1) 

4 Low vetting 
success

More members 
with criminal 
records than 
anticipated. 
Process can 
take up to 

12 weeks or 
longer. Money 

provided by 
ASSITEJ for 
clearance is 
not spent on 
vetting. Low 

response

Not be able 
to commit to 
the full term. 
Low success 

rate

ASSITEJ to 
communicate the 

reasons for vetting. 
Incorporate vetting 

timeline into the 
implementation 

plan

Medium YH, RD, 
HC, PC
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Task
From the Zwakala Festival scenario, think about the possible risks 
and use the template below to analyse the impact:

Project Zwakala Festival Risk manager Project manager (PM) 

Stakeholder
Department of Arts and 
Culture and the Market 
Theatre Foundation

Risk owner Stage Manager (SM)
Who Else?

Project start date Risk rating 
Low (L) 
Medium (M)
High (H)

Scope ? 

Risk no# Descriptions Reasons Impact

Risk 
response/ 
Mitigating 

factors

Risk level Risk owner Notes 

1
Poor 

quality of 
performance 

Mentors did 
not work 
with the 

performers as 
required

Funders 
withdraw 
funding 

for future 
projects

Mentors are 
to submit 
progress 

reports on a 
weekly basis

M PM/SM

PM to follow 
up with 
mentor 
weekly 
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Step 8: Present the  
project plan
Request a project/production meeting with all 

participants, stakeholders, departments and staff involved 
to present the project plan. Define the aim and objectives 
and the expected outcomes. 

It is important to outline the process and provide an 
explanation of the process and incorporate the outcome 
into the plan. Roll out the schedule, introduce the team, 
assign roles to the various team members, specifying their 
responsibilities, and explain communication flow across 
different groupings. 

A channel of communication is vital to the success of 
every project. If everyone understands their role within the 
greater plan, it makes the project easier to manage. 

Detail the budget. Go through the detailed schedule and 
highlight the risks upfront. Allow for input from others as 
they may be able to provide solutions. Encourage the team 
to work together and adopt an open communication policy. 
Changes will happen, managing the change effectively will 
impact positively. 

Include “Post-production” in the plan. This is often left off 
the project plan. 

It is important to put time aside to interrogate what went 
wrong and what can be learnt from the project, so as to 
improve operations going forward.

Step 9: Post-production/
Event phase
The post-production phase should be 

incorporated into the project budget and plan. These 
could be considered as unforeseen additional costs if not 
included in the initial budget. 

The post-production phase takes place at the end 
of the project when the event has taken place and it is 
where the team will finalise all aspects of the project. This 
phase includes returning of equipment, loading out, final 
transport logistics, wrap-up of financial statements, final 
press releases and social media engagement follow-ups, 
monitoring and evaluation analysis, reporting, etc. 
This is a process where the team will look through the 
event and highlight achievements and challenges, failures, 
impact and outcomes. 

»  Identify the event: What type of event;
»  Highlight purpose: Aims and objectives;
»  Provide descriptive data: How many people attended/

participated in the event, how many people purchased 
tickets?

»  Emphasise highlights: Important to acknowledge the 
achievements;

»  Acknowledge challenges: Evaluate the process and 
recognise the slip-ups. What adaptations or corrections 
worked? What could you have done differently with 
hindsight?

Task



58 | PROGR AMMING AND PROJECT MANAGEMENT

MONITORING AND EVALUATION OF PROJECTS AND PROGRAMMES3

There is more on Monitoring and Evaluation  
in the Toolkit on Fundraising and Income 

Generation. Go here to find out more 

Monitoring and Evaluation: Definition, Process, 
Objectives, Differences (iedunote.com)

3.1 What is monitoring  
and evaluation?
Monitoring and evaluation is both a tool and a strategy to 
help the organisation know when the plan is not working 
and when circumstances have changed. They are two 
different processes that provide management with the 
information it needs to make decisions about the project 
and any necessary changes to the strategy or plan. 

Organisations use this procedure to gather data, analyse 
it, and decide whether a project or programme has 
achieved its objectives. The project is monitored from the 
very beginning to the very finish. Following implementation, 
evaluation determines how well the programme worked. 

Every organisation needs to implement an M&E system 
as it improves accountability and transparency.

