76 Whet B a motion?

We discuss issues at a meeting because we want to reach a decision.
Any member can recommend a decisionto the meeting. To do this,
he or she must put forward a motion.

A motion is the same as a proposal. Itis something you want the
meetingto discuss and think about. For example,you can put forward
a motion that the next Forum project must focus on alcohol and drug
abuse in the community.

Usually someone must support your motion before the meetingwill
discuss it. We say someone must “second” the motion. If nobody
seconds the motion, it means nobody wants to discuss it.

Another member can suggest changes to your motion. This is called
an amendment. For example, someone can put forward an
amendment which says that the project must focus on drug abuse
among teenagers in the community. Amendments must also be
seconded.

Motions and their amendments must be as simple as possible to avoid
confusion. A member can withdraw his or her motion, but only if the
meeting agrees to it.

Members must get a chance to discuss the motion and its
amendments. If they disagree,the Chairperson must let them vote.
The Chairperson must make sure the voters know exactly which
motion or amendment is put to the vote.

If the majority of the members vote for a motion or amendment, it
becomes an official decision (resolution) of the meeting.

7.7 Raising a Point of Order

If a member thinks the meeting does not follow the rules, he or she
can raise a point of order.

A member can raise a point of order to:

* remind the meetingofarule

e point out that a member is off the point

* point out that a member is talking for too long

e point out that a member does not have the authority to actina
certain way

e complain about bad language

To raise a point of order, you have to stand up and say “Point of
Order”. You must then sit down again and wait for the Chairperson’s
permissionto speak. The Chairperson may then allow you to say
what the point of order is. The Chairperson must decide if the point
of order is valid before the meetingcan continue.




78 Minute-taking

The minutes are a report of what happened at a meeting. It is the
task of the Secretary to take the minutes. If the Secretary is absent,
the meeting must ask someone else to take the minutes.

The purpose of the minutes is to:

o remind members who attended the previous meetingwhat the
issues and decisions were

o inform those memberswho did not attend what the meeting
discussed and what decisions were taken

o serve as evidence if members disagree or forgot what the
decisions were

The minutes must not give every detail of the discussion. It
must sum up what the meeting discussed and decided. A
paragraph for each issue is enough.

The minutes must be impartial and objective. The
Secretary may not take sides or give a personal

@
. interpretation of what people said.

The minutes must be accurate. If the Secretary is not

sure about something, he or she can ask the
Chairperson to explain it before lettingthe meeting
continue.

The headings in the minutes should be the same as the agenda items.
They must also be in the same order.

The minutes should:

= give the Forum name, the type of meeting, the meeting date, time
and place

= give the names of the people at the meetingand say who acted as
Chairperson and Secretary

» say if there was a quorum

= mention any apologies

= say ifthere were amendments to the minutes of the previous
meeting

= give the names of the members who proposed and seconded the
adoption of the minutes

= mention any points of order and say if the Chairperson accepted
or rejected them and what the reasons were

» give the results of voting and mention the method used (secret
ballot or show of hands)

» record any decisions and say who must carry them out by when
» mention any reports and say that copies of them have been filed

» mention the guest speaker and his or her topic (no needto give a
summary of the talk)
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8 Re-registering a Forum or Sub-forum

You have to repeatthe registration of your Forum or Sub-forum
every year.

You can re-register a Forum if it meets the following criteria:

The Forum has activities and projects which show that the Forum
is working

The Forum meets once a month or on a regular basis

The Forum is representative of the community

The Forum has representatives on the Area Board

The Forum has a letter of support from the Station Commissioner
The Forum is accessible to the community it serves

The local police have representation on the Forum

You can re-register a Sub-forum if it meets the following criteria:

The Sub-forum has a letter of support from the main (or
“Mother”) Community Police Forum

The Sub-forum has representatives on the “Mother” Forum
The Sub-forum meets regularly

The Sub-forum has a financial report

The Sub-forum has minutes of its Annual General Meeting

The Sub-forum has a letter of support from the Station
Commissioner

To re-register a Forum or Sub-forum,you have to include the
following documents in your application to the Department of
Community Safety:

(a) an application letter

The Station Commissioner or Chairperson must write and
sign a letter to the Director of Civilian Oversight to apply for
re-registration.

