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Steps to follow when a technical
problem is observed by staff or
reported by users:




communities
are in urgent need

of localized information

on health, sanitation, human

rights and criminal procedures,
education, traditional knowledge,
agriculture and eco-tourism that
mainstream the information needs of
specific communities such as women
and young people. Multi-purpose
community centres (MPCC) can play

an important role in providing access

to information in multiple formats. For
this purpose, the Ministry of Information
and Communication Technology is
making Information and Communication
Technology (ICT) accessible to rural
communities through MPCCs,

providing these centers with basic constitution that is understandable to
'CT equipment. the members of the center. It should be
For the equipment to be written to help organize and achieve
used in an equitable and the goals of the MPCC.

meaningful manner, at
least 7 steps should
be followed:

Induction for volunteers

. providing th ' e
enabling them to perform o With training for

their duties in assisting users.
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Equipment & Technology

The Ministry
of Informationand
- Communication Technology
provided the following equipment
to all MPCCs in order to make ICT
accessible to the community: customized
solar systems and accessories (batteries,
generators, etc.), digitalized public
address systems and accessories, printer/
photocopiers and facsimiles, computers
and accessories, digitalized video
cameras and software (Microsoft
Office Packages).

Inventory of
equipment: The profile
and specifications of all equipment
should be kept on record. The profile and
specifications include equipment type, serial
number; purpose/expected usage, computer
set-up and the names and versions of software
packages installed. Safety copies of content and
software should be kept on CD ROMs at the center.
Make a copy of original CD ROMS and keep the
originals in a safe place. Use only the copies in
the centre so that the original CD ROMS are
protected against wear and tear as well
as misplacement and theft.

Ownership
of the equipment:
the equipment should
remain with the MPCC,
although the Regional
Councils are the
custodians of the

equipment.
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Equipment & Technology

Removal of equipment: In case any _
) of the equipment available at the center is \\W& - '
J removed from the premises of the MPCC, . 4
the following procedure should be followed:
- permission from the person in charge at the center should be
obtained and granted in writing (where it is required for the borrower
to sign-out the equipment);
- a form with all the details regarding the item and the person taking it
should be filled in and filed;
- the equipment will be tested before and after handing/renting it out in
presence of the person who is renting it;

- the equipment will always be accompanied by two of the volunteers to operate
it so that communities cannot be held liable for the damage or stolen items during
an event;

- the person/company/party who rent the equipment will also be responsible for
refreshment or meal for the volunteer;

- the MPCC will not allow the equipment to be left over at any venue after use if
it is not secure enough. The equipment should be brought back to the MPCC
on the date agreed in the same conditions as when it was removed from
the premises;

- renting arrangements should be made in 7 days advance.

Full payments will also be done in advance;
- the MPCC will be responsible for the cleaning of the
equipment before and after use.

Registration & Charge Sheet

Sample registration and charge sheet:

User name Service used Purpose Quantity Rate

>
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Basic Elements for a needs assessment:

Gender Group of age Reason of visit Services not found

ests, needs and values of the community

mission statement which reflects the inter

Elements for the structure of the MPCC

legal nature and personality of the center.
objectives of the center (what the center hopes
to do).

management board, the group that the manager
reports to.

vacancies.

powers and duties of the management board
(what is expected of the board).

management roles on what is expected of the
manager/s of the center.

financial administration on how and where the

Elements for a Constitution:

Name: there is hereby established a center to be know
as NAME.

Mission: the mission statement should answer the
following questions: what is the overall purpose for
forming the group? What is the one big goal we hope
to achieve?

Objectives: this section sets the overall purpose and
direction of the center.

Aims: purpose of the center and the changes you hope
to achieve as well as which people in the community
you are trying to help.

Objectives: more specific actions or strategies in order
to achieve the aims: how can you bring the desired
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money is kept, when the financial reports are due
and who must see and approve them.

assets of the center containing a list of moveable
and immoveable items which the center owns,
which should be updated regularly.
membership in case and organization or
association runs the centre.

dissolution on who decide to close the center.
amendments on how changes can be made to
the structure.

roles and functions of staff and volunteers.

improvements? What activities are most important
to focus on? How do we reach the people in the
community?