M&E allows organisations to track, analyse, and report 
on a project. Stakeholders have more input into the project 
because information is freely shared and accessible. 
Projects never go exactly according to plan, but a well-
designed M&E plan helps the project stay on track and 
perform well. M&E plans assist in defining the scope of a 
project, establishing interventions in the event of failure, 
and providing everyone with an understanding of how 
those interventions affect the remainder of the project. This 
way, when problems do come up, they can be attended to 
quickly and effectively.

With monitoring, it is important to have a baseline 
assessment to determine the starting point for what follows 
so you are able to see how things have improved or grown. 
Evaluation against the baseline may be ongoing, or may be 
done on a quarterly basis. 

M&E helps make sure that resources are used well because 
the data from monitoring reveals shortfalls or challenges 
that may require additional resources to resolve. It would be 

unclear which areas should be prioritised, without M&E. 
Mistakes and failures are a part of every organisation, 

and M&E helps us to learn from them. During a project, 
M&E provides a comprehensive plan of everything that 
went well and everything that went wrong. Instead of just 
guessing what caused problems, organisations can identify 
specific failures with comprehensive M&E documents and 
templates. Organisations frequently have more to gain from 
their failures than from their successes.

Data should drive decisions and the essential data 
required to understand the larger picture is provided by 
M&E procedures. An organisation with good M&E can find 
mistakes, successes, and things that can be changed and 
repeated for future projects after a project is finished. The 
lessons learnt from previous monitoring and evaluation 
then can have an impact on decision-making.

M&E helps organisations stay organised. Creating an 
effective M&E plan greatly benefits projects. It compels the 
organisation to devise strategies for information gathering, 
dissemination, and analysis. Organisations must also 
decide on desired outcomes, how to measure success, and 
how to change as the project progresses in order to make 
those outcomes a reality. 

M&E helps organisations replicate the best projects and 
programmes. Funders will not fund projects or programmes 
that don’t succeed or don’t meet certain standards. The 
information that ensures organisations replicate what is 
working and discard what is not, results from the M&E 
and includes early detection of issues, effective resource 
management, and well-informed decisions.

Innovative thinking and data collection methods can 
be fuelled by M&E. While some fields demand particular 
approaches, there are many creative ways to collect 
M&E. Some standard instruments are questionnaires, 
focus groups, interviews, surveys, but we can expand 
this to include video and photo documentation, narrative 
(storytelling collection), and responses using the arts. 
To monitor and evaluate the responses of children you 
may want to add playful games and tools to your M&E 
strategies, such as putting a marble into a jar to show how 
much you liked a production.

Diversity of thought and opinion is promoted by M&E. 

3. Monitoring and Evaluation  
of Projects and Programmes

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Sustainability.pdf
https://www.iedunote.com/monitoring-and-evaluation
https://www.iedunote.com/monitoring-and-evaluation
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With monitoring and evaluation, more information is 
better. The benefits of M&E are enhanced by encouraging 
diversity of thought and examining innovative methods 
of obtaining feedback and determining impact of the 
project. Input from all role players within the project is 
important in making effective plans for monitoring and 
evaluating in the collection of data. 

While some organisations have access to more 
specialised M&E tools, all organisations require some 
method for evaluating the success of their projects. 
Organisations won’t be sustainable, they’re more likely to 
fail, and stakeholders may lose trust in them, if they don't 
have strong M&E practices.

3.2 Key Elements of an M&E Plan

Impact Vision – what change do we want to see in the world?

Strategic goals/Aims Mission – how are we going to reach that vision?

Objectives What specific objectives will we reach by tackling this project/programme?

Activities What work will we do towards achieving the objectives?

Outcomes What milestones will we reach in the short or medium term?

Outputs What products will be created by the project?

Indicators How will we know that we are on the right track towards the milestones?

Human resources How many staff members do we need to implement this project and do they have the 
skills to undertake this work successfully?

Financial resources How much funding do we have to do this work, what is the funding gap, and how can 
we ensure sustainability beyond each donor grant?

Timeframes When can this work be done and completed (think context, key calendar dates, grant 
conditions, etc.) and how often will data be collected?

Roles/Support Who collects M&E data and how often do they do it? Who evaluates M&E data, 
prepares an evaluation report? How often?

Partnerships Who can we partner with to maximise the effectiveness of this programme/project?

Review and re-planning How often will we review progress of work, outcome and short-term impact?