(b) a financial statement

The application must include a financial statement (income and
expenditure) for the Forum’s financial year. The Treasurer, the

Chairperson and the Station Commissioner of the Forum must

sign the statement.
See the sample financial statement at the end ofthis chapter.

(c} the minutes ofthe Annuol Generol Meeting
The application must include a copy of the minutes of the
Annual General Meeting of the Forum or Sub-forum.

You con find out mare about Annual General Meetings in Section 9.1 ofthe Sample
Community Police Forum Constitution for the Western Cape in Appendix £X of this
Toolkit

FURTHER READING
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(d the attendonce register of the Annual General Meeting

The application must include a copy of the original attendance
register that was signed by people at the Annual General
Meeting.

See the sample attendance register in Chapter 3, page 3-7 of this Toolkit

{e) a letter ofsupport (Sub-forums only)

To re-register a Sub-forum,you also need a letter from the
Station Commissioner and the Chairperson of the “Mother”
Community Police Forum. The letter must support the
application for re-registration.

FURTHER READING

(f} other documents

You can include any other documents that show that the Forum

or Sub-forum functions well and that it represents the
community it serves.

W o o M O o o omm W o o e O mm o o o WX

Exercises

1. Who are the four office-bearers on the Executive

Committee? Can you say which office-bearers must
be members d the community? And which office-
bearer must be a member d the police?

2. The Executive Committee has one member who is not
elected by the Forum. Who is this?

3. At which meeting does the Forum elect an Executive
Committee?

4. Suppose your Forum has 30registered members. How many d
them must be at a meeting to give the meeting a quorum?

5. You are at a meeting and another member has been talking for
five minutes. He is telling a long story that is off the point.
People are becoming frustrated. What doyou do?

6. The meeting is trying to decide how to get a certain group
involved in the Forum. You suddenly have a bright idea about
what the Forum must do. You want the meeting to consider your
suggestion. What meeting procedure do you use?

7. Let'ssayyou are asked to take minutes at a meeting. Can you
mention some d the things that must be in the minutes?

8. How often do you have to re-register the Forum in your area?

B o e M W o o o W MW e o OO MR o — N W oy e T M W — o W
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ABC COMMUNITY POLICE FORUM

INCOMEAND EXPENDITURE STATEMENT FOR THE 2002-2003 FINANCIAL YEAR
| APRIL 2002 - 31 MARCH 2003

A. INCOME

[This is all the money that come into the bonk account from | April the previous yeor to 3 | March the current yeor. For reporting
purposes, the income is usually broken down into meoningful parts. You can choose ony meaningful ports, but wejust
show the kasics here.]

I. Balance as at (beginning of your financial year) R
[This is ali the money that’s left in the bonk - and cash belonging to the Forum -on | April in the previous yeor.]

2. Donationsreceived R

[This is g/t the money received from private individuob, companies, churches, mosques ond fund-raising events between
| April ond 3| March]

3. Registration/Re-Registration Fundingfrom
the Department of Community Safety R

[A. | Balance +A2 Donations +A3 Funding] R

B. EXPENDITURE

[Once again, this is a/i the money that was poid out of the bonk eccount = or from cashi belonging to the Forum — between | April
and 31 March. We hove given some sample entries but your entries will reflect your own activities ond decisions about expenditure.
All expenditure must be included in some heading or other, or under its own heading.]

I.Workshop Expenses R

[This will include a!f half hire, transport, catering. the payment of a facilitator, ond so on. If there was more than one workshop in the
current financial yeor, then alf workshop expenses for the year con be lumped together under this one heading.]

2. Camp Expenses R

[Like “Workshop Expenses” above, you may hove organised @ youth comp during the current finonciol year. All expenses must
be reflected here.]

3. Stationery Purchases R

[This con include the costrice of all notepods, bens, photocopy paper, and so on, but it can afse include printing and photocopying
itself: /f there is some stock left over from the previous yeor, you con alweays odd it in as “Stock in hand” at cost price under
“INCOME" above.]

