
In this unit you will address the following:

Unit Standard 12462
• Use different ways to find meaning and structure in oral communication
• Show an understanding of different kinds of language use when speaking
• Use and respond to feelings, emotions and cultural and social ways of speaking
• Use and understand different acceptable customs and organization of speech

Unit Standard 12469
• Use different ways to read different things
• Look for meaning and understand writing
• Question how language is used in writing
• Understand the use of acceptable practices in text and how text is organized

Unit Standard 119636
• Write things which show that you know who are writing for and why you are

writing
• Use grammar (the way words are used in sentences) to arrange or structure what you

write.
• Use accepted practice for structuring what you write
• Plan your writing, do a practice, check it and correct it.

Reading different types of text
In this unit you will be working with different types of text like a report, an agenda,
minutes, and a lease.

1. Reporting to funders
Funders usually ask for an annual report from ECD centres that they donate
money to regularly. They want to see how the ECD site has spent the money.  If
they gave money fro a specific project, they will want to know how you spent that
money. 

Sometimes funders also want to know what else is happening. These may be
different from the things you spent the money on. This helps the funder to get a
good idea of how the whole project or centre is working.

The funder’s purpose in asking for and reading the report is to get clear and
truthful information about the centre’s progress.

The report writer must meet the needs of the reader by giving clear and truthful
information.

If there are problems, you must be honest. Most funders want to know about the
problems as well as the successes. Usually they will try and help with the
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problems. It is not a good idea to pretend that everything is perfect because then
the funder cannot help you.

Activity 1: 
Reporting to funders

Work with a partner
Imagine that you are the head of an ECD centre. You have to write a report to a
funder who gave you money to send all the staff on a training course called ‘HIV
and Children’.

We have suggested these headings for your funders report. Look at the headings
and then answer the questions.

a. Enrolment: number and ages of boys and girls
b. Finances: monthly fee for current year, number of children who have paid,

and number not paid, current monthly expenditure, government subsidies
c. New equipment and consumables (resources that get used up) eg. First Aid

Equipment, Educational toys, crayons etc.
d. Parent involvement at the site
e. Relationship with local government eg. Clinics, municipality, etc.
f. Teaching programme
g. Food

Write answers to the following questions on a separate paper, and put them in
your portfolio.

1. Choose three headings which you think are relevant to the HIV project. For
each heading write down the purpose of reporting on that heading.

2. Make a mind map or notes to plan what you will say under each heading.
3. Write a paragraph under each of these headings. Describe your success in the

HIV project relevant to this heading. Also write what, if anything, you still
need to finish this project.

4. Read what you have written. Check:
• Have you given enough information to the funder?
• Is your writing logically organised?

5. Change or add to your writing if you want to.
6. Give your writing to someone to read and edit. They can use the following

checklist:

7. Edit your paragraphs if necessary.

Tone

Structure

Appropriate language

Time needed 
90 minutes



What have you learned?
Your three paragraphs have given very specific information. You have not
included any information that the funders do not need, and you have included
everything they will want to know about the project that they gave you money to
run. Your writing is clear and to the point so the funders can understand what
you are saying.

2. An agenda
In Unit 4 you wrote an invitation letter to parents to attend a meeting at Mrs
Maseko’s centre. Normally when you hold a meeting you have an agenda. An
agenda is a different text type from a report. Think about the purpose of an
agenda. A good agenda will 

• Tell people when the meeting is so they can plan ahead.
• Tell people how long the meeting will be so they can plan ahead.
• Tell people where the meeting is so they know where to go.
• Tell people what will be discussed so they can think about it beforehand.
• Tell people about any special guest speakers so they know what to expect.
• Help the chairperson to keep the meeting on track so that time is not

wasted.

Activity 2: 
Checking the agenda

Work with a partner
Read the agenda Mrs Maseko prepared for her meeting.
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1. Does this agenda serve the purpose of a good agenda? Say why you think so.

2. Talk about what changes you will make to Mrs Maseko’s agenda.

3. Minutes of a meeting
You have probably taken minutes at a meeting before. Most of us have. But
let’s stop and think about the purpose of taking minutes.

• Minutes record information discussed in a meeting
• Minutes record decisions taken at the meeting
• Minutes record attendance at a meeting.
• Minutes are useful to people who couldn’t attend.
• Minutes can prevent arguments later about decisions and responsibilities.
• Minutes are a summary of the meeting.
• Minutes usually record the time the meeting finished.

