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Foreword
The Sešego Foundation would like to
extend our grateful thanks to our
international partners:

The Sešego Foundation has in over 10 years, provided
funding, managed and co-partnered projects across
Southern Africa. Education and Literacy is one of the
Foundation’s focus areas. The Early Childhood
Development programme is one of them!

The Townships Project:

As the host of their first Early Childhood Development and
Literacy (ECDL) programme, Sešego Foundation and we
have financially partnered with Townships Projects, the
Busch Vacuum Pumps and
Covenant Garden Estate, and The Rotary E-Club of
Systems:
Sourthern Africa. The ECDL project aims to train 40 persons
Based in Germany and South Africa
from 40 ECD facilities over a 6-month period which will
impact over 2000 learners, but more importantly enable
A special thank you to The Covenant Garden 712 learners to become school ready for Grade 1 in the new
Estate.
year before attending primary school.
Based in Canada

Impact on the Mathibestad and community

“Education is the most powerful weapon
Mathibestad is a town in Bojanala District Municipality.
which you can use to change the world.”

This will be the main training hub and with an average of
1,2 million children starting school every year, this
pr ogr amme wi l l of f er t he c h i l d r e n an except i onal
“Desperation is an emotion I seldom feel, advantage.
- Nelson Mandela

except in relation to education, for I believe
very deeply that for most of our children, a
solid school education represents the only
means available for ending the cycle of
family poverty.”
- Prof Jonathan Jansen

Children in Mathibestad will have access to better equipped
ECDs and ECD teachers/practitioners that are
knowledgeable and competent in the areas they will be
trained on. This in turn will impact the literacy levels of
children in Johannesburg – an area of great concern across
the country. The children will be school ready and will not
lag behind in their cognitive and other areas of
development.
South African women are passionate, and they care about
the well-being and development of children. The ECDL
programme empowers and educates women to turn their
day-care centres into pre-schools and to help the children
to become school ready. Following extensive training, the
qualifiers will receive a certificate recognizing their
achievements.
The ECDL programme is essential to build a sound basis
for learning. We thank all our partners, trainers and
learners for their support and input with this programme and
we look forward to graduation day.

Mathibestad, North West
Province

Yours truly,

Sešego Foundation

2

Index
1. (MODULE 1) Governance and
Leadership
1.1 Sub-module 1(a) Governance
1.1.1 What is the Board
1.1.2 Board duties
1.1.3 Ideal Board composition
1.1.4 Board functions
1.1.5 Board relationships
1.2 Sub-module 1(b) Leadership
1.2.1 Leadership defined
1.2.2 Types of leadership
1.2.3 Leadership tasks
1.2.4 Leadership roles
1.2.5 Leadership behaviors
1.2.6 Delegation
1.2.7 Stress management
2. (MODULE 2) Communication, Conflict
management and Team building
2.1 Sub-module 2(a) Communication
2.1.1 Basic communication model
2.1.2 Verbal and non -verbal communication
2.1.3 Effective communication skills
2.1.4 Interpersonal skills
2.1.5 Report writing
2.2 Sub-module 2(b) Conflict management
2.2.1 What is conflict
2.2.2 Types of conflict
2.2.3 Managing conflict
2.2.4 Conflict resolution
2.3 Sub-module 2(c) Team building
2.3.1 Team building model
2.3.2 Individual vs teamwork
2.3.3 Working as a team
2.3.4 Team member roles

Page

Index
3. (MODULE 3) General
management
3.1 Management functions
3.2 Record keeping and financial reporting
3.3 Occupational health and safety
3.4 Financial management
3.5 Classroom management
3.6 Basic computer literacy
3.7 Writing a business plan or proposal

4 - 10

4. (MODULE 4) Nutrition and
health
4.1 Nutrition
4.2 Preparation and storage of food
4.3 Hygiene
4.4 First aid
4.5 Food garden
4.6 Developmental milestones of children
as part of healthy development

11 - 17

5. (MODULE 5) New Venture Creation Entrepreneurship
5.1 What is thinking
5.1.1 Knowing your mind
5.1.2 Some dimensions of thinking
5.1.3 The mind as a pattern making system
5.2 Blocks in thinking
5.3 The skill of thinking
5.4 Analytical thinking tools
6. Explaining money in terms of its role in
the economy
6.1 Identifying the reasons for the decline
in the value of money
6.2 Different types of businesses
6.3 South Africa’s economic growth

3

Page
18 - 22

23 - 30

31 - 45

Module 1
Governance and Leadership
Duration: 5 Days

1.1 Sub-module 1(a) Governance
1.1.1 What is the Board

Requirements

• Country’s constitution
An organized group of people with the authority • Common law
collectively to control and oversee an institution that is • Statutory law e.g., LRA.NPO ACT, Children’s Act,
usually administered by staff.
COIDA, etc.
• Deed of trust

1.1.2 Board duties

• Memorandum and article of association
• Organization constitution

• Duty of care
• Duty of obedience

• Duty of loyalty

• Duty of loyalty

The duty to act in good faith and in the best interest of the
organization.

• Duty of care
Conflict of interest occurs:

The duty to act as an ordinary, prudent person would in a
similar situation.

• Where a board member is on both sides of a transaction
• Board members responsibilities:

Requirements

-

Advise the organization of your interest

• Diligence

-

Recuse yourself from the debate

• Paying attention to relevant detail

-

Provide detailed information of knowledge about the
issue without prejudice

-

Don’t vote

• Acting with caution and watchfulness
• Informed participation

• Duty of obedience
The duty to ensure that the organization operates in
keeping with the law of the land and its founding
documents.
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1.1.3 Ideal Board composition

IT Expertise
HR Knowledge

Independent

Financial

Industry Expert

THE BOARD

Empowerment

Marketing
Business Experience
Executives

Specific Stakeholder
Representatives

1.1.4 Board functions
•
•
•
•
•

• Human resource function

Programme function
Marketing and public relations
Human resource function
Planning
Information

- Determine need for principal, CEO
- Develop job-description of principal / CEO
- Hire principal / CEO
- Supervise principal/CEO
- Compliance with law as employer

• Financial management

- Human resources policy approvals
- Monitor adherence to and effectiveness of policies

• Programme function
- Clear vision, mission of the organization

• Planning

- Clear programmes to achieve the mission

- Decide desired results of organisation

- Agreed definition of annual program plans

- Programmes to achieve results

- Evaluation methods available and agreed

- Clear structure for programme achievement

- Programme achievements

- Clear organisational functions
- Long range goals of the organisation

• Marketing and public relations

- Annual operating plan

- Knowledge of organisation’s sector (ECD)

- Annual budget

- Knowledge of effectiveness and efficiency with which
organisation clients are serviced
- Link organisation in the sector and with stakeholders
- Annual reports prepared
5

1.1.4 Board functions (continued)
• Information

-

- Management information and supportive technology

-

- Need
- Form

-

ensure that the ECD centre complies with the NPO
ACT and Children’s Act
ensure that all employees (including foreigners) are
registered for UIF (and contribute 2% of their earnings),
comply with norms and Standards for ECD

- Target
The board must bring forth their skills and/or identify family
and community members who can assist with, e.g.
financial skills, accounting, fundraising and curriculum
development, nutrition and cooking

- Time
- Frequency

• Financial management
- Financial plan development
- Budget approval
- Accounting procedures
- Payroll systems policies

POSSIBLE CLASSROOM ACTIVITY

- Tax adherence systems developments
- Legal compliances
- Annual returns monitoring

For further discussion refer to

- Internal controls monitoring

Annexure A:

- Financial analysis and investments planning

Key responsibility clarification questionnaire

- Risk management

and

- Fund development

Annexure B:

- Financial plan accomplishment

Orientation sheet for Board members

1.1.5 Board relationships
Annexures to be distributed by course presenter

Role definition, membership and service
•
•
•
•
•

Staff relations
Organisation of Board
Continuation of Board
Effectiveness Quality of directors
Efficiency
Skills, knowledge, contacts

Additional notes of governance for consideration
by Boards
According to the NPO Act, should have at least 7 members
on the Board,
Given the limited numbers the plan can be about setting
up at least 2 committees, viz.
• The Care Committee that will
- do work in the interest of ECD centre towards the
success of the centre
- market the centre to the community
- assist and support the centre with regard to the
planning of ECD programmes
• The Finance Committee that will
- carry out all functions related to finances, such as
fundraising, financial reporting, etc
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1.2 Sub-module 1(b) Leadership
• Conduct routine debriefings

1.2.1 Leadership defined

According to the Wall Street Journal, management is
It is the art of motivating a group of people to act towards responsible for motivating and developing their employees,
a common goal. The leader achieves this through her/his
personality and leadership traits that make people want to in addition to setting goals, organising, and measuring
be led by her/him.
progress

1.2.4 Leadership roles

1.2.2 Types of leadership

• to influence employee behaviours in several ways
• Visionary leadership
Transformational leadership leader works with • to set a clear vision for the organisation
team to identify needed change, creating vision as
guide. Executes the change in tandem with committed
members of the team:
Steps to be followed for transformational leadership
- Develop exciting vision to attract followers
- Sell vision: continually sell vision and build a strong
network of high potential
- Clearly communicate the vision
- Roadmap clear vision in place, clarity about the
direction to take, and want followers to follow in same
direction. Do accept failure
- Motivate employees
- Inspire, encourage and support your team

• Trait leadership (personality traits)

• motivate employees
• to guide employees through the work process and to
build morale
Leadership involves leading others toward achieving clear
goals

1.2.5 Leadership behaviours
•
•
•
•
•
•
•
•

A
A
A
A
A
A
A
A

leader
leader
leader
leader
leader
leader
leader
leader

does the right thing
is more concerned with “we” than “me”
demonstrates an unshakeable positive attitude
accepts responsibility
is a goal setter
has a passion for winning
has a passion for winning WITH others
builds relationships

Character Traits exceptional leaders have in common.
When the leader is respectful and honest, the team does
not hesitate to follow. Exceptional leaders are those who
are open, social, friendly, communicative, humble,
sensitive to others, flexible, honest and down to earth.
They are also intelligent, self-confident, have
determination and integrity, are sociable and are Leadership styles
emotionally intelligent.
The total pattern of leaders’ actions as perceived by their
• Transactional leadership: leaders promote employees is called leadership style. It represents the
compliance by followers through rewards (cognitive leaders’ philosophy, skills and attitudes in practice. A
rewards and praise) and punishment. Results in short leadership style is a leader's method of providing direction,
term motivation
implementing plans, and motivating people.
The difference between the roles of a leader must be Example:
compared with that of the managers (they are different in - Authoritarian
so many ways).
- Benevolent (kind/caring dictatorship)
- Participatory

1.2.3 Leadership tasks

6 Essential Leadership responsibilities/tasks that
build effective teams
• Build trust
• Communicate
• Offer sufficient resources and autonomy
• Build self-efficiency
• Hold team members accountable
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1.2.5 Leadership behaviours
(continued)
6 Types of leadership styles
• Democratic Leadership. Commonly Effective
• Autocratic Leadership. Rarely Effective
• Laissez-Faire Leadership. Sometimes Effective
• Strategic Leadership. Commonly Effective
• Transformational Leadership. Sometimes Effective
• Transactional Leadership. Sometimes Effective

will escape punishment. This leadership style is less likely
to be effective because (i) the new generation is more
independent and less submissive and not amenable to rigid
control; (ii) people look for ego satisfactions from their jobs
and (iii) revolution of rising expectations changed the
attitude of the people.