60 | PROGR AMMING AND PROJECT MANAGEMENT

MONITORING AND EVALUATION OF PROJECTS AND PROGRAMMES3

Kickstarter M&E Plan
Quantitative

Results/
impact

Progress 
markers

What information will be 
collected

How will it be 
collected When Who collects Who 

analyses

Schools are 
entrenched 
with a 
creative arts 
programme 
with well-
trained artist 
facilitators to 
carry out arts 
workshops in 
schools and 
subsequently 
train teachers

Fulfilled 
children 
enjoying 
creative arts 
programme, 
showing more 
discipline, 
compassion, 
better 
listening 
skills, better 
relations, 
respect and 
curiosity

1. Number of 
artist facilitators 
trained and 
completing 
arts education 
successfully

Artist facilitators feedback 
on the effectiveness of 
training provided; 

Online surveys/
in-person 
conversations

Jan/Feb 
2022

ASSITEJ SA 
coordinators

Education 
Manager; 
Social 
Media 
Officer

Registers of attendance to 
training events;

Online RSVPs/
on-the-venue 
registration

During 
events

ASSITEJ SA 
coordinators

 Images and videos 
documenting training.

On-the-venue 
photography/ 
videography

During 
events

ASSITEJ SA 
coordinators

2. Number 
of creative 
arts teachers 
trained and 
completing 
arts education 
successfully

Teachers feedback on 
the effectiveness of the 
trainings provided;

Online surveys/
in-person 
conversations

Feb/June 
2022

ASSITEJ SA 
coordinators

Education 
Manager; 
Social 
Media 
Officer

Database of teachers 
trained in various schools 
within the four provinces;

Registers of 
participating 
teachers

During 
events

ASSITEJ SA 
coordinators

 Images and videos 
documenting training.

On-the-venue 
photography/ 
videography

During 
events

ASSITEJ SA 
coordinators

3. Number 
of teachers 
reached 
through 
workshops 
exploring arts 
as method

Teachers’ feedback on 
the effectiveness of the 
trainings provided; 

Online surveys/
in-person 
conversations

Feb/June 
2022

ASSITEJ SA 
coordinators

Education 
Manager

Lesson plans of teachers for 
arts as method in schools; 

Teachers 
develop/
provide lesson 
plans with 
facilitators

Mar 
2022

ASSITEJ SA 
coordinators

Database of teachers 
training in arts as method 
in target schools within the 
four provinces.

Registers of 
participating 
teachers

Mar 
2022

ASSITEJ SA 
coordinators

4. Number 
of learners 
reached 
with age-
appropriate 
creative arts 
education 
(those that are 
reached by 2 
and 3)

Age-appropriate creative 
arts learning materials used 
to teach learners; 

Facilitators 
develop/
provide 
learning 
materials with 
teachers

Mar 
2022

ASSITEJ SA 
coordinators

Education 
Manager

Database of learners 
exposed to creative arts 
education in target schools 
in four provinces.

Teachers’ class 
registers

Mar/April 
2022

ASSITEJ SA 
coordinators

5. Number of 
teachers who 
say that they 
are confident to 
use the arts in 
the classroom 
(baseline vs. 
end of year)

Baseline on the level 
of teachers’ skill and 
experience before 
Kickstarter;

Online surveys/
in-person 
conversations

Feb/Mar 
2022

ASSITEJ SA 
coordinators

Education 
Manager

Feedback from teachers 
about skills and experience 
acquired in teaching 
creative arts after 
Kickstarter.

Online surveys/
in-person 
conversations

Nov/Dec 
2022

ASSITEJ SA 
coordinators

6. Number 
of teachers 
wanting further 
engagement 
with arts 
education at 
end of the year

Requests from teachers for 
further skills development/
engagement

Email requests/
telephonic/
in-person 
requests to 
facilitators or 
ASSITEJ SA

Nov/Dec 
2022

ASSITEJ SA 
coordinators

Download a  
M&E Plan here 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_M&E-Plan.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_M&E-Plan.docx
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3.3 How do we create  
an M&E plan?

Step 1: Identify the Aim(s) and  
Objectives of the Project
»  Identify the overall aim of your project and

»  be clear about the issue you are trying to resolve;
»  Clarify the objectives and the short-, medium- and long-

term outcomes;
»  Ensure that these are in line with the goals of the funders 

you are approaching. 