The kind of language in minutes is careful, correct and neutral. This means that
the writer only writes down what people say and does not provide her or his own
interpretation. Minutes are a public record of a discussion so you do not want to
write down anything that will offend someone. All the sentences need to be
unambiguous. This means that the meaning should be clear so that there can be
no argument later.

It is important that the minutes state clearly who is responsible for doing tasks
that the meeting agreed on. The person who wrote the minutes will sign the
minutes so if someone has questions about the minutes they can see who wrote
them and go to them to ask questions.

On the following page are the minutes that were taken at Mrs Maseko’s meeting.
In the next activity you will analyse and discuss these minutes.
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Activity 3: 
Minutes

Work with a partner
Read the minutes that were taken at Mrs Maseko’s meeting.
1. Discuss whether these minutes serve the purpose outlined above. Use these

questions to help you:
a. What did the sister from the clinic tell parents?
b. What was decided about how much the school will pay for each lettuce and

how often they will be delivered? Who will deliver them?
c. Why do you think the minutes refer to the attendance register instead of

writing all the names down?

Answer this question:
2. Whose task is it to fetch pamphlets from the clinic?

What have you learned?
Did you notice that the venue is missing from the agenda? What about the venue
and time in the minutes? You can imagine how long the minutes would be if 50
people attended the meeting and all their names were written under ‘Present:’.

For those people who did not attend it will be useful for the minutes to
summarise what the sister from the clinic said. In order to prevent arguments in
the future there needs to be more detail about how the system of getting lettuces
for the school is going to work.
Under 4, those who could not attend will need more detail.

You could probably work out that it was Mrs Maseko’s responsibility to fetch the
pamphlets from the clinic because her name is written in the right hand margin
next to that point in the minutes. This is a quick and easy way to record that
responsibility. Some people prefer to write this information in the body of the
minutes.

Time needed 
70 minutes



Activity 4: 
Comparing an agenda with minutes

Work with a partner
1. Compare the structure and function of agenda and minutes. Use these

questions to help you:
a. What is the same about the structure of the agenda and the minutes?
b. What are the differences between the agenda and the minutes?

What have you learned?
Similarities
Many things are the same in the agenda and the minutes.

• There is a date and a time on both documents.
• The numbers in the minutes correspond to the numbered items on the

agenda.

Differences
The main difference between the minutes and agenda is the language. The agenda
is in point form but the minutes are in full sentences.

4. Lease agreements
A lease agreement is a different type of text to agendas and minutes. A lease
agreement is an important legal document that you have to read carefully for
detail and understand clearly. You do not just read a lease to get information. You
read a lease to make an agreement that you sign.

What is a lease?
If you rent a room or a whole house you will have to have a lease. A lease is a legal
contract between two people which sets out the rules about renting a space.

A legal document, such as a lease, is supposed to make things very clear so that
there can be no argument about anything. But some leases are very difficult to
understand because they are written in legal language.

When you sign a lease, it means you understand everything and you agree with
everything. So you can’t come back later and say you did not understand

This all means that you need to read a lease very, very carefully before you sign
it. You have to understand every detail.

Many people who look after children need to rent a space from someone else
because they have no space at home. Or they want to rent a room or house where
there is a garden for the children to play in. So many ECD practitioners have to
sign a lease for their centre.
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In the next few activities you will examine and interpret parts of a lease that
Bantwana Bami has signed to rent a house.

Activity 5: 
Understanding a lease agreement

Work with a partner
1. Look at this example of a lease that Mrs Maseko signed. There are some legal

words here that you might find difficult but you need to understand them.
Read the lease and then do the activity on the meanings of the words. 

Time needed 
60 minutes
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2. In the following table the left hand column is a list of words from the lease that
people often find difficult to understand. Look at the list and match each word
to one of the meanings in the right hand column.

Check with a partner what you have done. Copy this for your portfolio.

3. Discuss these questions with a partner:
a. Who is letting the house to Mrs Maseko?
b. What is the address of the ‘immovable property’?
c. Who is hiring the property?
d. What is the fixed period of the rental?
e. When does the lessee have to tell the lessor that she wants to terminate the

lease?

