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NAMIBIAN LOCAL AUTHORITY SPORTS AND
RECREATION ASSOCIATION (NALASRA)

OPERATIONAL GUIDELINES

This document spells cut the operational and administrative procedures of the
Namibion Local Authority Sports and Recreation Association, It is intended for use
of individuals or organizations tuking part in NALASRA activities and NALASRA
denors. 1 specifies the wims and objectives, mundate and activities, its governance
and organizational structure, its program develppment, Junding, budger, oudit and
evaluation practices, and its policy on the pames and intellectual properly rights

LO  Introduction

1.1 NALASRA is a national body to promote Local Authority
employers and employee’s morale and health through sporting
activities and fo promote interaction between elected officials and
employees of loeal authorities, thus promoting sustainable local
government in Nawmibia, NALASRA is positioned to support local
authority sporting activities notably through aosting of Ananal
Inter-Locat Authority Games.

L2 Specifically NALASRA intends to improve the morale and health
of employers avd employees by:

1.2.1  enbancing physical activity through sports and games

122 promoting regional ecollaborationfintegration, knowledge
sharing and dissemination, regional traising and capacity
buiiding by rofating games to various loeal authorities

L.2.3 improving, at nafional and regional level knowledge and
strategy to host games of a high magnitade

1.24  Iotegrating those results into on-going and forth coniing
activities of NALASRA and its affiliates

L2.5 Availing a platform for continnous feam-building among
Loeal Awthority eruployees and Councilors alike, which in
the mainstream is never achievable in local authorities

i.3 NALASRA promotes and facilitates interaction both horizontally
and vertically between Muaicipal practitioners af loeal, regional

and national Jevels

2.0 Governance and Organizational Structure

2.1 The Governance Structure of NALASRA fnclndes:

2.0.1  General Assembly
412  Matfiopal Executive Committee
2 L3 Beleet Committess




2.2

214 Beeretarial, which shall be headed by the Secretary

General. It is however understood that unless and uniil
MALASRA has sufficient funds to run a fuily fanctional
Secrefariaf, the duties herenader shall remain as the
constitution diciates

General Assembly
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The General Assembly reviews the broad orientations and
priorities of NALASRA. It meets onee annually after the
end of the fiscal year, except for Extra-Ordinary General
Assembly which may be called as per Article 16.33 of the
Constitution,

The General Assembly is chaired by the President

The General Assembly and National Fxecutive Commitiee
reaches deeision by cousensus, which consensus is
summarized by the President after each agenda item aud
recorded in a resolution and in summary proceedings of the
GA (Minutes)

Extra Ordinary General Assembly may be called as per
Article 16,13 of the Constitution.

At the Annual General Assembly:

2.2.5.1 the overall performance during the previous fiseal
year is reviewed, and in this connection a report
from the Executive Comumiitee on the financial
situation of the organization is presented

2.2.5.2 preposed changes fo the constitution and operational
guidelines are considered

2.2,5.3 approval or endorsement of short, medivn, and long
term plaes of MALABRA submitted by the NEC is
done

2.2.5.4 Respousibility is alloeated for execuiing activitics
approved or endorsed by the (GA

2.2.5.5 Approval of Aunual Financial Statements

2.2.5.6 Election of office beavers of ihe NEC (it election
year). The Seeretary General shall advise members
in advance to prepare for the election of new office
bearers

tach member understands the importance of atiending the
annaal GA and further understands that nothing prevents
the [=A continuing with its order of business in the ubsence
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of any one member provided that the GA is duly
constitated as per Constitution. No objection or challenge to
any vesoiution shall be enterfained whether due apology
was received or not by the Seeretary General

The GA organizes itself into member caucuses (0 nominate
members of the NEC

Each caucus can nomivate any individual who gualifies (o
be o member of the NEC (o the various positions of the
NEC

The GA, on recommendation of the NEC may modify
nominations by each caucus to increase vepresentation
gcross regions and/or to increase the effectiveness of the
NEC

Members of the MEC sare elected for a peried of 3 vears.
Members of the NEC are eligible for re-election but cannot
serve for more than two consecutive ferms in any one
position, wnless recommended otherwise by the GA by
speeial majority