4. Bank Costs R

[These will include aif the costs shown on your bonk statements, other than cheques issued and cash withdrawn. If eny interest is
eorned from the Bonk (or Savings Account or other form ofinvestment], then it must be shown under “INCOME" above. ]

[B. | Workshops + B.Z Comp + B.3 Stationery + 8.4 Bonk] R

C. Total Income A MINUS Total Expenditure B

fif the Income is more thon the Expenditure, we calf it @ “Surplus” and this is usually carried over into the following firancial year and
reflecied as in A.1 above. But if the Expenditure is more thian the Income. we cali it @ “Deficit” and this is also token over into the new
finonciol year TO BE JAKENAWAY from the new Income. In ordinary business, this is cailed “Profit” and “Loss™ ]

R

AUTHORISED B Y

TREASURER CHAIRPERSON STATION COMMISSIONER
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Chapter 5
Developing a Community Safety Plan

CHAPTER 5

1 Introduction

The Department of Safety and Security says every Community Police
Forum must develop a community safety plan before the end of each
financial year. The plan must say what the Forum wants to do in the
police station area during the following year. It must include a list of
the priorities and needs of the Forum. These priorities and needs, as
determined by the community, will form part of the annual
operational plan of the police station.

The Forum should ask the Station Commissioner for advice before
they create a community safety plan.

The community safety plan must say.
o what programmes, projects or action steps the Forum wants

to implement
o Wwhere the Forum will get funds for the projects
o how the projects will promote the aims of the Forum

Planning usually goes from the biggest picture to the smallest detail,
from five years to one year to the next few days. The diagram on
p.5-2 gives a picture of the planning process.

Your Forum may want to start with one or two projects only. Later
on you can increase the number of programmes and projects if your
resources allow it.

All the Forums in an area must give their community safety plans to
the Area Board.The Area Board must then develop its own plan to

support and co-ordinate the plans of the different Forums in the area.




PHASE 1: LOOK AT THE BIG PICTURE

' : | « What are the problems?
|« What are we doing right?

NEEDSANALYSIS

=1« Where are we now?

« How can we do better?

years?

ProgrammeA
Programme B

Programme C

PLAN OF ACTION

»

i PROJECT 1

| PROJECT2

PROJECTI
ACTION STEPS

BY WHEN! ACTION'
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Feb
March

WHO'
Mpumi
Fred
Fawzia

»

¥

PHASE 2: LOOK AT WHAT HAS TC

STRATEGIC PLAN

Where do we want to be
in the next three to five

ROGRAMME C

[ PROGRAMMER

PROGRAMMEB
PROGRAMME A

REPIGMN\PMMINA
B3N PLAN
Project 1
Prejeet 2
Project 3

- NEXT YEAR

| PROJECT3

i PROJECT?

PROJECTI
BUDGET

]

TOTAL R

(NVY1d ALIHAVYS ALINAWKWOD)

PHASE 3: IMPLEMENTATION AND MONITORING ’

Y 2

PHASE 4: EVALUATION OF OUTCOMES

SNYd dO 3DWMIDVYd
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All the Area Boards in a province must then give their plans to the
Provincial Board. The Provincial Board must support and co-ordinate
the plans of the different Area Boards in the province.

If you want to read more about community safety plans, read Section 8 ofthe SAPS
Interim Regulations for Community Police Forums and Boards in Appendix VI of this

Toolkit. If you want to read more about the aims of Forums_in general,read Section
181 ofthe SAPS Act N0.68 011995 in Appendix V of the Toolkit.

2 Differentways o tackling crime

When you develop a community safety plan, you needto know that
there are different ways to work against crime.

The White Paper on Safety and Security (Section | in Appendix IV in
this Toolkit) gives a definition of crime prevention:

Crime prevention is the total of all activities that decrease, discourage
or prevent crime by:

e providing an effective justice system to discourage crime
e changingthe environment where crime takes place
o changingthe circumstances that cause crime

From the above definition we get three ways of tackling crime:
e law enforcement

e situational crime prevention
e social crime prevention

We will now look at each one in turn.

21 Law enforcement

The police help to enforce the law when they arrest
crime suspects and take them to court with good
evidence.

To enforce the law successfully, the police must:

« investigate crimes and collect evidence against
suspects

« do crime prevention operations and patrol areas
(visible policing)

e provide good service to victims

The police must interact with the community during
patrols. That is because they need community support
to enforce the law. The community must also help with information
about crimes.

When the police have enough evidence,they can take a suspect to
court. But the police also need the support of the prosecutor. To get
a suspect convicted,the police and the prosecution must work
together.
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See Section I of the White Paper on Safety and Security {1998) in Appendix IV
of this Toolkit

2.2 Situational crime prevention

You can change the physical environment to make it more difficult

FURTHER READING : o o .
and risky for people to commit crime. We call this situational crime

prevention.