Step 2: Break down M&E data  
to be collected at various intervals
»  Decide on the qualitative and quantitative 

»  data to be collected at various intervals: these can  
be before, during and after the implementation of  
the project;

»  When we collect data for analysis before a project,  
we are creating a baseline assessment;

»  When we collect data for analysis during a project,  
we are contributing to formative assessment;

»  When we collect data at the end of a project,  
we are creating a summative assessment, which  
we can potentially compare to the baseline to see  
how far we have travelled;

»  What data should we collect?

Quantitative data is:
»  Objectively measurable or countable. How many?  

How much? How often?
»  Made with instruments such as a calculator, ruler,  

balance, thermometers, etc.
» Analysed using statistical analysis;
»  e.g. Numbers of attendees, expenditure or revenue 

in rands, age in months/years, distance in kilometres, 
demographic information (numbers of people of certain 
race, age etc.).

Qualitative data is:
»  Descriptive, subjective and open to interpretation. Uses 

senses, words and language. How? Why? What did it 
make you feel? What was the impact?

»  Gathered through self-reporting, observation or 
interviews. Uncover trends, opinions, responses, 
investigate reasons or provide insights into problems;

»  Analysed by grouping into meaningful themes  
or categories;

»  e.g. Personal testimony, interviews, diaries, quotes, 
videos, artistic responses, etc.

Examples of quantitative and  
qualitative M&E here 

See Case Study, ASSITEJ SA M&E  
indicators for Arts4Youth, on page 63.

Step 3: List M&E techniques  
to use for monitoring
For example, field visits, interviews, self-

assessment, your own observation, third-party validation. 
Indicate in each case who will do the monitoring.

Step 4: Identify the M&E tools  
you are to use
Once you know the data to be collected 

and the techniques you will use – this will inform the M&E 
tools to be designed to help you achieve your M&E goals, 
for example: online surveys, hard copy questionnaires, 
statistics, interviews, focus groups, case studies, photo 
essays, videos, podcasts, social media posts and analysis 
of reach etc.

Step 5: Define a timeline
The next step is to define a timeline for 
implementation of the M&E plan. The timeline 

will depend on funders’ requirements as well as your own 
needs, the costs involved and your available resources. Be 
realistic about your expectations and anticipated results. 

Step 6: Clarify roles and responsibilities 
Identify the roles of all the individuals 
involved, the tools they will be using at what 

times, how data will be stored, analysed and synthesised 
and who will prepare reports etc. 

Step 7: Make intermittent adjustments
Track real-time data as you are doing the 
programme, so that you can make changes if 

they are needed. If you have run the programme for a while 
and your data is not what you wanted, consider making a 
few adjustments. Shortening surveys or changing some of 
the questions could yield significant results.Download a  

M&E Plan here 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Examples-of-Quantitative-&-Qualitative-M&E.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Examples-of-Quantitative-&-Qualitative-M&E.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_M&E-Plan.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_M&E-Plan.docx
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Step 8: Consider evaluation
At what points will the evaluation happen? 
Mid-term? At the end of the project only? Will 

there be statistical analysis, or qualitative analysis, or both? 
Who needs the information and what kinds of reports will 
be needed? Should there be creation of infographics or 
other tools to communicate clearly about what has been 
found? 

Step 9: Review, improve and repeat
Continuously review and improve your M&E 
plan. You can also use the same guide for 

different projects in the future. 
Effective M&E often leads to more effective 

implementation of projects that change people’s lives 
(adding social value). It can lead to better quality reports 
that inspire donors to invest more in certain projects. It can 
also help organisations to identify their capacity needs and 
how these can be addressed.

All of these are essential for organisational  
growth and sustainability.

What M&E is:
»  A tool that helps your organisation have better 

transparency and accountability (members, partners, 
constituencies, donors etc.);

»  A tool that helps your organisation catch problems early;
»  A tool that helps your organisation ensure resources are 

used efficiently;
»  A tool that helps your organisation learn from their 

mistakes;
»  A tool that helps your organisation improve decision-

making;
»  A tool that helps your organisation replicate the best 

projects/programmes;
»  A tool that helps your organisation embrace diversity  

of thought and opinions;
»  Every organisation benefits from M&E.

What M&E is not:
»  M&E is not a performance management tool;
»  M&E is not a policing tool;
»  M&E is not additional work to programme work;
»  M&E is not something you do just to satisfy the donor;
»  M&E is not a one-person job;
»  Not meant to take over programme work/should  

be done alongside;
»  M&E is not hard!