Leadership may be divided into three
classes:

POSSIBLE CLASSROOM ACTIVITY

Under what circumstances are the leadership styles
effective / non-effective?
Use examples from an ECD setting.

-

The hard-boiled autocrat who relies mainly on negative
influences uses the force of fear and punishment in
directing his subordinates towards the organisational
goals. This is likely to result in employees becoming
resentful.

-

The benevolent dictator who relies mainly on positive
influences uses the reward and incentives in directing
his subordinates towards the organisational goals. By
using praise and pats on the back he secures the loyalty
of subordinates who accept his decisions.

Positive and negative leaders or bosses
There are different ways in which leaders approach people
to motivate them. If the approach emphasises rewards, the
leader uses positive leadership. If the approach
emphasises penalties, the leader is applying negative leadership. Negative leaders should be called bosses
rather than leaders.

Authoritarian leadership

Democratic or participative leadership
The participative or democratic style presents a
balance between the autocratic (controlling) and the
delegating (laissez-faire) leadership styles and works
well in organisations desiring innovation. Many believe
this leadership style is the most effective.

An autocratic leader centralises power and decisionmaking in herself/himself. S/he gives orders, assigns tasks Participative or democratic leaders decentralise authority.
and duties without consulting the employees. The leader It is characterised by consultation with the subordinates and
takes full authority and assumes full responsibility.
their participation in the formulation of plans and policies.
S/he encourages participation in decision- making.
Autocratic leadership is negative, based on threats and
punishment. Subordinates act as S/he directs. S/he neither
cares for their opinions nor permits them to influence the
decision. S/he believes that because of her/his authority
s/he alone can decide what is best in a given situation.
Autocratic leadership is based upon close supervision,
clear-cut direction and commanding order of the superior. It
facilitates quick decisions, prompt action and unity of
direction. It depends on a lesser degree of delegation. But
too much use of authority might result in strikes and
industrial disputes. It is likely to produce frustration and
retard the growth of the capacity of employees.
The employees work as hard as is necessary to avoid
punishment. They will thus produce the minimum which
8

S/he leads the subordinates mainly through persuasion and
example rather than fear and force. Sometimes the leader
serves as a moderator of the ideas and suggestions from
her/his group.
The modern trend favours sharing the responsibility with the
employees. This will foster enthusiasm in them. The
employees feel that management is interested in them as
well as in their ideas and suggestions. They will, therefore,
make their suggestions for improvement.

1.2.5 Leadership behaviours
(continued)

1.2.7 Stress management
• Stress is mental tension caused by demanding, taxing
or burdensome circumstances. Stress doesn't just affect
our mental state and mood; it affects our physical health
as well. When we are very stressed, a hormone called
cortisol is released into our bloodstream, suppressing the
functioning of our immune, digestive and
reproductive systems. That is why it is so important to
practice stress management in order to keep our minds
and bodies healthy.

Advantages for democratic leadership are as follows:
(i) higher motivation and improved morale
(ii) increased co-operation with the management
(iii) improved job performance
(iv)reduction of grievances and
(v) reduction of absenteeism and employee turnover

1.2.6 Delegation

• Stress management consists of making changes to
your life if you are in a constant stressful situation,
preventing stress by practicing self-care and relaxation
and managing your response to stressful situations
when they do occur.

Delegation is the assignment of any responsibility and
authority to another person (normally from a manager to
a subordinate), to carry out specific activities - one of the
core concepts of management leadership. However, the
person who delegated the work remains accountable for
the outcome of the delegated work (the delegation of
tasks to others).
It is about giving employees the authority they need to get
the job done. Any delegated task must be accompanied by
a delegation of authority--that is, the power and resources
to get the job done. Authority may include giving the
employee power to spend money, seek assistance from
others, or represent the ECD facility.

• Not all stress is bad Before we move on to stress
management techniques, it's important to note that not all
stress is bad. Stress is actually a survival response when
our body thinks that it is in danger. That is why our
sympathetic nervous system kicks in and makes our heart
rate increase and gives us a burst of the energy hormone,
adrenaline, so that we can deal with whatever situation is
being thrown at us. This is also called our flight or fight
response.
(The problem arises when we deal with constant stress and
worry, or when we don't know how to properly manage a
stressful situation. That's why stress management is
tremendously important for our health, quality of life and
relationships).

Delegation strategy
• Learn to let go
• Establish a firm priority system
• Play to your workers' strengths
• Always include instructions
• Don't be afraid to teach new skills

Benefits of Stress Management

• Trust, but verify

It has already been said that stress causes mental and
physical strain, tension and even illness. It can affect all
areas of our lives.

Benefits of delegation for the team members:
• Skills development and enhancement
• Increased loyalty
opportunities

as

there

are

career

growth

• Decreased delays for those waiting on you, the manager,
to make decisions or take actions. It keeps you from
putting too many irons in the proverbial fire
• Increased and improved motivation and job satisfaction
• Decreased levels of conflict
• It builds trust, open communication, and engagement
among team members
• It stimulates creativity and develops skills in your team
• It creates a positive business culture
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1.2.7 Stress management (continued)
Some examples of health problems stress can cause include:

STRESS
The nation’s number one killer
Medically proven stress contributes to:
•
•
•
•
•
•
•
•
•
•

Heart disease
Strokes
High blood pressure
Colitis
Irritability
Rheumatism
Depression
Migraines
Diabetes
Hardening of
the arteries

•
•
•
•
•
•
•
•
•
•
•

Insomnia
Fatigue
Sex problems
Skin diseases
Allergies
Overeating
Asthma
Kidney disorders
Ulcers
Breathing problems
Increased smoking

These are many ways that stress affects different
aspects of our lives.
Stress management is beneficial to reduce blood
pressure, heart disease, digestive troubles and many
more physical ailments. It also helps improve sleep, mental
health, cognition and libido. There are simply too many
benefits to list them all. It is clear to see why stress
management is so important. Now, let's learn some stress
management tips.

Change the stressful situation
The first thing that you need to consider when
encountering a short-term or long-term stressful situation
is, 'Can I change the situation so that it does not cause me
stress anymore?' If it's a person in your life that is constantly
negative and critical of you, can you distance yourself from
that person? If it is a job that you are doing, can you start
making moves to look for a new job or obtain a different
position? (There is a quote by a famous spiritual leader,
Eckhart Tolle, that says, 'When you complain, you make
yourself the victim. Leave the situation, change the
situation or accept it. All else is madness'.)

Stress management techniques
There are many ways to reduce stress in your life, from
exercise to journaling to meditation. Let's look at some of
the most common forms of stress management, including

physical, mental, social, intellectual and environmental
techniques.

Physical technique
There are various physical techniques you can use. One of
these is yoga. There are many videos for this exercise
involving body stretching and strengthening online. You
can begin your day with 15 minutes of yoga to let go of
tension in your body and to clear your mind.
A morning jog / walk can help with releasing the happy
hormones, endorphins, into your system and can help
prevent feelings of stress throughout the day.
Progressive muscle relaxation is another option. This
involves starting with your toes and moving all the way up
to your forehead, tensing one body part for five to ten
seconds and then releasing or relaxing.
You can also improve your nutrition to help manage stress.
Cortisol, the hormone released when stressed, causes
people to crave sugars and high carb food.

Mental technique
Meditation: “No mind/mind without thinking”.
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Module 2
Communication, Conflict management
and Team building
Duration: 5 Days

2.1 Sub-module 2(a) Communication
The process of communication that allows us to interact body language and the physical distance between the
with other people; without it, we would be unable to share communicators.
knowledge or experiences with anything outside of
ourselves. Common forms of communication include 2.1.3 Effective communication skills
speaking, writing, gestures, touch and broadcasting.
Therefore, the process entails the process of sending and Meaning and definition
receiving information among people.
“Effective communication is the communication which
produces intended or desired results”

2.1.1 Basic communication model

Models of communication are conceptual models used to
explain the human communication process. A simple
communication consists of a sender, message and
receiver and entails the process of sending and receiving
messages or transferring information from one part
(sender) to another (receiver).

It is a two-way process – sending the right message and
to the right person. It is important to know the psychology
of the people you are interacting with for communication to
be effective. For communication to be effective it is
necessary to know the circumstances of the counter entity.
Effective communication includes all the aspects of visual,
auditory and kinesthetic language to appeal the listener.

2.1.2 Verbal and non-verbal communication

Uses of effective communication

• Effective communication helps to understand a person
Verbal communication is face-to-face conversation
or situation in a better way
between people. e.g. phone calls and written messages
(e.g., letters, email, newsletters. Tone of voice, volume, • It enables us to solve the differences, build trust and
respect in the organisation
and pitch are all ways to effectively communicate verbally.
• Sometimes our message is misunderstood or we
misunderstand the received message, effective
Non-verbal communication is less direct and includes
communication helps us to resolve problems with both’s
gestures, facial expressions, body movement, timing,
point of view
touch, and anything else done without speaking. It also
includes implicit messages, whether intentional or not, • Effective communication helps us to connect well with
children, spouse, boss, colleagues, etc
which are expressed through non-verbal behaviours. Nonverbal communication includes facial expressions, the • It helps us in decision making
tone and pitch of the voice, gestures displayed through
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2.1.3 Effective communication skills
(continued)
The 7c’s of effective communication
1. Completeness
2. Conciseness
3. Consideration
4. Clarity
5. Concreteness
6. Courtesy
7. Correctness

4. Clarity
• Clarity implies emphasis on a specific goal or objective
at a time, rather than trying to move away from track
• Clarity helps to understand the message easily
• Complete clarity of thoughts and ideas enhances the
meaning of message
• Clarity comes with the use of exact, appropriate and
concrete words

5. Concreteness

1. Completeness
• The information conveyed in the message should be
complete for the communication to be effective
• The sender must take into consideration the receiver’s
mind set and convey the message accordingly
• Complete communication enhances the reputation of the
organisation

• Concrete communication implies being particular and
clear rather being fuzzy and general
• Concrete communication
confidence

shows

good

level

of

• Concrete information helps to strengthen the reputation
of the organisation

• Concrete information cannot be misinterpreted
• Complete information always gives additional
information wherever required, it leaves no question in the
6. Courtesy
minds of the receiver
• Complete information helps in better decision making as • Courtesy means being polite, kind, judicious,
enthusiastic and convincing
it serves all the desired and crucial information
• Complete information persuades the audience

• Courtesy is an important element of effective
communication

2. Conciseness

• Courtesy reflects the nature and character of the sender
of the message

• Conciseness means communicating what you want to
• It is the same as giving respect and then expecting the
convey in least possible words
same
• Conciseness is a necessity for effective communication
• Courtesy is not at all biased in nature
• Concise communication provides short and essential
message in limited words
• Concise
message
is
more
comprehensive to the audience

appealing

• Concise messages are non-repetitive in nature

and 7. Correctness
• Correctness in the communication implies that the
correct information is conveyed through message
• Correct communication boosts up the confidence level of
the sender

3. Consideration

• Correct information has a greater impact on the
• Effective communication must take audience into
audience.
consideration by knowing the viewpoints, back ground,
• Free from grammatical errors and use of appropriate and
mindset, educational level, etc.
correct language
• Consideration implies “stepping into the shoes of others”
• Correct information includes the precision and accuracy
• Consideration ensures that the self-respect of the
of facts and figures used in the message
audience is maintained and their emotions are not
harmed
• Consider the needs and requirements of the audience to
achieve effective communication
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2.1.4 Interpersonal skills
Interpersonal skills are the skills used by a person to
interact with others properly. They include everything from
communication and listening skills to attitude and
deportment. Good interpersonal skills - what you use to
interact with people, are a prerequisite for many positions in
an organisation.
Interpersonal skills examples
• Active listening

Each of us possesses our own opinions, ideas and sets
of beliefs. We have our own ways of looking at things and
we act according to what we think is proper. Hence, we
often find ourselves in conflict in different scenarios; it
may involve other individuals, groups of people, or a
struggle within our own selves. Consequently, conflict
influences our actions and decisions in one way or
another.