What have you learned? 
The ‘lessor’ is the person who owns the property and the ‘lessee’ is the person
who rents it. The house Mrs Maseko is renting from Mr Nkosi is next door to
where Mr Nkosi lives at 1903 25th Avenue. Mr Nkosi is letting his house to Mrs
Maseko for one year until 30 June 2006. If Mrs Maseko wants to terminate the
lease she must give one month’s notice in writing.

Format
The format of the lease is very specific:

• There are clear numbered points. These are called clauses.
• There are often open spaces. These are for the people agreeing to the lease

to fill in information.

You will see from the next activity that there is good reason for the spaces and for
the numbering of the clauses.

Lessee Person who rents something from someone else

Immovable property Person rents something to someone else

Lessor Property such as a house

To Let Ending

To Hire Set amount of time

Fixed period Hire again

Terminating To rent to someone

Rehire To rent from someone



Activity 6: 
Finding important information

Work with a partner
Read the lease again. Look at the format of the lease. Mrs Maseko and Mr Nkosi
have both agreed to information in the lease because they have both signed the
lease.

Answer the questions alone or with a partner.
1. Find clause 6. What did the Lessor and the Lessee agree to in this clause?

2. Look at clause 7. What did they agree to in this clause?

What have you learned?
Did you notice how the format of the document helped you to find the
information in the different clauses?

Activity 7: 
Leaving out important information

Work with a partner
1. Which clause talks about the monthly rent? What important information has

been left out of this clause?
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2. Write in your own words what you think the clause should say.

Read the Signature clauses.
3. Who has not signed the lease?

Discuss your answers with a partner and agree together what the correct answers
are.

What have you learned? 
You can see that it is important for you to understand the difficult words in a lease
otherwise you may sign something that you do not agree with. If ever you are not
sure of what a document says you can discuss with someone to help you to
understand. But if that does not help then you need to find another strategy for
making sure that you understand the meaning. Do not sign a legal document
unless you understand what you are signing! The document is not valid if
witnesses have not also signed. A witness can be anyone who checks that the
correct people sign the document.

5. Constitutions
Many of you may already have a constitution for your ECD centre or
organization. Most funders and banks want a copy of your constitution before
they will work with you. So it is important that you have a constitution.

A constitution is a written, legal document which describes the values and rules
of an organization. A constitution cannot be written by one individual alone. All
the members of the organization or company have to agree on the constitution
because those are the rules of the organization. If one person could write the
constitution alone then he or she could write it to suit themselves, and they could
abuse the organization.

DICTIONARY:

Valid – legal



Activity 8:  
A Constitution for an ECD Centre

Work with a partner
1. Scan the following example of a constitution12, by looking at the headings.
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Time needed 
90 minutes



Unit Six:  Reading and writing for detail – Managing a centre

131



Fundamentals in ECD : Communications   Trainer’s Manual

132



Unit Six:  Reading and writing for detail – Managing a centre

133



Fundamentals in ECD : Communications   Trainer’s Manual

134



Unit Six:  Reading and writing for detail – Managing a centre

135

Now answer the following questions:
2. What is the name of the organisation?

3. Who is expected to manage the organisation?

4. How often should an Annual general meeting be held?

5. Can the constitution be changed? How do you know?



6. Who is allowed to make changes to the constitution?

7. Discuss why you think a group of people, and not one individual, have to
agree on changes to the constitution.

8. Who has to approve and accept the constitution? How do they do this?

9. Who has to sign the constitution?

10. Look at the headings of each clause. Discuss what the purpose of each clause
in the constitution is.
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We think it would be a good

idea to divide the participants

into groups of 3 or 4. Let

each group discuss important

points under each heading.

When every one is finished

each group can share their

discussions and debates.
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11. Think about the format of the constitution. In what ways is it the same as the
lease you read in Activity 5? Why do you think a constitution has this
format?

12. Imagine you are helping to write a constitution for your ECD site. Write
down which headings you will use in your constitution and say why.

13. Write out the objectives of your ECD site.

What have you learned? 
The model constitution has numbered headings, very similar to a lease. You
probably found this helpful when you were looking for the information you needed.

A constitution is a legal document, like a lease, and everyone who accepts it also
agrees to the contents. That is one reason why an individual person cannot make
changes. The office-bearer who signs it signs on behalf of the organization, not for
herself or himself.