Tool
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 Share  your learnings
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Case Study
ASSITEJ SA M&E indicators for Arts4Youth

Quantitative
»  Employment of out-of-work artists – Numbers of artist 

facilitators employed by the project;
»  Skills development – Numbers of artist facilitators trained 

in the project;
»  Access to arts experiences – Numbers of children/youth 

reached and retained through the project;
»  Activities of the project (e.g. workshops, classes, 

performances): divided into once-off peak;
»  Experiences vs ongoing developmental experiences;
»  Arts-rich environments – Numbers of schools and/or 

teachers supported through the project.

Qualitative
»  Engagement – Quality of engagement of beneficiaries, 

measured three times: baseline assessment, mid-project 
and final assessment;

»  Wellbeing of employees – Artist facilitators’ sense of 
wellbeing and purpose measured pre and post the 
engagement; Sense of wellbeing will be measured by pre, 
during and post surveys;

»  Skills development – Quality of engagement with training 
– completion of tasks, accuracy, creativity, etc. Ongoing;

»  Arts-rich environments – Reported improved support 
for arts programme by parents and/or school and/or 
community, as applicable, measured on a case-by-case 
basis, again pre, during and post.

We intend to do baseline assessments, mid-programme 
and final assessments of the above.

How will we measure

»  Daily attendance registers will be kept of in-
school/after-school programmes;

»  Audience numbers will be kept for all 
performances (whether in person or online);

»  Engagement of participants will 
be measured according to age-
appropriateness; ASSITEJ SA has developed

»  tools for measuring engagement even for very young 
children, that include audience observation, level and 
quality of participation in after-performance play, focus 
groups, feedback captured in various forms using artistic 
methods, etc.

»  Sense of wellbeing will be measured by pre, 
during and post surveys, self-reporting;

»  Improved skills will be measured by the 
employer and provincial representative;

»  Improved support will be measured  
on a case-by-case basis, again pre,  
during and post.
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Research for evidence-based programming

Communications 
Public Relations  

& information  
management

Throughout the year/financial year

Every 5 years  
(think social value)

Mid-term re-strategising 
as required

As required/per grant 
cycle/annually

As required  
throughout the year

Quarterly/per donor 
contract/annually/

DSD compliance 
reports

Every year  
(note financial years)

For each project

Throughout 
the year/
financial year

Strategic  
planning

Annual  
programme  

planning and 
budgeting & 

identifying the 
funding gap

Programme  
scale-up

M&E  
communication  

Risk &  
sustainability 

planning

Capacity 
development

Programme 
implementationMonitoringEvaluation  

& learningReporting

3.4 Learning Rhythms
Organisations are running programmes and projects all 
the time. You may wish to have regular reviews and then 
strategic planning sessions every one to three years to 
look at your vision, mission and objectives, whilst project 
planning and reflection can happen within the life cycle of 

each project. The shape and form of how this is done, when 
and how often will depend on the culture and structure of 
the organisation and the time (and resources) available.

Here is a model of how M&E can be included  
in a programming cycle:

Learning rhythms can be created in organisations to 
regulate times for planning, action, reflection and learning 
in a rhythmical cycle. In this way, an organisation can create 
an element of harmony, which by nature is transformative. 
Learning rhythms can also have a life of their own and 
become part of the culture of the organisation. Monitoring 

and evaluation processes are an important part of learning 
and if learning is happening, it usually means that there are 
good systems of monitoring and evaluation in place.

See the next page for an example of a learning 
rhythm in an organisation.
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JAN

JUNE

FEB

MAY

NOV

AUG

OCT

SEP

MAR

APR

DEC

JULY

Project 
reviews

Project 
reviews

AGM

Project 
reviews

Team  
building

Team  
building

Project 
plans

Start reviews/ 
planning
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Tool
Learning rhythms cycle

Drawing out the lessons 
»  What took place in the programme or project?  

What did we do? 
»  How does this compare with what we intended to do? 
»  What went very well? What were the strengths, highlights 

and achievements? Why did this work? 
»  What was difficult or challenging? Lowpoints and why? 
»  How did we respond to these? 

»  What would we change or improve if we could do this again? 
»  What did we learn about ourselves as a team and as 

individuals? 
»  How should we move forward? 