2.2.2 Types of conflict

• Dependability
• Empathy

• Interpersonal conflict refers to a conflict between

• Leadership
• Teamwork

2.1.5 Report writing
How to write a report:

Steps you may follow:
1.Write your introduction. Your intro is where you introduce
your topic and state the thesis / aim of your report / what
you are reporting on
2.Write your body paragraphs. The body paragraphs are
where you state your evidence that supports your thesis
3.Support your topic sentence
4.Analyse your findings and draw conclusions
5.Make recommendations
6.Write your conclusion
7.Cite your sources (where necessary)
8.Format your report (where ECDs have computers)

two individuals. This occurs typically due to how people
are different to one another. We have varied
personalities which usually results in incompatible
choices and opinions. Apparently, it is a natural
occurrence which can eventually help in personal growth
or developing your relationships with others. Coming up
with adjustments is necessary for managing this type of
conflict. However, when interpersonal conflict gets too
destructive, calling in a mediator would help to resolve it.

• Intrapersonal conflict occurs within an individual.
The experience takes place in the person’s mind. Hence,
it is a type of conflict that is psychological involving the
individual’s thoughts, values, principles and emotions.
Intrapersonal conflict may come in different scales, from
the simpler mundane ones like deciding whether or not to
go organic for lunch, to ones that can affect major
decisions such as choosing a career path.
Furthermore, this type of conflict can be quite difficult to
handle if you find it hard to decipher your inner struggles.
It leads to restlessness and uneasiness, or can even
cause depression. In such occasions, it would be best to
seek a way to let go of the anxiety through
communicating with other people. Eventually, when you
find yourself out of the situation, you can become more
empowered as a person. Thus, the experience may
evoke a positive change which will help you in your own
personal growth.

A practical session with a template will be of use to the
facilitator.

2.2 Sub-module 2(b) Conflict
management
2.2.1 What is conflict
• An inevitable and unavoidable part of our everyday
professional and everyday lives
• The opportunity to improve situations and strengthen
relationships
Conflict pertains to the opposing ideas and actions of
different entities, thus resulting in an antagonistic state.
Conflict is an inevitable part of life.
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2.2.2 Types of conflict (continued)
• Intragroup conflict is a type of conflict that happens emotional. When a dispute arises, often the best course of
among individuals within a team. The incompatibilities
and misunderstandings among these individuals lead to
an intragroup conflict. It arises from interpersonal
disagreements (e.g. team members have different
personalities which may lead to tension) or differences in
views and ideas (e.g. in a presentation, members of the
team might find the notions presented to be erroneous
due to their differences in opinion). Within a team,
conflict can be helpful in coming up with decisions which
will eventually allow them to reach their objectives as a
team. However, if the degree of conflict disrupts harmony
among the members, then some serious guidance from a
different party will be needed for it to be settled.

action is negotiation to resolve the disagreement.

Conflict resolution is a five-step process:
Step 1: Identify the source of the conflict
The more information you have about the cause of the
conflict, the more easily you can help to resolve it. To get
the information you need, use a series of questions to
identify the cause, like, “When did you feel upset?” “Do you
see a relationship between that and this incident?” “How
did this incident begin?”
As a manager or supervisor, you need to give both parties
the chance to share their side of the story. It will give you
a better understanding of the situation, as well as
demonstrate your impartiality. As you listen to each
disputant, say, “I see” or “uh huh” to acknowledge the
information and encourage them to continue to open up to
you.

• Intergroup

conflict takes place when a
misunderstanding arises among different teams within
an organisation, due to the varied sets of goals and
interests of these different groups. In addition,
competition also contributes to intergroup conflict. There
are other factors which fuel this type of conflict. Some of
these factors may include a rivalry in resources or the
boundaries set by a group to others which establishes Step 2: Look beyond the incident
their own identity as a team.
Often, it is not the situation but the perspective on the
situation that causes anger to fester and ultimately leads
to a shouting match or other visible - and disruptive 2.2.3 Managing conflict
evidence of a conflict.
The process of limiting the negative aspects of conflict while
increasing the positive aspects. The aim of conflict
management is to enhance learning and group outcomes,
including effectiveness or performance in an
organisational setting.

How to handle conflict in the workplace
• Talk with the other person
• Focus on behaviour and events, not on personalities

The source of the conflict might be a minor problem that
occurred months before, but the level of stress has grown
to the point where the two parties have begun attacking
each other personally instead of addressing the real
problem. In the calm of your office, you can get them to
look beyond the triggering incident to see the real cause.
Once again, probing questions will help, like, “What do you
think happened here?” or “When do you think the problem
between you first arose?”

• Listen carefully
• Identify points of agreement and disagreement

Step 3: Request solutions

• Prioritise the areas of conflict

After getting each party’s viewpoint on the conflict, the next
step is to get each to identify how the situation could be
changed. Again, question the parties to solicit their ideas:
“How can you make things better between you?”

• Develop a plan to work on each conflict
• Follow through on your plan
• Build on your success

As mediator, you have to be an active listener, aware of
every verbal nuance, as well as a good reader of body
language.

2.2.4 Conflict resolution
Conflict resolution is a way for two or more parties to find
a peaceful solution to a disagreement among them. The
disagreement may be personal, financial, political, or
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2.2.4 Conflict resolution (continued)
Step 3: Request solutions (continued)

Model-5 Stages of team development

Just listen. You want to get the opponents in the conflict to
stop fighting and start cooperating, and that means The five stages:
steering the discussion away from finger pointing and • Stage 1: Forming
toward ways of resolving the conflict.
• Stage 2: Storming
• Stage 3: Norming

Step 4: Identify solutions both opponents can
• Stage 4: Performing
support. You are listening for the most acceptable course
of action. Point out the merits of various ideas, not only
from each other’s perspective, but in terms of the benefits
to the organisation. (For instance, you might point to the
need for greater cooperation and collaboration to
effectively address team issues and departmental
problems.)

• Stage 5: Adjourning

Stage 1: Forming stage
The forming stage involves a period of orientation and
getting acquainted. Uncertainty is high during this stage,
and people are looking for leadership and authority. A
member who asserts authority or is knowledgeable may
Step 5: Agreement. The mediator needs to get the two be looked to, to take control.
parties to shake hands and agree to one of the alternatives
identified in Step 4. Some mediators go so far as to write Stage 2: Storming stage
up a contract in which actions and time frames are
specified. However, it might be sufficient to meet with the The storming stage is the most difficult and critical stage
individuals and have them answer these questions: “What to pass through. It is a period marked by conflict and
action plans will you both put in place to prevent conflicts competition as individual personalities emerge. Team
from arising in the future?” and “What will you do if performance may actually decrease in this stage because
energy is put into unproductive activities. Members may
problems arise in the future?”
disagree on team goals, and subgroups and cliques may
This mediation process works between groups as well as form around strong personalities or areas of agreement. To
get through this stage, members must work to overcome
individuals.
obstacles, to accept individual differences, and to work
through conflicting ideas on team tasks and goals. Teams
2.3 Sub-module 2(c) Team building
can get bogged down in this stage. Failure to address
conflicts may result in long-term problems.

What is team building and why is it popular?

Team building is the making of cohesive working groups. In
cohesive groups, all members feel invested in the direction
taken and results achieved by the team. All members have
input towards developing group goals and defining the
steps taken to reach those goals. Everyone is able to work
together to achieve the group objectives.

Stage 3: Norming

Employers believe that highly collaborative teams will add
value through greater productivity, higher morale, less
counter-productive conflict, and better customer relations.
Basically, when a group works well together, it tends to
achieve the best results. Employers therefore want to hire
people with team building skills. These are people who can
get groups to work together well and meet their goals.

2.3.1 Team building model
Team building skills are particularly important in
managers, supervisors, and outside consultants who
oversee groups of employees.
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When the team moves into the "norming" stage, they are
beginning to work more effectively as a team. They are no
longer focused on their individual goals, but rather are
focused on developing a way of working together
(processes and procedures). They respect each other's
opinions and value their differences. They begin to see the
value in those differences on the team. Working together
as a team seems more natural. In this stage, the team has
agreed on their team rules for working together, how they
will share information and resolve team conflict, and what
tools and processes they will use to get the job done. The
team members begin to trust each other and actively seek
each other out for assistance and input. Rather than
compete against each other, they are now helping each
other to work toward a common goal. The team members
also start to make significant progress on the project as they
begin working together more effectively.

2.3 Sub-module 2(c) Team building
(continued)
Stage 3: Norming (continued)

Stage 5: Adjourning

In this stage, the team leader may not be as involved in
decision making and problem solving since the team
members are working better together and can take on more
responsibility in these areas. The team has greater selfdirection and is able to resolve issues and conflict as a
group. On occasion, however, the team leader may step in
to move things along if the team gets stuck. The team
leader should always ensure that the team members are
working collaboratively and may begin to function as a
coach to the members.

In the "adjourning" stage the project is coming to an end
and the team members are moving off into different
directions. This stage looks at the team from the
perspective of the well-being of the team rather than from
the perspective of managing a team through the original
four stages of team growth.

Stage 4: Performing
In the "performing" stage, teams are functioning at a very
high level. The focus is on reaching the goal as a group.
The team members have gotten to know each other, trust
each other and rely on each other.
Not every team makes it to this level of team growth; some
teams stop at Stage 3: Norming. The highly performing
team functions without oversight and the members have
become interdependent. The team is highly motivated to
get the job done. They can make decisions and problem
solve quickly and effectively. When they disagree, the team
members can work through it and come to consensus
without interrupting the project's progress. If there needs to
be a change in team processes - the team will come to
agreement on changing processes on their own without
reliance on the team leader.

The team leader should ensure that there is time for the
team to celebrate the success of the project and capture
best practices for future use. (Or, if it was not a successful
project - to evaluate what happened and capture lessons
learned for future projects).

CLASS ACTIVITY:
The team can use the organisation of
graduation of the learners who have
completed their Grade R and are exiting the
ECD facility

2.3.2 Individual vs teamwork

Some people prefer to work individually and others in
In this stage, the team leader is not involved in decision teams. Others in a team can help you see things from a
making, problem solving or other such activities involving different angle. Teamwork encourages communication
the day-to-day work of the team. The team members work between team members.
effectively as a group and do not need the oversight that is
required at the other stages. The team leader will continue
Question to be posed to class:
to monitor the progress of the team and celebrate
milestone achievements with the team to continue to build
team camaraderie. The team leader will also serve as the
Do you work well in a team or
gateway when decisions need to be reached at a higher
individually?
level within the organisation.
Even in this stage, there is a possibility that the team may
revert back to another stage. For example, it is possible for
the team to revert back to the "storming" stage if one of the
members starts working independently. Or, the team could
revert back to the "forming" stage if a new member joins the
team. If there are significant changes that throw a wrench
into the works, it is possible for the team to revert back to
an earlier stage until they are able to manage through the
change.
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One good way to answer this question is to incorporate the
positive aspects of both options. You can say something
like, “I enjoy both. I can work both on a team, and work
alone”. That way, your potential boss realises that you like
a team environment, but you can work independently as
well.