For example, you can:

o use locks, burglar bars and alarm
systems to make it more difficult
for criminals to enter a building

e Use gate passwords or a security
guard to control access to a
building

* increase surveillance by telling
employeesto be more alert or by
using closed-circuit television

o search peoplefor firearms or other weapons before they
enter an area

o provide better lighting in dark areas

« improve the layout of urban centres

e putvaluable items in a safe

2.3 Social crime prevention
There are many circumstances that can make people commit
crime. Common causes of crime are poverty, unemployment,
disrupted families and drug abuse.

Social crime prevention is about projects that improve people’s
lives.WWhen you improve people’s lives, they become less likely to
commit crime.

Social crime prevention can include the following:
¢ training programmesfor youth at risk
o job-creation programmes such as food gardens
e constructive leisure activities such as sport
o alcohol and drug education programmes

¢ education about women’s rights
o the provision of child-care centres

3 The stages d a community safety plan

When they work together successfully, the Forum and the police can
develop a community safety plan in the following stages, one after

the other:

o do a community safety audit

» decide on programmes and projects for the community safety plan
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* implement the community safety plan
e Mmonitor and evaluate the community safety plan

The next sections tell you what you have to do at each stage. The
information comes from a book called A Manual for Community-Based
Crime Prevention: Making South Africa Safe, which was developed by the
National Crime Prevention Centre of the Department of Safety and
Security, together with the CSIR’s Crime Prevention Centre and the
Institute for Security Studies.

3.1 Doing a community safety audit

Before the Forum and the police can write a
community safety plan,they have to do some
homework. They have to find out as much as possible
about the crime problems and characteristics of the
police station area. We call this a community safety
audit.

A community safety audit has to:

o identify the crime problemsin the community

« find out which people or organisations already
do crime prevention

o lookat the social and physical characteristics of
the area

o decide which crime problems are most important

o lookin more detail at the most important crime
problems

Itis important to do a good community safety audit, because it will
tell you what the focus of your community safety plan should be. The
Forum can approach local governmentto see if they are willing to do
the audit or to pay someone else to do the audit. In terms of the
White Paper on Safety and Security, local government is also
responsible for crime prevention.

Some community members may have a lotto say about crime, but
they are not always the ones who suffer most from crime. A good
audit will help you to identify the real needs in the community.

A good community safety audit will help you to:

o focus on the most serious problems when you have few resources

o (give people facts when they disagree about the most serious
problems

e co-ordinate the work of different organisationsto prevent
duplication

« evaluate the success of your community safety plan at a later stage

This section was adapted from A Manual for Community-Based Crime Prevention:
Making South Africa Safe, p.39.

FURTHER READING
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Let us look in more detail at the five steps of a community safety
audit:

B STEP I: What arethe crime problems?

The first step in a community safety audit is to get information about
the crime problems in your community.

For every type of crime,you must try to get the following

information:

What is the type of crime? For example, domestic violence

Who are the victims? Women between 28 and 45
years, some unemployed.

Who are the offenders? Men between 25 and 50 years,

some unemployed; partners or
acquaintances of victims.

Where does the crime take place? Inthe victim's home or yard.

How is the crime committed? With fists, household objects or
knives.
Are alcohol and drugs involved? Yes, many ofthe offenders are

under the influence ofalcohol and
some of the victims too.

To find out how much of each crime occurs and how serious it is, you
should try to answer the following questions:
e What is the frequency of this crime?In other words, how often
does it happen?In which months and seasons?On what days?
What time of the day?
o« What is the crime rate?(To get the crime rate, you divide the
population of the area by the number of crimes in the area.)
| T T T T T T T e,
Vou can get information fur the community '
I

_ safetyaudit from:
police records

magistrates and prosecutors

prisons

private security companies, car guards and security guards
victim surveys

organisations such as Rape Crisis, Lifeline, NICRO and FAMSA
social workers, counsellors, district surgeons and doctors
hospitals and clinics

schools and businesses

civic organisations and trade unions

insurance businesses and banks

hawkers, taxi drivers, shebeen owners and bartenders

®e O e e O O o o
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o What is the risk of this crime?(To get the crime risk, you look at
the number of crimes per potential number of targets in a specific
period.)

o What is the impact of this crime? For example, murder happens
less than theft, but it has a more serious impact on the community.