Download a blank learning cycle 
template here 

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Learning-Cycle.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Learning-Cycle.docx
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4.1 Narrative Reports
A project report is a summary report  
reflecting the goals and outcomes of the 

original funding request and describing whether (and  
how) these were achieved. 

It details the impact that the project or programme 
created and the resources used to create it. It should 
demonstrate that all project requirements have been met, 
as well as tell the project history: what was accomplished, 
who was involved, and where improvements could be 
made. It will contain information on challenges or changes 
that may have occurred during the project.

Writing a report is crucial in completing a project. When 
you write your narrative report, refer back to the original 
proposal and project plan. Describe the overall aim(s), 
objectives, outputs and outcomes and whether these  
were achieved. Go back to the funding application that  
you submitted and ensure that all areas are covered.

Mid-term reports
For a mid-project progress report, explain the status of the 
project against the proposed timeline. 

Consider the following questions:
»  What preparation did we do?
»  What activities have we started?
»  What outcomes have been accomplished so far?
»  What still needs to be accomplished?
»  Have there been any changes to the original proposal 

and/or budget?
»  If so, what are these changes? (Sometimes you need to 

ask permission to spend money on items not budgeted 
for. Make sure that you know what these processes are. 
For example, with the National Lotteries Commission, you 
need to apply for a deviation if funds are going to be spent 
on a line item different from what was in the proposal.)

»  Is there anything you need to flag to the funder at this point?

Final reports
For a final report, again, refer to your original request and, if 
applicable, to any mid-term reports you have created. Then, 
describe the overall outcomes of the project and how these 
have been attained.

This is also the place to call out any discrepancies 
between the original proposal and the results, and to 

explain why these happened. Make sure that you are 
honest about the success of the project.

Refer to the following questions if you’re unsure  
of how to do this:
»  Did the organisation need to change course and utilise 

funds for different project needs than originally proposed?
»  Did a practical issue come up that required the project  

to take a different angle?
»  Capture the impact of the project, both qualitatively and 

quantitatively. 

Download a template of a narrative  
report here 

4.2 Financial Reports
A final report should contain a concise 
description that reflects the actual costs of the 

project. It may be written to report on the expenditure for a 
particular donor or on the expenditure of the whole project, 
which may include funds received from a range of funders.

Usually there will be a section within the narrative report 
where you speak about the expenses in a general fashion, 
but you will also need a separate financial report to show 
the expenditure in detail. 

You must accurately demonstrate how all resources were 
used. This speaks to your accountability as a non-profit 
organisation. 

You will need to report specifically against the original 
budget. Generally this means that your financial report looks 
very similar to your budget, but has additional columns for 
the Actuals (Actual expenditure against each line item) and a 
column for calculating over- or under-expenditure. In addition 
there may need to be descriptive notes to explain deviations 
from the original line items, or to give more information.

Some funders require an external audit for their funding, 
and others require the funding to be audited as part of the 
usual annual audit. This should be checked before hand 
(and if possible, allocation in the original budget should 
have been made for the expenses of an audit).

For more on reporting, go to the Toolkits on 
Financial Management, and Fundraising and 

Income Generation 

4. Reporting on Projects

https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Narrative-Report-template.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-006_Narrative-Report-template.docx
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-005_Financial.pdf
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Sustainability.pdf
https://www.standfoundation.org.za/wp-content/uploads/2023/02/Toolkit-004_Sustainability.pdf
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5.1 The Project Manager’s 
Responsibilities
Project managers define the scope of the project and 
identify the resources available. Good project managers 
know how to make realistic time estimates and assess the 
capabilities of a team or group. They then create a clear and 
concise plan to analyse the risks and implement strategies 
to execute the project and track its progress. Projects are 
naturally unpredictable, so good project managers know 
how to adapt using the tools listed in the toolkit. 

The role of the project manager is to create clear 
and simple plans that ensure everyone involved in the 
project understands the project goals and their roles and 
responsibilities within the larger plan, as this makes the 
project easier for everyone to work together. Ultimately,  
a project is only successful if it achieves its goals. 

One of the primary responsibilities of every project 
manager is to minimise uncertainty, avoid unnecessary 
surprises, and involve as many stakeholders as possible in 
the project. Good project managers know how to maintain 
effective communication and keep everyone involved  
in the project informed of the progress of the project. 

