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NCUMISA MONTHLY REPORT

NAME: 
DATE / MONTH: 
TEL:

	KEY TASKS
	PERFORMANCE INDICATORS
	PROGRESS

	1.  LEGAL ADVICE



	Give initial face to face, telephonic and sometimes written advice to enquirers on legal issues related to their case.
	· No of sex work related queries.


	

	
	· No. of sex work related queries that is finalised / completed.


	

	
	· No. of follow – ups in sex work related queries


	

	
	· No of non sex work queries.


	

	
	· No of non sex work queries that is finalised / completed.


	

	
	· No of follow-ups in non sex work related queries.


	

	
	· Amount of referrals for :

· Sex work

· Non sex work


	

	Maintain and assist with helpline queries
	· Amount of helpline queries received.


	

	
	· Dates for helpline duty


	

	Attend outreach sessions
	· Number of outreach sessions attended for SWEAT/Sisonke.


	

	
	· Number of WLC outreach sessions attended.
	

	
	· Number of special outreaches attended.
	

	Attend creative space
	· Amount of creative spaces attended.


	

	
	· Where was the creative space?


	

	
	· Who hosted the creative space?


	

	
	· How many people attended the creative space?


	

	
	· Did you present at the creative space. What topic did you present?


	

	Host Legal clinic
	· Amount of legal clinics hosted
	

	Assist with legal interventions
	· Amount of legal intervention.


	

	
	· What were the legal interventions that you assisted with? e.g

· Letter of complaint

· Assistance with charges, etc


	

	Provide legal advice to other organisations who request WLC to intervene in their particular cases
	· Amount of organisations assisted.


	

	
	· What did you assist them with?


	

	
	· Did you refer it to the attorneys? 


	

	
	· What was the outcome?


	

	Identify cases for public interest litigation
	· No of cases identified and referred to the attorney.


	

	
	· No. of statements taken for the attorney to include in existing cases.


	

	
	· Feedback provided to the attorneys regularly.


	

	
	· What trends did you identify?


	

	Assistance with Helpdesks
	· How many attendances and where?


	

	All legal files are up to date
	· What legal files did you work on?

· What work did you complete on them?


	 

	

	
	· Further follow-ups have been recorded.


	

	2.  RESEARCH


	Conduct research on potential and actual cases undertaken by the WLC as instructed by the attorneys.


	· What research did you conduct?
	

	3.  REPRESENTATION


	Represent the WLC at workshops, seminars, conferences, community groups or public functions
	· How many events did you attend?


	

	
	· Did you provide written feedback to the attorneys on the event?


	

	
	· Is the event in line with the WLC’s policies and how it will / did it, positively impact the WLC.


	

	Contribute and present on the development of educations papers.
	· Amount of presentations conducted


	

	
	· List the documents in which you contributed.
	

	Provide court supports and assistance to clients
	· Amount of court attendance / court support for sex work clients.


	

	
	· Amount of court attendance / court support for non sex work clients.


	

	
	· Nature of the cases.


	

	
	· Out of the amounts attended – how many are finalised?


	

	Assist with police bail applications
	· Amount of police bail applications?


	

	
	· What police stations?


	

	
	· What was the outcome in the applications?


	

	Assist with media requests
	· Amount of media interviews and assistance conducted.


	

	
	· What sort of media was it? print, facebook, etc


	

	4.  ADMINISTRATION



	All questionnaires are accurately completed and handed to attorney
	· Documents are accurate, complete and clear.


	

	
	· Consent forms in the questionnaires are complete.


	

	
	· What are the difficulties that you are experiencing in meeting this goal?


	

	All work reports, outreach reports, creative space reports, court reports and bail application reports are completed and filed timeously
	· What reports have you submitted to the attorneys?


	

	
	· What date did you submit them?


	· 2nd of February due to out of the office duties

	Attend weekly debriefings
	· How many debriefings did you attend at:
· WLC

· SWEAT


	· 2 de-brief sessions with both WLC and SWEAT on the 12th and 26th.

	Maintain a helpline phone record and database
	· Up to date phone record that is submitted the day the phone is handed over to another paralegal.


	

	
	· Amount of legal queries that you received via the phone.


	

	Maintain a weekly attendance and outreach register
	· Registers are completed and submitted to the attorney every Friday.

	

	Work Attendance
	· Amount of days in full attendance at work.

	· Yes 

	5.  TRAINING



	Conduct human rights training
	· No of training sessions conducted.


	· None this month due to short of period and loads of work to be done

	
	· What was the topic?


	

	
	· Who did you train?


	

	
	· How many people attended?
	

	Ensure that all training materials are prepared
	· Conducted research in preparation for the training.


	

	
	· Obtained handouts and materials for participants.


	

	
	· Prepared presentation beforehand.


	

	Ensure that all necessary monitoring and evaluation forms are completed and submitted to the administrator
	· All documents are completed and submitted the following day or as soon as possible after the training.


	

	
	· All training reports are submitted to the attorney the following day.


	