Itis not easy to get all this information, but you should try your best.
The Station Commissioner must help the Forumto do a good
community safety audit. The harder the Forum works on the audit,
the better the community safety plan will be in the end.

The Forum can do surveys or individual interviews to get
information. You can also organise meetingsto ask community
members about crime problems. It can be a general community
meeting or several meetings with different groups.

This section was adopted from A Manual for Community-Based Crime Prevention:
Making South Africa Safe, pp.40-45.

B ¥ STEP 2 Whois already doing something? FURTHER READING

The second step in a community safety audit is to find out which
organisations or individuals are already doing crime prevention.

Some organisations may already have crime prevention projects. For
example, perhaps there are already projects for street children or
victims of domestic violence.

Your Forum can work with these organisationsto make their
projects more successful. They may also want to become members

of the Forum. By working together, you share skills and rescurces. You
also prevent duplication.

This section was adapted from A Manual for Community-Based Crime Prevention:
Making South Africa Safe.p.46.

BB E STEP3 What arethe physical and social FURTHER READING
characteristics of the area?

To understandthe causes of crime in your community, you must
know the physical and social characteristics of the area. This
information will help you decide what kind of projects your area and
community need.

The physical characteristics of your area will be important for
situational crime prevention. Physical characteristics are:

Population density Overcrowded conditions can cause
crime.

Layout and type of housing Some houses ore easy to breok into.

Image and infrastructure Poor street lightingond lack of
services make people vulnerable to
crime.
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FURTHER READING

Transport routes Highways and roilwoy lines can

provide easy escape routes for
criminals.

Vacant land large open spaces are often
dangerous for pedestrions.

Commercial and Some types of business can
industrial facilities attract crime.

The social characteristics of your community will be important for
social crime prevention. Social characteristics are:

Age Young people are often more likely to commit
crime.
Gender Women are more at risk ofdomestic violence

and sexual assault. Young men ore more ot risk
of other violent crime.Young men are also
most likely to commit crime.

Socio-economic status  Poverty ond unemployment con cause crime.

High levels of inequality ~ Crime is high when some people are rich and
others very poor.

Community participation Crime prevention is eosier if people
communicate with each other and take part in
focal orgonisotions.

Security of tenure Crime is higher in areas where people often
change house.

You can get information about the characteristics of your areafrom
city planners in your local council. For example, you can ask your
municipality for their Integrated Development Plan (IDP).

This section was adapted fromA Manual for Community-Based Crime Prevention:
Making South Africa Safe, pp.46-49.

BEEBEBE STEP4 Which problemsare mostimportant?

Your community safety plan cannot focus on all the crime problems
in your community. The Forum has to start with a few problemsthat
people feel they can manage. To decide which problemsthe Forum
should tackle, you use the information collected in the first three
steps.

You should look at the following:

The most serious crimes:  Which crime problems occur most?
Which crimes are increasing the fostest?
Which crimes have the biggest impact on
people!
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Affected places: Which areas have the most crime!
Which crimes occur in which areas?

Victims at high risk Who are the victims of each type of crime?
Which people are victims ofa crime more
than once? (repeat victimisation)

Which crimes do victims fear most?

The most likely offenders:  Who are most likely to commit crime?
Reduction potential: Which crimes are easiest to prevent?

For example, suppose your community has the following crime
problems:

Domestic violence: Occurs at moderate levels
Causes injuries and deaths
Poor response from the justice system
Low reduction potential {difficult to prevent)

Mugging: Occurs at moderate levels
Causes a lot of fear
Causes few injuries
Causes disinvestment in
the inner city
Moderate reduction
potential

Car theft: Occurs at high levels
across the area
Causes no injuries
Some cars are
recovered
Moderate reduction
potential

Which of these three problems do you think
the community should tackle first? Remember,
there is not really a right or wrong answer. Different Forums will
make different decisions. But itis important that all the members of
your Forum decide together which problems the Forum must tackle.

This section was adapted from A Manual for Community-BasedCrime Prevention:
Making SouthAfrica Safe. pp.50-52.

HMEBEBYEE STEPS5 What are the details of the most

) FURTHER READING
important problems?

When your Forum has decided which problems are most important,
you haveto look at each problem in more detail. The better you
describe a problem, the easier it is to come up with a solution.