 Time management, setting realistic deadlines, is the 
key tool to project success. Project managers will create a 
master schedule detailing the plan of action. This should: 
»  Outline activity;
»  Arrange and prioritise activity;
»  Estimate the length of activity;
»  Assign roles and responsibilities of each team member;
»  Maintain the schedule, identify risks and troubleshoot 

when difficulties arise. 

The project manager role is to ensure that the budget  
is regularly reviewed and managed, to avoid overspend. 
Budget management is crucial since often adjustments 
need to be made, but keeping withing budget is vital  
to the success of the project. 

It is the responsibility of the project manager to identify, 
analyse and assess potential risks before the start of 
the project. Anticipating potential risks allows people 
to develop action plans to minimise the impact when 
challenges arise. 

Project managers also monitor progress. Well-designed 
M&E plans will help them stay on track and perform well. 
M&E helps organisations identify problems early. The 
M&E plan helps define the scope of the project, establish 
interventions in case of failure, and keep everyone 
informed about how these interventions affect the rest 
of the project. This way, when issues arise, they can be 
resolved quickly and efficiently.

Experienced project managers know how important 
final reports and proper documentation are and are able 
to produce comprehensive, well-written and convincing 
reports.

5.2 Building the Team
Selecting and building a solid project team is crucial to 
your success. A well-run project is dependent on each 
member of the team being appropriately skilled, efficient 
and committed to achieving the goals of the project. There 
should be a sense of personal investment in the outcomes 
of the project from each team member. Inviting project 
teams to help co-design the project will generally increase 
the level of engagement and encourage buy-in. 

Ensure that there are clear goals that everyone is 
committed to achieving. The goals should be measurable 
and well-defined, since this will assist the team to 
understand where the project is going. Make sure that 
there is time for important questions to be asked upfront, 
so that people feel comfortable about what they will be 
engaged with.

As the project manager, it is necessary to ensure that all 
members of the team have the basic knowledge they need 
in order to do their work, and that they are also using the 
same or complementary methodologies. This may mean 
that you need to provide training for your team to ensure 
that everyone has the appropriate knowledge and skills (for 
example, a group of volunteers may need training in front of 
house, if you want them to be effective in their role during 
a festival or run of a performance). If you want reporting to 
happen in a particular way, you may also need to provide 
training in the processes that will be used. Don’t assume 
that everyone understands what needs to be done. It is 

5. Roles and Responsibility  
of Project Managers
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your job to make sure that those with less experience are 
properly onboarded.

It is very important that everyone understands their 
role in the project, and their specific responsibilities 
and deliverables. This will help the team work together 
seamlessly, it will set expectations and make sure that 
the right people are tackling each element of the project. 
Assigning roles according to people’s strengths will also 
make them feel more valued for their contributions and 
this will have a positive impact. Understanding the flow of 
information and activity is also important. You may want 
to make this as visual as possible so that everyone is on 
the same page. Share the project management tools you 
are using with the team so that everyone can see how the 
project is progressing.

Communication is vital to a good team. Ensure that 
communication is timely, clear and transparent. Conflict 
resolution skills are also very important. The project 
manager will need to know where the possible points 
of tension are, and must think about strategies to bring 
everyone onto the same page. Motivating the team to stay 
on task will help people to work together more effectively. 
Ensure that there is time for bonding, for conversation and 
listening, and for celebrating the small wins. This will build 
a good working atmosphere in which it will be more difficult 
for any negativity to take root. When conflict does erupt, it 
is important for project managers to handle these moments 
diplomatically and fairly. Listening skills are very important 
as you learn to hear beyond what is being said to where the 
real issues may lie. 

Risk management should also be a joint task and team 
members should feel comfortable to raise potential risks 
as they become apparent. Risk management is also 
about brainstorming potential solutions and can be a very 
creative part of project management.

As you move through the project, it is important that 
the whole team is involved in monitoring progress and 
identifying any obstacles to the goals being realised. You 
may need to make adjustments or change strategy if you 
encounter big obstacles. 

These are important moments to ensure that everyone 
on the team is kept abreast of developments and 
understands whatever changes are being implemented to 
the original plan. 

When you complete a project, try to end on a high note, 
and take time to appreciate what everyone has given to the 
project. 

What have you achieved together? What have you done 
well? What does each person need to be thanked for? 
Remember to celebrate your achievements together as well 
as to reflect on what might have been improved. This will 
ensure a good team spirit ready to tackle the next project!
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