2.3.3 Working as a team
While being a good leader is important in team building, so • identifying risks associated with the project
is being a good team player. You can help build a strong • working together as a team
team by showing the team what it means to work well in a • contributing towards successful communication
group.
• contributing towards positive motivation
You will need to collaborate and cooperate with team
members, listen to their ideas, and be open to taking and
applying their feedback.
Some important teamwork skills include:
• Ability to follow direction
• Adaptability to changing circumstances
• Collaboration
• Cooperation with team members
• Cooperation with managers of other departments,
especially for cross-department teams
• Reliability
• Responding to constructive criticism
• Willing to take on tasks
For teams to be effective, the people in the team must be
able to work together to contribute collectively to team
outcomes. But this does not happen automatically: it
develops as the team works together. You have probably
had an experience when you have been put on a team to
work on a school assignment or project. When your team
first gets together, you likely sit around and look at each
other, not knowing how to begin. Initially you are not a
team; you are just individuals assigned to work together.
Over time you get to know each other, to know what to
expect from each other, to know how to divide the labour
and assign tasks, and to know how you will coordinate your
work. Through this process, you begin to operate as a
team instead of a collection of individuals.

2.3.4 Team member roles
Project team member’s responsibilities
The responsibilities assigned to individual team members
may vary but typically will include:
• understanding the purpose and objectives of the project
• ensuring a correct balance between project and nonproject work
• working to timescales and within cost constraints
• reporting progress against plan
• producing the deliverables / products to agreed
specifications
• identifying issues
17

Module 3
General Management
Duration: 3 Days

3.1 Management functions
Managing an ECD centre

(The planning process must be done in conjunction with the
broad planning processes (Vision, Mission, Objectives and
Writing a business plan / proposal (for further business plan of the ECD Centre)
discussion, the Sesego document will be
distributed during the course)
i. Planning principles
Business Administration

Any plan should include who, what, when, where, how, and
The task of management is to direct the organisation to
why.
its objectives.
• Who is needed to accomplish this task?
• Set and keep the operations of the organisation / ECD
• What needs to be done?
Centre on a balanced course
• When does it start and end?

• Enable the organisation to achieve its goals productively

• Where will it take place?
• The Four Basic Management Functions

• How will it happen?

a.

Planning

b.

Organising

c.

Leadership (discussed extensively under 1.2)

ii. The Planning process

d.

Controlling

Enables management to understand more clearly what
they want to achieve, and how and when they can do it.

• Why must we do it?

a. Planning entails determining what the objectives of It involves
an organisation are. It is not a once off activity but an
• An understanding of the history of the business
ongoing process.
• An examination of the environment of the business
Planning is a process that never stays the same it has to be
reviewed at regular intervals and be adjusted to adapt to • An assessment of the mission and goals of the business
• A process for reaching those goals
changing needs.
• A process for gathering information
Planning is the foundation at which other management • A realisation that planning is a continuing process that is
tasks rest. If planning is not done properly it will have a
constantly evolving
detrimental effect on the way in which the organising,
leading and controlling tasks are performed.
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3.1 Management functions
(continued)
(NB: the first phase of the control process is similar to
Organising refers to establishment of a structure within the last part of the planning process.
which the organisation's activities can be carried out. Establishing standards is the same as setting goals. The
last phase of the control process could also be part of the
i The importance of organising
planning or leading process. Making new plans to
• It serves to systemise tasks, resources, methods and
counteract the deviations that would be part of the planning
procedures
task or giving recognition to a subordinate for good results
• It allows the work load to be spread evenly and would be part of the leading task. This highlights the
according to ability
interrelationship between the various management tasks.)
• It serves to coordinate activities within the organisation
b. Organising

• It allows for the productive application and utilisation of
resources

i Quality assurance
• This refers to the activities which are performed by
management to ensure a level of quality that will satisfy
their customers (parents) and also have certain benefits
for the ECD Centre and the community.

• Individuals are able to concentrate on their field of
expertise
ii The fundamentals of organising
• Determine goals and objectives

ii Financial resources

• Designing jobs for employees

• Financial resources are vital to the success of every
ECD Centre and are at the heart of the control process.
There are two instruments of financial control which are
important namely budgetary control and financial
analysis.

• Grouping employees into teams
• Assigning authority
• Establishing a command structure
iii Effects of poor organisation

iii Business administration and financial management

• Complaints (unhappy parents / staff)

Content to be presented by course presenter

• Conflicts between management and employees
• Poor communication

3.2 Record keeping and financial
reporting

• Mismanagement
c. Leadership

It involves the process of gathering information and
recording all business transactions. This is not a task
important to the business owner only but to other
institutions, such as the banks and SARS.

Refer to item1.2
d. Controlling

Control is the management task that ensures the
coordination and effective functioning of all business ECD Centres must keep records of income and
actions. It is concerned with whether everything is going expenditure
according to plan, if objectives are met and if not,
management must effect corrective actions.
Income - this is what the centre receives in turn of rendering
a ECD service
The 4 steps of control process:
• Establishing performance standards

Expenditure -This what the business spends in order to be
able to render a service.

• Observing actual performance
• Evaluating achievements
• Taking corrective action
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3.2 Record keeping and financial
reporting (continued)
Keeping records of the business enables the Director/ Cash flow management is the process of monitoring,
principal of the ECD Centre/ owner to prepare the financial analysing, and adjusting your business' cash flows.
statements of the business at the end of the year i.e. Cash • Therefore, you need to perform a cash flow analysis on
Flow Statement, Income Statement and Balance Sheet.
a regular basis, and use cash flow forecasting so you can
(Practical examples have been requested by the ECD
take the steps necessary to head off cash flow problems.
owners on the latter 3 aspects)
Many software accounting programs have built-in
reporting features that make cash flow analysis easy. This
is the first step of cash flow management.
• In addition to keeping records of income and • The second step of cash flow management is to develop
expenditure the following management information is
and use strategies that will maintain an adequate cash
required on a monthly basis:
flow for your business. One of the most useful strategies
for small businesses is to shorten your cash flow
- Revenue / Total Sales
conversion period so that your business can bring in
- Cost of Service / Sales
money faster.
- Gross profit
• Cash flow analysis is the study of the cycle of your
- Running costs
business' cash inflows and outflows, with the purpose of
- Net Profit and Loss
maintaining an adequate cash flow for your business, and
to provide the basis for cash flow management.
- Inventory Levels
• Cash flow analysis involves examining the components
- Debtors and Creditors
of your business that affect cash flow, such as accounts
receivable, inventory, accounts payable, and credit
• Record keeping systems
terms. By performing a cash flow analysis on these
- Fees paid by parents have to be recorded on a daily
separate components, you'll be able to more easily
basis (and other amounts of money that come into the
identify cash flow problems and find ways to improve your
business, e.g. by way of donations)
cash flow.
- A record of learners from indigent families and • A quick and easy way to perform a cash flow analysis is
therefore exempted from paying fees
to compare the total unpaid purchases to the total sales
-

Payments made – all payments i.e. for stock,
equipment or operating expenses, should be kept in the
cash payment register

-

It is important for the business owner to know how to
read a bank statement as it is also an important
document for record keeping
When fees or donations are due and payable,
reminders must be sent out

• Examples of Operating Expenses
-

Telephone

-

Water and lights

-

Salaries and wages

-

Refreshments

-

Repairs and maintenance

due at the end of each month. If the total unpaid
purchases are greater than the total sales due, you'll need
to spend more cash than you receive in the next month,
indicating a potential cash flow problem.

Cash donations are necessary e.g. where there are
non-paying learners from indigent families (important
for planning fundraising activities to set off the
anticipated shortfalls)
You have to have money coming in regularly to maintain an
adequate cash flow for your business, not just endlessly
streaming out. Monitoring your cash flow and taking steps
to shorten your cash flow conversion period will go a long
way towards eliminating those dangerous cash flow gaps.

• The three financial statements
a. Cash flow statement

• Cash flow Includes
Cash flow is essentially the movement of money into and - Cash revenues
out of your business; it's the cycle of cash inflows and cash - Cash payments to trade suppliers
outflows that determine your business' solvency.
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3.3 Occupational health and safety

3.2 Record keeping and financial
reporting (continued)

• Legal Reference: Occupational Health and Safety Act,
Act No 85 of 1993

Management draws salaries and wages
Expenses paid
• Rent payments
• Insurance paid
• Telecommunications payments
• Utilities payments
• Total cash disbursed
• The income statement

Occupational hygiene is defined as the science
dedicated to the anticipation, recognition, evaluation,
communication and control of environmental stressors
in, or arising from, the workplace that may result in injury,
illness, impairment, or affect the well-being of children,
staff, and members of the neighbouring community.

b. Income statement
An income statement shows how much profit or loss you
expect to have for the year. For new businesses, income
statements should be broken down monthly or quarterly.
Businesses in their second to fifth years of operation should
have quarterly or annual income statements, the Small
Business Administration advises.

COID Act
The aim of the COID Act is to provide for compensation
in the case of disablement caused by occupational
injuries and diseases, sustained or contracted by
employees in the course of their employment, or death
resulting from such injuries and diseases; and to provide
for matters connected therewith.
Registration of staff members with COID
This is for cases where there is loss of functionality of staff
in the ECD Centre e.g. due to slippery tiles.