Checking your constitution
Sometimes it is easier to get funding if you are registered as a non-profit
organisation. You can register as a non-profit organisation through the
Department of Social Development. To register you need to have a constitution.
The constitution must meet the requirements of the Department.



Activity 9: 
Checking your constitution

Work with a partner
The following excerpt is taken from the form used to register as a non-profit
organisation. It tells you what your constitution must have to satisfy the
Department.

1. Fill in the table to show that the model constitution in Activity 8 meets all the
requirements for the form. The first one has been done for you.
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6. Curriculum Vitae
You have realised by now that you use many different kinds of communication to
administer and manage the work you do with children. All this work counts as
experience in your life. A curriculum vitae is a record of all the experience you
have that you think is important. This is a useful document:

• It tells an employer what your qualifications and skills are.
• It can be used in an RPL portfolio to show what experience and skill you

have.

Activity 10: 
Reading a Curriculum Vitae

Work with a partner
Zinhle Mathebula sent this Curriculum Vitae (CV) to Mrs Maseko because she is
looking for a job. Mrs Maseko is looking for a teaching assistant. Read Zinhle’s
CV and answer the questions:

Curriculum Vitae
Personal Details
Name: Zinhle Lina Mathebula
ID: 020382 0567 090
Date of Birth: 02 March 1982
Address: 93 River Road, River View 2111
Contact Number: 071 012 3456
Number of Dependents: one

Education
School attended: Mandla High School, Johannesburg
Highest Standard Passed: Grade 11 (Std 9), 1998.

Training Courses
2003: Level 1 ECD Practitioner, learnership Department of Labour,
2004: Level 4 ECD Practitioner, learnership Department of Labour,

Work Experience
2001-2005: Cook / cleaner, Smiley Preschool, Johannesburg
1998-1999: Stocktaker, Cheap Cheap Grocery chain
1997-1998: Part-time Domestic Worker, Bellevue, Johannesburg

References
S. Else
The Boss
Cheap Cheap Grocery chain
(011) 552 0721

A Nother
Smiley Preschool
087 991 1552

Time needed 
30 minutes



1. Do you think Zinhle is suitable for the work that Mrs Maseko wants done?
Why do you say so?

2. What was Zinhle doing between 1999 and 2001?

3. Does the CV tell you why Zinhle is leaving Smiley Preschool? How can Mrs
Maseko find this out?

What have you learned?
You can see that Zinhle has experience working in a preschool. She worked at
Smiley Preschool for nearly 5 years as a cook and cleaner. She has also done the
ECD learnerships. Mrs Maseko will be interested and may call Zinhle to an
interview. In the interview she can ask Zinhle questions about what she was
doing between 1999 and 2001 and why she is leaving her job.
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Linking your learning with your ECD work
• Children will not need to fill in the kinds of forms that adults do.

Remember that children learn a lot from what they see adults doing. Let
them watch you when you fill out a form.

• Children can talk about the things they can do, and even write them down.

Journal Reflection
Spend time thinking about what you have learned. Write down all your thoughts,
ideas and questions about your learning in your journal. Use these questions to
guide you:

a. What did you learn about agendas, minutes, legal documents and forms?
b. Write down one or two questions that you still have about these.
c. How will you use these administrative reading and writing skills in your

everyday life and work?
d. Will you change your way of working with children because of what you

have learned? What will you change?



Self-assessment Checklist
Reflect on the Outcomes that were set for this unit. Use one of these icons to
record how well you can do these things now. Think about what you know, what
you can do and how you can use what you have learned.

Use different ways to find meaning and structure in oral communication

Show an understanding of different kinds of language use when speaking

Use and respond to feelings, emotions and cultural and social ways of speaking

Use and understand different acceptable customs and organization of speech

Use different ways to read different things

Look for meaning and understand writing

Question how language is used in writing

Understand the use of acceptable practices in text and how text is organized

Write things which show that I know who I am writing for and why I am writing

Use grammar (the way words are used in sentences) to arrange or structure what I write.

Use accepted practice for structuring what I write

Plan my writing, do a practice, check it and correct it.
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Assignment 2:
1. Write an agenda for the next meeting you have at your ECD site and distribute

to the relevant people. Make sure the agenda serves its purpose.
2. Take minutes of the meeting. Make sure the minutes serve their purpose.