Suppose your Forum chose gang violence as one of its problems. The
information the Forum collected could help you to give this
description:




Type of Crime: Gang violence (assauit)

Targets/Victims: Young men (! 7-30 years) ofpoor socio-
economic background, unemployed, some
under the influence of drugs and alcohal,
members ofgangs

Offenders: Young men {1 7-30 years) of poor socio-
economic background, unemployed, some
under the influence ofdrugs and alcohol,
members ofgangs

When: Between 1 8:00 and midnight, Fridays,
Saturdays and some weekdays

Where: In bars, shebeens or on the streets in the
victim ond offender’s neighbourhood

How: With knives and guns

Available opportunities:  Poor street lighting, police station far from
crime scene; high levels of intimidation. so
victims and witnesses do not report crimes or
co-operate with police

Try to give such a description for every crime problem the Forum
wants to tackle.

This section was adapted from A Manual for Community-Based Crime Prevention:
Making South Africa Safe, pp.52-53.

FURTHER READING 32 Deciding on a community safety plan

Let's say your Forum has identified the main crime problems it wants
to solve. You also have a good description of each problem.

Itis now time to decide on a community safety plan.This means you
have to:

o think of solutions for the problems
» decide on programmes and projects to implement the solutions

(a) finding solutions

You must use the information from the
community safety audit to get ideas for
solutions. The audit will help you see
which actions can work and which not.

For example, perhaps your community
safety audit shows that the victims of
domestic violence often know or live
with the offender.This already tells you
that making the house more secure
against intruders will not solve the
problem. The audit may also show that
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victims and offenders keep domestic violence secret. So it will
not help to have more police officers patrol the streets.

To solve the problem, you have to encourage women to speak
out. You also have to give them access to legal support,
counselling and support groups. And you have to provide a safe
space for women to go to when they need it. Another part of
the solution is an awareness campaign to educate offenders and
the community about women’s rights.

When you think of solutions, you must involve organisations
and individualswho can help you to implement the solutions.
A good solution is no use if you do not have the resources,
partners or skills to implement it.

{(b) choosing programmes and projects

The Forum must choose programmes that will implement the
solutions. The programmes you choose will make up the
Forum’s community safety plan.

Each programme must have a clear focus. For example, one
programme can focus on a specific crime problem such as
domestic violence. Another programme can focus on all the
crime in a specific neighbourhood.

Usually a programme is made up of different projects. These
projects tackle the same problem from different angles.

For example, let's say the Forum has a programme for domestic
violence. The programme can have two projects: One project
can be to start a support centre for victims. Another project
can be a campaign to educate men about women'’s rights.
The Forum should choose programmes and projects that:
e enjoy the support of the community
e use limited resources creatively
* are achievable and realistic
o are sustainable (can continue successfully over a long period)
o Can make a big impact
* have measurable outcomes
« tackle the problem at the right level (such as an area

or target group)
e do not duplicate other work

This section was adapted from A Manual for Community-Based Crime Prevention:
Making South Africa Safe, pp.55-62.

FURTHER READING
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FURTHER READING

3.3 Implementing the community safety plan

A community safety plan consists of different programmes.
Programmes usually have a long-term view.

But each programme consists of one or more projects. Projects have
practical short-term goals. Each project must have a budget, time scale
and action steps.

So when you implement the community safety plan, it actually means
you implement the different projects.

To implement projects, the Forum needs resources — money,
equipment and people. When the Executive Committee of the Forum
draws up a budget,they have to take into account all the needs of the
different projects.

See Chapter 6 of this Toolkit to find out more about designing and managing projects.

3.4 Monitoring and evaluating the community safety plan

Your Forum must measure the success of its community safety plan.
This means you have to:
e Mmonitor the implementation of the plan

e evaluate the results of the plan

The goals of monitoring and evaluation are to:
o Mmeasure if the planis achieving its aims

o determine the cost of the plan
o find out if the perceptions of the community are changing
o learn from mistakes and successes

{a) monitoringthe community safety plan

While you are implementingthe community safety plan, you
have to check that everything happens accordingto plan. This is
called“monitoring” the plan.

You monitor the plan by monitoring all its programmes and
projects. Monitoring must happen from the start.

For every programme and project, you should ask
o Are we following the correct steps?

o Are the tasks carried out on time?

e Are we within our budget?

e Are there any problems?

e lsthe programme/project working? If not, why not?

e Dowe have to adapt the programmelproject?
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