• Elements of an income statement
- Revenue: Revenue growth is always going to take
Letter of good standing
longer than you expect
- Expenses: Includes operating expenses such as costs
A letter of good standing is a document that is issued by
for supplies, rents and salaries; and fees for advisers,
the compensation commissioner. It is an official
including attorneys and accountants
statement of the ability of the business to meet with the
- Gross Profit: Your sales minus all costs directly related
various requirements of the act. The letter of good
to those sales
standing is to ensure authorisation of claims from
- Operating Profit: your Company's profit after
employees against the Compensation Fund (Jan 12,
deducting your operating costs from gross profit
2015).
- Net Profit: Calculated by subtracting your company's
total expenses from total revenue
Possible hazards in the ECD Centre:
- Net Profit before Taxes: The amount of income
Examples
earned before taxes are taken out
Fire
- Net Profit after Taxes: Net income minus taxes paid
According to the City by-laws, ECD centres are supposed
c. Balance sheet
to keep fully and regularly serviced extinguishers (correct
A balance sheet provides an annual snapshot of your number and mass based on the size of the building in the
business financials.
centres in case of a fire). Staff members must be trained
A balance sheet includes:
on the use of the extinguishers. Other equipment such as
• Current Assets: Includes cash, inventory, accounts water hoses and soil buckets may be kept at hand.
receivables such as credit and other payments owed to
the company, and fixed assets. Fixed assets include
machinery, property and goodwill. They are items that Noise
cannot be quickly converted into cash.
Can be defined as annoying, physiologically damaging, or
• Liabilities: Short-term liabilities include upcoming unwanted sound. Noise-induced hearing loss can occur
payments such as salaries and wages due, accounts from prolonged exposure to high noise levels. Use of noisy
payable (which are payments owed for services), and machinery in the ECD centre kitchen or the neighbouring
taxes owed (if not tax exempt). Long-term liabilities environment the may lead to hearing loss – linked to zoning
include payments for debts and bonds due after at least a by-law infringement.
year.
Chemicals
Ingestion by the children should be warded off by proper
storage, out of reach of the children.
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3.4 Financial management
- Company management - owners' skills, experiences and
capabilities. It also includes the management structure
of the business
- The market - industry and market analysis, sales and
marketing strategy
Financial information - financial projections and
statements (financial statements for existing businesses)
- Legal and regulatory information

Content to be supplied by course presenter

3.5 Classroom management
Content to be supplied by course presenter

3.6 Basic computer literacy
Content to be supplied by course presenter

3.7 Writing a business plan or
proposal
A business plan can be described as a roadmap of your
business. Just like any roadmap, through a business plan
the reader should be guided on the following aspects:
- Where the business is at a certain point in time?
- Where it's going?
- How will it get there?
- What one is most likely to encounter on the way to this
destination?
- What to expect when the business is at that destination?
Sesego booklet has an example of a proposal/business
plan.
What makes a good business plan?
A good business plan should cover all aspects of a
business. It should answer the following questions:
a. Who are you as a business?
• The reader of your business plan should understand the
nature of the business, what products and services it
offers, how it does this, where it does it from, and why the
business is structured the way it is. You also need to
address who owns the business, who will run it, and what
skills the person has related to the business
• You will have heard of the phrase "Backing the jockey,
not the horse". This means that financiers back the
person running the business, not just the idea
b. Elements of a business plan
- Executive summary – this is an overview of the entire
business plan. A one pager summarising all the aspects
in the plan
- Business profile – this tells of the background and nature
of the business, the products and services, location and
business past achievements and competitive advantage
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Module 4
Nutrition and Health
Duration: 10 Days

OBJECTIVES
To provide nutritious, balanced and interesting meals for the pre-school and Grade R children in the
ECD centre.
Snippet from SA-STATS:
State of health of children in South Africa: a high percentage don’t get to eat fruit and vegetables,
resulting in obesity and malnutrition. Children’s lunch boxes do not reflect balanced meals. One
possible solution: establishment of food gardens in the ECD centres.

4.1 Nutrition
The reasons why non-foods and fast foods are excluded
from the diet of the pre-school children must be explained
with examples.

In order to prevent malnutrition and obesity:

Objectives
• To provide a nutritious and balanced diet for the preschool and grade R children

To establish good eating habits with the pre-school and
grade R children aspects that have a positive or negative
effect on the eating habits are named and the reasons
explained with examples:

• To establish good eating habits with the pre-school and
grade R children
• To prepare interesting and nutritious meals and lunch
boxes

• The way milk could be included as a snack is explained
with examples to ensure no interference with the main
meals

• To provide nutritious snacks between meals
• To create an environment conducive to healthy eating
and enjoyment during meal time

• The benefits of the intake of water for health reasons and
methods to encourage the child to drink enough water (vs
carbonated and sweetened drinks) are explained with
The nutritional food that needs to be included in the daily
examples
diet plan must be explained with reasons and examples
(refer to figure on food groups page 24). The necessary • The reasons why food labels on food containers need to
be checked is explained with examples of the
food groups must be combined to make up a balanced diet
consequences of not checking
(charts may be used to illustrate the groups). Foods for
energy, growth and protection must be incorporated into the
diet in an interesting way. Interesting ways to include oils /
fats into the diet must be explained with examples of various
ways.
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4.2 Preparation and storage of food
To prepare interesting and nutritious meals and / or
lunch boxes

• The reasons why biscuits with a low sugar content need
to be used as snacks are explained with at least two
examples
• Ways to introduce dairy products into breakfasts are
explained with examples
• Ways to provide interesting meals and lunch boxes are To create an environment conducive for healthy eating
explained with examples
and enjoyment during mealtime
• Different categories of food that could be selected when Conducive refers to e.g. food prepared in an interesting
packing a lunch box are named and the reasons for the and appetising way, orderly but relaxed atmosphere, food
choice given with examples
dished up in small portions, consulting the pre-school
• Interesting meals are prepared according to the meal time children on food needs.
and requirements of the child
• Food is presented in an appetising and attractive way
and the reasons are explained with examples
To provide nutritious snacks between meals
Snacks refer to e.g. yoghurt, milk, drinking yogurt, fruit,
vegetables, biscuits and nuts, amongst others.

• The correct atmosphere is created by following
instructions and meals are served according to
requirements

• Nutrients that need to be contained in snacks are named • The pre-school children are encouraged to assist with
chores around meal times and the reasons are
in a list and the reasons for including them given with
explained with examples
examples according to instructions and dietary
• Progress and irregularities regarding the eating habits are
requirements
recorded and shared with the parent
• Fruits and vegetables suitable for snacks are selected and
prepared according
requirements

to

instructions

and

dietary

• Milk is included into the daily meal plan as a snack
according to instructions and dietary requirements

Food groups to be taken into account when preparing food
Fats and soluble fats

Regulate the body functions. They make food nice to taste and the
stomach feel full

Milk and dairy foods for
growth

Milk, cheese, butter and yoghurt provide calcium and other minerals
that strengthen bones and teeth

The protein group

Meat, fish and eggs allow the body to repair damaged tissue and build
muscles. It includes all meat, fish, chicken and eggs. Beans, peas
and lentils, although vegetables, and milk and cheese which are dairy,
also provide protein

Fresh fruit and vegetables
foods for protection

Carbohydrate: food for energy

Seen as probably the most important group for good health, these are
the immune boosting foods. They contain vitamins, minerals and
dietary fibre to help protect the body from disease, especially heart
disease, hypertension, diabetes and obesity
Grains and cereals, the starchy or energy foods. These are the body
building foods. They are foods like bread, maize, pap, samp, mielie
meal, rice, potatoes, sweet potatoes, pasta, wheat, rice, oats, millet,
barley, rye, sorghum and cereals

** A good tip is to eat more of the foods towards the bottom of the table and less of those at the top, especially fresh fruit and
vegetables.
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4.2 Preparation and storage of food
(continued)
Why a balanced diet is necessary for a healthy
lifestyle
• Anything done by your body uses energy, no matter how
simple or small the activity is

• Cleaning and disinfecting toys
- Educational toys must be cleaned regularly and
disinfected

• Proteins, fats and carbohydrates add to your energy
• Perform post cleaning and disinfecting activities
pool, but to use and store this energy, you need vitamins
- Items moved during cleaning / disinfecting are returned
and minerals
to their original positions according to good
• A diet short of foods that supply energy and the vitamins
housekeeping practices
and minerals to make this energy available will lead to
- Chemicals and consumables used for cleaning and
health problems
disinfecting are cleaned and stored according to good
• A balanced diet provides the body with the ‘fuel’ required
housekeeping practices and out of reach of the children
to maintain life
- Items such as mops that may have been used to clean
• ‘Fuel’ is needed for the production and maintenance of
up should be cleaned before storing – explained using an
body tissues, the mechanical work of muscles and heat
example
production to maintain body temperature for example
- The use of different mops for cleaning different areas:
toilets/ eating areas and these can be colour coded, e.g.
green for kitchen, and a different colour for bathrooms
Activity for learners
must be encouraged
- Furniture items refer to but are not limited to all furniture
in the ECD Centre, e.g. children’s tables and chairs, cots,
upholstered furniture, pictures, cane furniture, painted
surfaces, among others

Preparing balanced, interesting and nutritious
food using ingredients linked to the food groups
in the table on page 24. Theoretical

- Appliances refer to but are not limited to kettles, electric
fryers, toasters, fridges, deep freezers, washing
machines, tumble dryers, irons, televisions, and
telephones, computers, cooking pots, aluminium,
stainless steel, enamelled, stoves and microwaves

4.3 Hygiene
Clean and disinfect items and surfaces in the
ECD Centre

- Surfaces refer to but are not limited to walls, ceilings,
floors, wood, marble, slate, ceramic tiles, vinyl and
formica

Objectives:

• To identify and clean items and surfaces in the ECD - Areas that require disinfecting refer to but are not limited
to cutting boards (once a week), toilets and drains (once
Centre
a week), and sinks (once a week), bathroom floor tiles
• Identifying and disinfecting the surfaces effectively
(once a week)
• Performing post-cleaning and disinfecting activities
- A suitable chemical for use in disinfecting the home
refers to but is not limited to bleach
• Identify and disinfect surfaces effectively
- Effective period refers to a period of 10 minutes that a
- Areas that need disinfection are identified and the
wet solution of disinfectant should be in contact with the
reasons for disinfecting them are given with two
surface for effective disinfection to take place
examples of the benefits of disinfection
- Over disinfection refers to disinfecting the home beyond
- A common household product suited for home
which is necessary creating the potential for
disinfection is identified by name and the appropriate
microorganisms to build a resistance to disinfection
dilution method explained and demonstrated according to
- Body fluids refer to but are not limited to, vomit, urine,
manufacturer’s instructions
faeces, common in ECD centres
- Surfaces that should be disinfected are disinfected
according to the manufacturer’s instructions and the
effective period of time that a wet solution of the
disinfectant must be in contact with the surface area to
ensure effective disinfection is given in minutes
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4.3 Hygiene (continued)
Cleaning of the kitchen

• No jewellery – jewellery can lead to accidents and
bacteria can multiply under jewellery

[Hygiene is very important in a kitchen, as it is the
place where food is prepared and stored].

• Correct personal protective wear protects against
accidents

Objectives

• Clean body and clean hands: Always wash hands before
handling food

• To understand how cross contamination occurs in the
kitchen (can occur and may include, but is not limited to: Tips on the 7 steps for effective hand washing
contact surfaces such as door handles, knobs, light I. Wet your hands and apply soap or hand washing
switches, taps and food contact surfaces such as cutting
detergent
boards and work surfaces)
II. Lather your hands for at least 10 seconds
• To understand the reasons for using correct personal
III. Wash your palms, back of hands, wrists, between
protective equipment
fingers and under jewellery
• The reasons for storing items in their correct positions
IV. Rinse your hands
and locations, out of the reach of children
V. Close the tap(s)
• To select the correct chemicals, consumable and
VI. Dry your hands thoroughly
equipment for cleaning
• To clean kitchen items and surfaces in the correct order VII.Leave the basin area clean and ready for someone
else
• To keep cleaned kitchen items in their correct positions
• To dispose of the waste and litter collected during Hygiene of the environment / room
cleaning (with recycling in mind in order to protect the
• Appliance cleaning
environment)
• Work surface cleaning
• Floor cleaning

Kitchen hygiene practices
Hygiene in the kitchen includes:

Food hygiene

• Personal hygiene

• Food must be stored according to agreed upon policy/
procedures to ensure kitchen hygiene practises.