Membership

Decision making

Annual general meeting

Management Committee

General powers and duties of the management
Committee

Powers of the organization

Finances and non-profit character

Dissolution

Constitutional amendments

Signatures

Mo
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Renting
equipment
for use by the
community

movie
screening

use training/
of printer, workshops
internet,
electricity
etc.

ICT literacy training

The following workshops can be organized on the use of
|ICTs:wordprocessing,emailing,searchingtheinternet,usingCD
ROMforresearchpurposes,HTMLandbasichardwareandsoftware
troubleshooting skills, how to develop a booklet, how to make
brochuresand posters, how to write notices, how towritearadio script,
etc. Computer training resources are available at:

(Resources can be obtained on basic computer skills, computer
programming, computer refurbishment, creation of websites, internet
and network etc.)

Training resources on film production, freedom of expression, journalism,
multimediacenters,radioproductioncanbefoundat:

ICT literacy training can be

carried out in partnership with media houses. Media houses
can be asked to train community members in User Generated
Content (basic reporting skills, taking photographs, uploading

: o news on websites etc.) See
The following activities can be )

organized in order to obtain income for
the maintenance of the center:

PA System TV Projector Printer VCR
Weddings Weddings Training Printing Movies
Large meetings Movies Presentations Training Training
Parties Movies
Screen events
Traditional celebrations Record celebrations

Y
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Activities for the MPCC

The objective of the MPCCs is to provide access to a variety of information through
the use of ICTs, as defined in the needs assessment. All activities should be
discussed with community members. Some example of activities:

gender issues

http://opentraining.unesco-ci.org/cgi-
bin/page.cgi?’g=index.html;d=1 for
training material.
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Activities for the MPCC

Some more example of activities:

Training for young people
to encourage creativity

The UNESCO Young Digital Creators Educators’
kit is designed to generate and manage project-
based learning activities with young people. Free
editing software for creative projects which contains
tools for editing audio, images and web pages is
available at: :
The focus is on the creative use of information and
communication technologies, global challenges
of development, cultural diversity and inter-
cultural dialogue. See also the Power
of Peace Network

on the
computer in the MPCC and by uploading
content to the DNA website http://dna.
polytechnic.edu.na/

Print and display on display
boards’ information for the
community

Print information from the internet

or via email: e-books, journals,
newspapers, newsletter to which you
can subscribe, etc. Some useful links are:

, the World Bank’s portal and the
different UN websites. Another strategy
for accessing printable material is
through collaboration and partnership
with newspapers in order to get the
electronic version of the newspaper
publications.

http://www.
unmultimedia.org/radio/english/

CDs that you can request from the
organization which produced them

http://www.youtube.com/unesco

Information which is in your community
already (local content). Gather this
information, do questionnaires, record

interviews, and build a resource bank of
this knowledge for you community to
benefit from and add to.

When organizing any of the above listed activities, it is important
to consider and to accommodate people’s needs and constrains,
taking into account their work schedules, the learning curves and
interests in order to make the different trainings available to them
(offering the same courses at different times for example).
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Basic Elements for
Records Management

It is essential to the
efficient and accountable
performance of the center.

It includes: classifying, storing, securing,
preserving/destruction of records,
pursuing an efficient and systematic
control of tangible object or digital
information as evidence.

The following elements should
be determined:

For records management publications:
http://www.archives.gov/publications/records-mgmt.html
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Plan compliance
reporting and
documentation

content analysis:
kind of information
to be considered and
classified

filing system: how
to keep the record,
policies applicable, for how
long should each record be
retained, how the records
should be disposed, person
responsible for managing
them.
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Activities for the MPCC

Kavango region:

Ohangwena Mukekete School Centre
region: (Mpungu Constituency)
Okongo Community Rundu Youth Centre (Rundu
Centre (Okongo rural Constituency)
Constituency)
Endola Centre (Endola
Constituency)

Oshana
region:
Eheke Centre
(Ondangwa
Kunene region: Constituency)
Queen Sophia Centre Uukwiyu Centre
(Outjo Constituency) (Uukwiyu
Okangwati Centre (Epupa Constituency)

Constituency)

Erongo region:
Henties Bay Centre
(Arandis Constituency)
Otjiperongo Centre
(Daures Constituency
(close to Omatjete))

KHOMAS

Khomas region:
to be implemented

 HARDAP

Hardap,
Otjozondjupa
& Omusati
regions: to be
implemented
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