• The hygiene of the environment / room

• Clean storage areas e.g. clean shelves in storage areas,
clean refrigerators, clean freezers

• Food hygiene
Personal hygiene
• Clean uniforms – dirty uniforms will contribute to cross
contamination
• Proper headgear

Unhygienic conditions

POSSIBLE CLASS ACTIVITY:
Discussion: discuss the result / impact of
unhygienic conditions on the environment and
on people

Environment

Poor personal hygiene
Unhygienic behaviour
Open waste bins
Presence of pests
Dirty surfaces
Spoilt food
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People activity

4.3 Hygiene (continued)
Kitchen hygiene is so important because dirt is • Try not to use ribbons and cords on sleepwear
dangerous! Dirt contains micro-organisms which can be • Remove bibs before baby sleeps
harmful to our health!
General
• Keep small objects and plastic bags out of baby's reach
Examples of micro-organisms:
• Toys should be strong, without sharp edges or
• bacteria
removable parts
• virus
•
Please don't have baby on your lap in the front seat of
• fungi
the car. A bolt-on safety seat in the back is the safest way
These are things than can make the children and us sick
of transporting baby
and can spoil the food.

6-12 Months

Some important notes about bacteria
• Cannot be seen with the naked eye
• Multiply under certain conditions
• Are spread by dirty hands and equipment
• Can be harmful – can cause food poisoning
• Can affect the quality of the food
• Can be controlled by cleaning
• Can be useful – like when we make yoghurt

Baby is now crawling and exploring - most things go into
the mouth - s/he pulls herself up and everything else down.
Falls
• Use safety gates at top and bottom of stairways
• Be careful of low, unbarred windows and balconies

Burns
• Use guards in front of heaters and open fires
How do we pick up bacteria and spread it?
• Keep hot liquids and foods well out of baby's reach. Put
• From using the same cloths for different tasks
cold water in bath before hot
• We touch door handles where other people with dirty • Use a table mat instead of table cloth
hands have touched
Drowning
• We use dirty equipment
• Keep nappy buckets covered and out of baby's reach
• Dustbin lids are not clean, they are left dirty
• All pools, ponds and dams should be fenced or covered
• Table tops are often dirty
with a net
• Never let baby out of sight if near pool
4.4 First aid
• Know how to give rescue-breathing

0 - 6 Months

Choking and Suffocation
• Do not give baby food that he cannot chew
• Keep small objects out of reach, e.g., peanuts, marbles,
etc

At this age baby needs full-time care and protection.
Baby's ability to move, roll and grasp increases rapidly.

Falls
• Babies roll and grasp sooner than you think, so never
General
leave them alone on beds or tables - not even for a second
• Use safety plugs on power points
• Keep cot sides up at all times
• Keep medicines and poisons locked away
• Keep cleaning materials in a high cupboard - not under
Burns
sink
• Check temperature of bath water to prevent scalds
• Make sure your baby never travels in the front seat - but
• Do not handle hot liquids while holding the baby (even
in a safety seat at the back
cups of tea and coffee). Keep candles and kerosene
• Always use non-toxic (lead-free) paint
stoves well away from baby

1-2 Years

Drowning
Children are now more mobile and inquisitive than parents
• Never leave baby alone in the bath – even for a second. realise. The child often has no fear or sense of danger.
Know how to give rescue-breathing
Falls
Choking and Suffocation
• Keep guards on windows and balconies
• Pillows are not necessary for babies
• Use child locks on car doors or keep doors locked
• Cot bars should be spaced so that baby cannot get his • Children love climbing and need it to help develop
head through
coordination - but do keep an eye on them
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4.4 First aid and safety pointers
(continued)
1-2 Years (continued)

• Never store kerosene, turpentine or petrol in cool-drink
bottles
Burns
• Keep pot handles turned in. Keep matches out of reach
General
• Electric cords - particularly of kettles - should be kept short
• All play things should be strong, well-made and free from
and out of reach
hazards
•
Never leave children alone in parked cars!
Drowning
• Prevent drowning by teaching children to swim. Even if
they can swim always supervise near water. Ponds are 3-6 Years
Children are learning to ride bikes and play rough games.
still a hazard
They often are beginning to understand what danger
• Know how to give rescue-breathing
means. Make sure you know where your children are.
Choking and Suffocation
Drowning
• Do not give baby food that he cannot chew
• Keep small objects out of reach, e.g. peanuts, marbles, • Make sure children can swim
etc
• Children should not play with plastic bags or ropes

Road safety
• Use safety belt in back seat
• Children under 6 should not be allowed on roads without
General
adult supervision - including cycling
• Keep all poisonous substances locked away - including
• Keep teaching the rules and dangers of traffic
alcohol. Don't tell children that medicines are sweets
• Never leave young children alone in a car - not even for
Burns
a minute
• Remember to extinguish outside fires with water
• When leaving home make sure little ones are not playing
near the car
Falls and Cuts
• Allow children to climb - it improves co-ordination and
strength
Children are now quick and unpredictable. Teach them
•
Never allow rough behaviour on playground equipment.
safety rules but remember they still need protection,
Keep
dangerous tools and equipment in safe places
supervision and discipline.
Poisoning
Drowning
• Teach children not to eat roots and berries from the garden
• Teach children to swim. Keep pools and dams fenced
with childproof locks on gates. Even if precautions are • Teach them the dangers of harmful substances

2-3 Years

taken, always supervise

General
• Teach children not to touch strange animals - and not
Road safety
to tease or torment any animals
• Keep children in approved safety car seats on the back
seat. Begin teaching rules for crossing the road but • Children should not play on rubbish dumps or building sites
always supervise. Use fenced areas - small children are • Never discard a refrigerator without removing the door first
easily distracted

Over 6 Years

Burns
• Keep pot handles on stove turned in
• Keep matches lighters and candles out of reach

Children are away from home more often - so a sense of
responsibility and knowledge of safety rules are essential

Drowning
Falls and Cuts
• Teach children how to assist in difficulty and how to give
mouth to mouth resuscitation. Always use life jackets in
• Guard windows and balconies
boats
• Use safety glass or mark glass doors and large windows.
Store knives and scissors out of reach
• Children should not be left to swim on their own /
unsupervised
• Keep children away from lawn-mowers
Poisoning
• Keep all medicines and household cleaners out of
reach and out of sight in a locked cupboard if possible
28

z

4.4 First aid and safety pointers
(continued)
• If your child has swallowed kerosene or petrol - do not
induce vomiting
Road safety
• Do not induce vomiting unless instructed by poison
• Teach by good example
control centre
• Bicycles must "fit" children and be roadworthy. Children Choking
must know the rules of the road
• Remove any obstruction by holding the child upside
down and slap him on the back
Burns
• If the child still cannot breathe, start artificial respiration
• Teach children the great dangers of flammable liquids
(rescue breathing) and have someone call the doctor
such as kerosene, petrol and thinners
• They can use matches only under supervision
Bites
• If the child still cannot breathe, start artificial respiration
General
(rescue breathing) and have someone call the doctor
• Airguns are not toys
•
Human
or animal bites are serious due to the many
• Chemistry sets, dart games and bows and arrows
different
bacteria that are present in the mouth. Extreme
should be used only under parental supervision
care must be taken to clean and irrigate the wound
Emergency treatment
properly
General
• Snake bite - Calm the patient down and don't let the
If a child is unconscious - keep airway open by keeping the
patient walk around, as this will increase the spread of the
chin firmly forward. If not breathing, give rescue breathing.
poison
• Stop bleeding - using direct pressure & bandage
• Splint the bitten limb, which will also assist in slowing
• Do not move a child with a suspected neck or back injury
down spread of the poison
• All head injuries are potentially serious - seek medical
advice
Emergency Telephone Numbers (Please fill in and
• Do not give anything to eat or drink in case an
hang up on the wall where it is visible to all)
anaesthetic is needed
• Remember, turning someone on their side, if they are
Ambulance ...................................................
unconscious or sleeping can save their life!
Fire Brigade .................................................
Falls and Cuts
Police Flying Squad ....................................
• Most bleeding will stop if you apply direct pressure with
Hospital ........................................................
the thumb for 10 minutes
• Then apply a firm pad or bandage
Sea Rescue Service ....................................
• Do not apply a tourniquet
The five rules of first aid:
Seek medical advice if:
- More than a minor cut
1. Don’t panic- Stay calm and think quickly what to do.
- Any loss of movement or function in a limb
2. Get help fast- Send for medical help if you can, an
- Continuing or increasing drowsiness
ambulance, Doctor or Nurse. If there is no medical help,
- Any vomiting, pallor or shock
call the people who live next door to help you. If there is
nobody nearby, keep shouting until someone hears you.
Burns and Scalds
• Put out flames with cold water or wrap child in blanket, 3. Look after the hurt person or people - While you are
rug or coat. Remove blanket as soon as flames are waiting for help to come, don’t move them unless you have
to. Try to keep them calm and conscious until help comes.
extinguished
• Immerse burnt area immediately in cold water for 10 to 4. Keep talking to the person or people - They might
20 minutes. Do not apply any ointment or other be afraid. Try to make them comfortable until help comes.
substances
DON'T give them food or drink, they may have to go to
• Wrap child in sheet and go straight to hospital
theatre for an operation.
Poisoning
5. Make sure you don’t get hurt in the same way If near enough phone your nearest Poison Control while you are helping them.
Centre: Johannesburg 011 642-2417
• If your child has swallowed a caustic (drain or oven
cleaner or paint stripper) or acid do not induce vomiting
but give milk

Over 6 Years (continued)
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4.4 First aid and safety pointers
(continued)
1
1
2
2
1
1
1
4
4
4
1
1
1
4
4
4
4
4

Refill for First Aid box
x Cetrimide Solution 100ml
x Gauze swabs 100's
x Cotton wool 50 gr
x Swabs sterile 5's
x Forceps
x Safety pins
x Scissors
x Triangular bandages non-woven
x Bandages 75mm
x Bandages 1OOmm
x Fabric roll plaster 25mm
x Anti allergic tape 25mm
x Plasters 20's
x First Aid dressing - medium
x First Aid dressing - large
x Mandy splints
x Pairs gloves
x Respaid

4.5 Food gardens
The establishment of food gardens is encouraged through
NGOs that specifically offer the service.

4.6 Developmental milestones of
children as part of healthy
development
The lack of quality teaching in ECD sites has a direct impact
on learner’s readiness and performance in the formal
schooling system as from Grade R. The backlogs (gaps)
learners experience when entering the formal schooling
system hinders the learners to perform well in especially
mathematics and language base in the curriculum for
Foundation Phase.
An Independent Service Provider (JET) developed a
developmental milestone checklist to identify the strengths
and weaknesses in learners and to engage relevant
stakeholders to seek recommendations for effective
teaching strategies to address the gaps found in learners in
ECD sites before they enter the formal schooling system.
The Developmental Milestones Checklist for 3 and
4 years focus on the development of the cognitive, social,
emotional and physical areas of young children.
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Module 5
New Venture Creation
Duration: 10 Days

EXIT LEVEL OUTCOMES

Demonstrate an ability to
identify and create a new
venture.

ASSOCIATED ASSESSMENT CRITERIA
An understanding is demonstrated of the importance of a paradigm shift from a
job-seeking attitude to a business opportunity seeking attitude.
Business opportunities are identified and evaluated in terms of its potential
viability.
Problems-solving techniques and principles are applied within a business startup and operation context.
An understanding is demonstrated of the concept of group dynamics.

Demonstrate knowledge of
interpersonal skills required
in a business environment

An understanding is demonstrated of the characteristics of effective team work.
An understanding is demonstrated of various networking principles and
techniques.
Potential personal limitations, abilities and expectations are identified for selfdevelopmental purposes
A business plan for a new venture is developed using strategic planning
principles and techniques.

Manage a new venture by
applying business principles
and techniques

Guidelines for the implementation and monitoring the strategic action plan are
formulated in terms of milestones and timeframes.
Financial management planning principles and techniques are applied in order
manage the business in an efficient and effective manner.
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helps you r to enjoy the learning process more as each
sectiondeals with a specific topic.

1.1.
Learning Map of Skills
Programme

The diagram below illustrates how this skills programme
is clustered.

This Skills Programme is divided into sections which

SKILLS PROGRAMME 1

SECTION 2

SECTION 1

SECTION 3

Research New
Business
Opportunity

Innovative
Thinking

Understanding
Entrepreneurship

SECTION 4

SECTION 5

Fundamental
Knowledge for a
Business Plan

Prepare a
Business Plan

Innovative Thinking
1.1.

Unit Standard Alignment

This section is aligned to the following exit level outcomes, unit standard/s and specific outcomes and critical cross field
outcomes
TYPE

USID

UNIT STANDARD TITLE

NQF
LEVEL

CREDITS

Core

114600

Apply innovative thinking to the development of a
small business

4

4

Unit Standard and Specific Outcomes

SPECIFIC OUTCOME

ASSESSMENT CRITERIA

1

1.1

The concept and application of creativity is demonstrated
through business related activities.

1.2

The difference between analytical and creative thinking is
demonstrated with examples through problem-solving
activities in a new venture creation context.

1.3

Barriers to creative thinking are identified with examples
of their effect on creative thinking.

1.4

Lateral thinking exercises are applied to generate new

Develop specific techniques for
releasing creativity in developing
ideas/opportunities for a new
venture.
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SPECIFIC OUTCOME

ASSESSMENT CRITERIA
ideas

2

3

Determine the role of innovation
in the development and growth of
a new venture

Apply principles and practices of
innovation to the development
and growth of a new venture.

2.1

The concept of innovation is described and discussed in
relation to new venture creation

2.2

Types of innovation are identified and explained with
examples.

2.3

The impact of innovation on a new venture is explained
with examples.

2.4

The relationship between successful entrepreneurship
and innovation is explained with examples

2.5

Factors that contribute to the development and growth of
a new venture are identified and explained with examples.

3.1

Innovative thinking is applied to generate new products
that the business can make and/or new services it can
provide for greater profitability and/or viability.

3.2

Innovative thinking is applied to generate alternative ways
the business can run its operations to cut costs and
increase income.

3.3

Innovative thinking is applied to generate ways in which
the business can generate more employment
opportunities without putting the business at risk.

3.4

Innovate thinking is used to generate ways in which the
skills needs of employees can be addressed without
risking the venture.

3.5

Innovative thinking is applied to find ways to minimise the
impact of opposition firms on the venture.

Learning Outcomes covered in this Section:
LEARNING OUTCOMES
Demonstrate an understanding of thinking processes
Identify the typical thinking errors made by people
Identify ways to improve thinking skills
Define creative thinking and identify reasons for wanting to develop creative thinking ability
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LEARNING OUTCOMES
Define the difference between analytical and creative thinking
Solve a problem using analytical techniques
Solve a problem using creative thinking
Identify barriers to creative thinking giving examples
Apply lateral thinking to generate new ideas
Explain the difference between analytical and lateral thinking
Describe the concept of innovation and discuss how it applies to new venture creation
Identify different types of innovation and provide some examples
Explain the impact of innovations on new venture using examples
Discuss the relationship between successful entrepreneur and innovation
Identify factors that contribute to the development and growth of a new venture
Apply innovative thinking to generate new products that the business can make and/or new services it
can provide for greater profitability and/or viability.
Apply innovative thinking to generate alternative ways the business can run its operations to cut costs
and increase income.
Apply innovative thinking to generate ways in which the business can generate more employment
opportunities without putting the business at risk.
Use innovate thinking to generate ways in which the skills needs of employees can be addressed
without risking the venture.
Apply innovative thinking to find ways to minimise the impact of opposition firms on the venture.
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5.1 What is thinking?

Critical Cross Fields Outcomes
UNIT STANDARD CCFO IDENTIFYING
Identify and solve problems pertaining to the
identification of innovative practices in new
ventures.
UNIT STANDARD CCFO ORGANISING
Organise oneself and one's activities by carefully
considering the advantages and disadvantages of
being an innovative entrepreneur before making a
business decision.
UNIT STANDARD CCFO COLLECTING
Collect, analyse, organise and critically evaluate
information in order to promote innovation in a
new venture

THINKING IS what you do when the car won’t start
… when you’ve finished swearing.
It’s what you do when you’ve got three things to do at
a time, and time to do only one of them.

UNIT STANDARD CCFO COMMUNICATING
Communicate effectively using visual,
mathematical and/or language skills in describing
innovative ideas for a new venture.

It’s what you do when you’re trying to understand a
complicated explanation. It comes into every problem
you tackle, every decision you take.
It’s much more than knowing the rules of logic or
learning how to avoid logical errors.

UNIT STANDARD CCFO DEMONSTRATING
Demonstrate an understanding of the world as a
set of related systems where the application of the
principles and practices of innovation create
better chances for a successful venture.

Thinking has to do with perception and with
attention-directing.
It’s a matter of exploring experience and applying
knowledge.

Introduction

It is knowing how to deal with situations, one’s
own ideas, other’s thoughts.

Thinking is the most human of skills and the most
important life skill we can learn. Thinking is not done
in a vacuum.

It involves planning, decision-making, examining
of evidence, guess work, creativity and many other
aspects of thinking.

The secret of all power, all achievement and all
possession is in our method of thinking. We can never
become conscious of power until we learn that all
power comes from within.

There is a variety of mental processes that may be
subsumed under the word thinking.
The following list highlights over 30 mental
processes:

“I can because I think I can”.
Whenever you think you make choices. Effective
thinking skills can help you to avoid problems and to
deal with them more effectively when they do occur.
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ANTICIPATING

CREATING

JUDGING

ATTRIBUTING

DECIDING

KNOWING

BEING AWARE

DISTORTING

MEMORISING

BEING
CURIOUS

DREAMING

RECEIVING

z

BELIEVING

EVALUATING

PROBLEMSOLVING

CHOOSING

FANTASIZING

REASONING

CONCENTRATING

FORGETTING

REFLECTING

CONCEPTUALISING

IMAGING

IMAGING

CONCLUDING

INTROSPECTING

UNDERSTANDING

CONSIDERING

INTUITING

REMEMBERING

Feuerstein defines thinking as the capacity of an
individual to use previously acquired experience to
adjust to new situations.

“Most people are about as happy as they
make up their minds to be…..”
Abraham Lincoln
The brain may be regarded as a special channel
through which information flows.

Thinking is a general term comprising many
different processes. It is possible to think about the
process of thinking.

The information comes in as data, evidence and
appreciation of a situation, and goes out as action,
choice, decision, and problem solving.

If you are able to control your thinking, it is
important for you to become aware of your
thinking and of how you think.

5.1.2 Some dimension of thinking:
Images

5.1.1 Knowing your mind

-

Visual images, mental

pictures.

The brain is the most complex biological structure
known to man. The twelve billion neurons of the
brain interlock so, as to make it potentially a
phenomenal information processor.

Think of your favourite car.
Describe it.

Each neuron has hundreds of thousands of
branching, threadlike extensions that connect it to
other neurons, and each connection plays a part in
the transmission of signals throughout your brain
and your body.
Your thought processes arise from an incredibly
complex pattern of electro-chemical signals flitting
rapidly through this blob of tissue: a biological
computer of awesome capability.
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Words

Our thoughts are
expressed in words and language.
Communication is the transfer of information.
Read the following.

This satemnet sohws that your
barin regocnises ptatrens.

Our educational system is based on the safe
assumption that one only has to go on gathering more
and more information, because it will sort itself into
ideas.

5.1.3 The mind as a pattern making
system

We have developed tools for dealing with the
information: mathematics for extending it, logical
thinking for refining it.
Education concerns itself almost exclusively with
vertical thinking.
Negativeness
Overemphasizing negative aspects of yourself, of
others and of the environment , and minimizing
positive aspects.
Misattributing
Failing to make accurate assignments of cause and
responsibility for your and others’ behaviour.

The mind is a pattern-making system. The
information system of the mind acts to create
patterns, store them and recognize them.
This behaviour depends on the functional
arrangements of the nerve cells of the brain.

Tunnel vision
Focusing on only some of the available information in
a situation rather than taking into account all
significant information.

The effectiveness of the mind is its ability to
create its own patterns. The mind can also accept
ready- made patterns.

What brain research suggests is that our minds have
almost limitless potential.

The mind stores the patterns in its memory.

Most of the problems we have in thinking are because
we do not know how to use our minds effectively.

A patterning system has its limitations. Patterns
become rigid and extremely difficult to change.

5.2 Blocks in Thinking

Information that is arranged as part of one pattern
cannot easily be used as part of a completely different
pattern.

We all need the ability to think. It’s the ability to size
up situations, solve problems, decide on actions.

There is a tendency to snap from one pattern to
another instead of changing smoothly.

The problems are practical, the decisions are
practical, so thinking has to be practical too.
Anyone can improve his thinking ability if he sets
about it in the right way, but most of us don’t make
the effort.

Established patterns get bigger and bigger, and the
sequences longer and longer. There is nothing in the
system that trends to break up such long sequences.
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The first thing is to recognise what might prevent
you from using your brainpower as effectively as you
might.

In thinking about anything, your mind is always
unconsciously centring and adopting an angle. This
restricts the scope of your thinking.

Wrong ideas about thinking……
One of the skills of thinking is deliberately to switch
your focus on whatever you are thinking.
Thinking skills that avoid mental limitations can be
practised initially as drills.

“The ability to
BLOCKS IN
THINKING

There are mental drills for developing the skill of
enlarging the field of thinking about a subject. Among
the simplest and most effective are Edward de
Bono’s tools. There are drills that enable you to
practise the different skills one at a time.

“The ability to
think depends on
education”

5.3.1 What can one do about thinking?

Other misconceptions are that a thinking skills
approach does not allow sufficient scope for individual
differences, free will, intuition and creativity. It’s too
superficial and too difficult

Wait
You can sit around until information sorts itself out.
You can sit around and wait until the pressure of
information or circumstance is so strong that a course
of action decided for you. You can wait until someone
tells you what to do. You can wait until your mood has
changed to the extent that a course of action
becomes clear.

5.3 The skill of thinking
The first thing to accept is that instant thinking is
rather like instant soup.

Expose
Instead of waiting, you can expose yourself to
circumstances by gathering information. You gather
the information and then allow yourself to react to it.
Instead of waiting passively, you expose yourself to
a small but most significant part of the environment.
This exposure may take the form of gathering facts
and figures and reports, or it may consist of exposing
yourself to the expert knowledge of others.

There’s usually little meat in it.
Thinking takes time.
Far too many people rush into decisions without
giving themselves time to think out the problems they
are trying to solve.

Borrow

Their real thinking follows their decisions when they
try to rationalise them.

You could borrow your ideas and your reaction
patterns from others who appear to be in similar
circumstances. This imitation does not involve
understanding the reaction, evaluating it, or knowing
the information on which it is based. You simply learn
the reaction pattern as you might learn to use
efficiently a machine that you do not really
understand.

People have fixed ideas and spend most of their time
justifying the solution they have already decided on.
Skill in thinking comes from deliberately trying to
adopt different points of view on a subject, and
becoming conscious of the fences that restrict the
field of thinking about it.

Organise
You could organise the incoming information in ways
that would make it easier for you to react to it. Just as
an accountant organizes his information in such a

One can then consciously enlarge the field.
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way it leads directly to reaction patterns, you could
categorize, classify and identify in order to make it
easier to trigger off standard reaction patterns.

Spend some time on it.
Most useful thinking is done outside special thinking
sessions. On the whole, this ordinary thinking is a
competent type of reaction thinking. Circumstances
change, new information comes in, and you react
appropriately. Planning, Innovation, change often
require some deliberate thinking time. The ideas
themselves are certainly not confined to this thinking
time, but it does provide the framework, in which the
ideas occur. It also takes the ideas and examines and
develops them.

Process
You can process information by using standard
processing devices, such as mathematical
techniques. Such techniques are no more than
reliable procedures of change. You translate your
information into a suitable form and then allow it to
run through the preset processing machine, and in
the end you have changed your information into a
form that is much easier to react to.

Develop attitudes.
Clarify

Attitudes are not techniques. Attitudes are general
reactions. One attitude may encourage new ideas,
change; exploration. Another might look only for the
immediate, the sound, and the practical. There may
be a synthesis attitude, or an analytical one, or a
creative one. None of them is exclusive; they are
distinct. One can switch from one to the other, but
there has to be something to switch to.

You could try to find out how you are reacting to the
information. This means trying to set out your
thoughts in some sort of notion (reports, lists,
diagrams, etc) and then reacting to it. You could also
use someone else to reflect how you are thinking.
This sort of clarification allows you to react not only
to the original information, but to your reaction to it.

Develop tools.

In all these cases, the basic process is the reaction
to information. You need to pay attention to gathering
of information and then to the various tools for
processing it, in order to reach a point where an
appropriate reaction is triggered.

Tools of thinking are tools for changing
information round until it makes better sense.
Mathematical techniques are thinking tools.
Language is also a thinking tool. Special operational
words, such as NO allow us to handle information in
useful ways. Notation is another tool. Visual display
methods such as graphs are also tools. We can use
mechanical devices such as calculators or
computers. In each case, the tools are independent
of the information that is fed into them. The tools are
artificial devices. One tool may be more appropriate
in one setting than in another, but as basic devices
for change they can be used anywhere.

The practical things you can do about thinking
include the following:
Be conscious of the process.
You can think very effectively without knowing much
about thinking. But if you are not satisfied with your
thinking and want to improve it, you have to pay some
attention to it.

Be aware of mistakes.
Most of the time, we are seeking to change
information round so that it can trigger an appropriate
reaction concentrated. Yet the natural tendency of
information is to trigger reaction patterns. Quite often
these are inappropriate, and sometimes consistently
so. An important part of the process of thinking is to
be aware of possible errors.
Escape from inhibiting procedures.
We may have developed attitudes or even
procedures which, while useful in certain areas, can
be restrictive. In order to improve our thinking, we
may have to realize the inhibitory effect of such
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tendencies and to escape from them. Simple escape
is not easy unless we actually set up an alternative
procedure.

6.

Explain money in terms of
its role in the economy

Summary:
The role of money in the society

Why is it important to improve our thinking?
•
•
•
•
•
•

Hector Archytas, defines money as, the mean of
exchange between individuals. The fundamental
purpose of money is a way to distribute the ownership
in the society.

To deal with life.
Specialised education becomes obsolete.
To create a flexible workforce.
To develop a sense of control.
To impart self-images.
To cope with the 21st century acceleration
rate of scientific discovery.

In a money leaded society, receiver (called
"consumer") are very happy while getting (called
"buying").
But, the giver (called "worker" ) is very often
thinking that he is forced by money to do think that he
doesn't want to do. So, he will complain about money
as money is the institution which creates the gap
between what he is giving (called "selling") and
what he wants to give.

When is thinking good?
When it is:
•
•
•
•
•
•
•
•
•

Flexible
Ordered
Logical
Focused
Creative
When it leads to problem resolution
Matches the nature of the problem
Considers prior knowledge
Thinks positively

They will be happy if they are chosen what they are
giving to others. If it is the receiver who choice what
the person gives
In summary, money is a regulator between what
people want to do and what other people want to
receive.

5.4 Analytical Thinking Tools

How does money create a hierarchical society?

The following thinking tools were developed by
Edward de Bono and will assist you in your day to day
thinking processes for solving problems, making
decisions
and
other
mental
activities

People, who have no money, should work for other
people. And between people who have no money
some will have money to create small business as
restaurant as other people will be in position to create
a big factory.
In society socially regulated by money, it is socially
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needed that some people have an huge amount of
money otherwise there will never have industrial
investment.

7.

6.2 Different types of business

Quality of money in term of social measurement
system

A business (also called a company, enterprise or firm)
is a legally recognized organization designed to
provide goods and/or services to consumers

The current hard-currency monetary system offers to
the society the following advantages:

Basic forms of ownership

Right of buying everything on sell: Money offers the
possibility to acquire everything that people are ready
to abandon their ownership right.

Although forms of business ownership vary by
jurisdiction, there are several common forms:
Sole proprietorship: A sole proprietorship is a
business owned by one person. The owner may
operate on his or her own or may employ others. The
owner of the business has personal liability of the
debts incurred by the business.

This is the best quality of money and the counterpart
is that there is no guarantee that everything on sell
can be sold (unemployment !).
Right of saving: Selling with profit increases the
personal freedom toward the society. This is the
consequence of the interest rate system. Each profit
can be put on saving with interest rate. From saving,
the individual has the guarantee of regular revenue
and escapes from the constraint of work.

Partnership: A partnership is a form of business in
which two or more people operate for the common
goal which is often making profit. In most forms of
partnerships, each partner has personal liability of the
debts incurred by the business. There are three
typical classifications of partnerships: general
partnerships, limited partnerships, and limited liability
partnerships.

The reality between this is that most of the work is
made by the working equipment (probably more than
90 % if you compare the productivity between an
artisanal tribal society to a modern industrialized
society). Saving means, buying "work equipment".

Corporation: A corporation is either a limited or
unlimited liability entity that has a separate legal
personality from its members. A corporation can be
organized for-profit or not-for-profit. A corporation is
owned by multiple shareholders and is overseen by a
board of directors, which hires the business's
managerial staff. In addition to privately-owned
corporate models, there are state-owned corporate
models.

So, the interest rate is in reality the revenue of the
"work equipment". The current monetary system
guarantees that the person who makes the
investment and so is the cause the production of the
"work equipment" receives the revenue of this work
equipment.
6.1 Identify reasons for the decline in the value of
money

Cooperative: Often referred to as a "co-op", a
cooperative is a limited liability entity that can
organize for-profit or not-for-profit. A cooperative
differs from a corporation in that it has members, as
opposed to shareholders, who share decision-making
authority. Cooperatives are typically classified as
either
consumer
cooperatives
or
worker
cooperatives. Cooperatives are fundamental to the
ideology of economic democracy.

The 7 main reasons for the decline in money are:
1.

Lower interest rates

2.

Natural disasters or world crisis.

3.

Current Account deficit.

4.

Market Confidence.

5.

Government Responses.

6.

Strength of other currencies

Low savings Ratio

6.2.1

Classifications

There are many types of businesses, and because of
this, businesses are classified in many ways. One of
the most common focuses on the primary profit-
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generating activities of a business:

up to the fourth quarter of 2007), the country's annual
economic growth rate has averaged over 4%. In the
decade prior to 1994, economic growth averaged less
than 1% a year.

•
Agriculture and mining businesses are
concerned with the production of raw material, such
as
plants
or
minerals.

It is therefore essential to develop entrepreneur in
South Africa that will contribute to the overall
economy.

•
Financial businesses include banks and
other companies that generate profit through
investment
and
management
of
capital.

Challenges: energy supply

•
Information businesses generate profits
primarily from the resale of intellectual property and
include movie studios, publishers and packaged
software
companies.

The biggest immediate threat to South Africa's
continued economic growth is a capacity constraint
that has arisen precisely because of the country's
strong economic performance in recent years.

•
Manufacturers produce products, from
raw materials or component parts, which they then
sell at a profit. Companies that make physical goods,
such as cars or pipes, are considered manufacturers.

The resulting power cuts prompted the government to
move quickly to address the crisis. The response plan
includes spending about R343-billion over five years
to fund a new generation of power stations, as well as
a raft of measures to reduce residential and industrial
demand.

•
Real estate businesses generate profit from
the selling, renting, and development of properties,
homes,
and
buildings.
•
Retailers and Distributors act as middlemen in getting goods produced by manufacturers to
the intended consumer, generating a profit as a result
of providing sales or distribution services. Most
consumer-oriented stores and catalogue companies
are
distributors
or
retailers.

Challenges: unemployment
The International Monetary Fund (IMF), in its 2007
annual country assessment, noted that South Africa's
economy was "undergoing its longest expansion on
record, and in recent years has experienced elevated
growth in an environment of rapid credit expansion,
booming asset prices, strengthening public finances,
and rising international reserves financed by large
capital inflows."

•
Service businesses offer intangible goods
or services and typically generate a profit by charging
for labour or other services provided to government,
other businesses, or consumers. Organizations
ranging from house decorators to consulting firms,
restaurants, and even entertainers are types of
service
businesses.

While SA's financial and industrial "first economy" has
an established infrastructure and economic base with
great potential for further growth and development, its
informal "second economy" presents both untapped
potential and a developmental challenge for the
country.

•
Transportation businesses deliver goods
and individuals from location to location, generating a
profit
on
the
transportation
costs
•
Utilities produce public services, such as
heat, electricity, or sewage treatment, and are usually
government chartered.
6.3

6.3.1

State-owned enterprises in South Africa

In restructuring state-owned enterprises (SOE) the
government and the Public Enterprises Department
in particular, put in place a coherent policy framework
which focused primarily on the key economic sectors
of telecommunications, energy, defence and
transport.

South Africa’s Economic growth

South Africa's economy has been in an upward phase
of the business cycle since September 1999 - the
longest period of economic expansion in the country's
recorded history.

The reasons for reforming the state-owned
enterprises included improving access of the
historically disadvantaged to services such as
telecommunications and electricity, increasing

During this upswing (working on data for the period
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efficiencies and reducing costs, and using the
revenues earned to reduce public debt.
Participating Centres
Sešego Foundation would like to thank the following
centres for their commitment and dedication to
growth.
1. Kgotso DC
2. Maranatha DCC
3. St Theresa DCC
4. New Vision
5. Lethabo DCC
6. Leina Day Care Centre
7. Mphele Ngwana DC
8. Refilwe Bokamoso
9. Kgotsofatso CP
10. Lethabong DCC
11. Thuto ke botlhale DCC
12. Rena le lona DCC
13. Itsoseng DCC
14. Covenant Garden Estate
15. Mercy Kids Centre
16. Reagola DCC
17. Lesedi DC
18. Modiomo O Lerato DC
19. Wonder Toddlers
20. Motswanetsi DCC
21. Motjitleng DCC
22. Kgantsho Day Care Centre
23. Botshelo Disability Centre
24. Lelna Day Care Centre
25. Thabisong DCC
26. Ditlou DCC
27. Tortoise DC
28. Thabang DCC
29. Easy Learners DCC
30. Rekopantswe DC
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