3.0 The Natignal Executive Cominitlee

A1 TheNEC is the administrative body of NALASRA

3.2 Funections to:

325

306

5.2.7
2.8
329

advise the GA and provide Guidance to sefect committees,
members, appointed agents and hosting cities

assess progress achieved by members, especially mewber
focal authorilies

Advise possible interventions to increase effectiveness of
members

Gauge potential impact of progress aationalls {o have as
witle participation of local authorities a5 possible in
orgasized games

dentify new paths fo reach NALASRA aims aud objectives
Fvaluate the impaci of WALASRA through ex-post
evatuation and propose forward thiuking initintives
Proposes changes to these operational gridelines

Prepares issues to be discassed and adopted by the Ga
Summarizes its findiugs and recommendations in aa annnal
report circulated to the GA
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3.5

3.7

3.8
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It is expected that NEC members receive reasonable logistical
suppert from their local authoritics

The WEC convenes at least thrice (3) annually, Where techuology
allows, only one wmeeting can be held via audis or vidso
conferencing

Is Anthorized to

3.5.7 Transact for and on behalf of NALASRA, within the anybit

of these guidelines and the Constitution

Carry out resolutions of ihe GA

Determine best practices to be adopted for the Ffuture

growth of NALASRA

J.5.4 Decide on matters requiring urgent decisions and subwit
such matters for ratification by GA, which shall not
unreasouably withhold such ratification as the NEC is
mandated by the GA as the administrative body of
MALASRA

A quorum of at least 6 members shall be required to hold 2
- meeting of the NEC, 2 of which should be the President or Vice
President; Secretary General or Vice Secretury General

Members elected into the Nationsl Executive Commitiee shall
abide by a high level of integrity and ethics as dictated by the
NALASRA Code of Ethics, which should be signed by each
mermber

Members of the NEC who do  not.participate in three
consecative NEC meetings are de facto excluded from the
committee and replaced at the following General Assembly

The exclusion shall De notified in writing by the President to the
affected member and to the member's loeal authorily from
which the affected member was elected,

Notice of meetings

3 AT Meefings of the NEC shali be called at reasonable or pre-
determined intervals by written notice of the Secretavy
General

3.10.2 At least 1 month notice shall be given for NEC meetings
and the date, place, and time clearly indicated on the notice
of meeting

Urgent Moeetings

FALT Where necessary urgent NEC meefings can be ealled by
request in writing of af feasi half of members and/or the

()




3.12

President. In such cases 3.6 above shall be strictly adhered
to

3,11.2 Where an urgent meetings is ealled, the agenda shall be

circulated in advance and only those matters appearing in
the agenda ean be discussed

3.11.3 The President shall determine the need to hold urgent

meetings by evaluating the hmportance of the issue fo he
discassed. In making such determinatior, the President
ghall be guided by these guidelines, particularly 3.11.1
above and the bigger good of NALASRA

In order to protect the integrity of NALASRA and the NEC, a
member who continuously faif to carry out any function assisned
by the constitution and these guidelines and/or by the GA or the
NEC may be excluded from NALASRA as per 3.8 and 3.2 above.
Buch exclusien shall extend to seleet committees where the
President sits as an ex-officio member

4.0 Election Proecedure

4.1

4.2

4.3

Elections are recognized as impertant for the continued success
of the organization. To this end a high level of integrity shall be
aitached to the election process

Eiections shalt take place at the appointed time and as required
by the constitution

Where possible, a member of a firm of anditors duly sclected as
auditors of NALASRA shali be requested to audit the process

5.0  Funding and Resource Mobilization

5.

3.2

Member Subscriptions

5.1 Subscriptions skall be determined by the General Assembly

from time to time with the advice of the Treasurer

512 Members shall be informed in writing of subscription

obligations and the due date

Sponsorship

§5.21 Cash Sponsorship

5.2.1.1 ARl cash sponsorships shall be forwarded o fhe
Treasurer with a covering letter from the sponsor

3.2, 1.2 Funds shall be deposited in the NALASRA acceunt

5.2.1.3 The Treasurer shalt acknowledge the spoasorship

5.2.1.4 Funds shall be used for their infended purpose or as
dietated by the sponser

522 Iu kind Sponsership
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3.4

L
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5.2.2.7 Where  merchandise or any other ip-kind
spemsorship is received, il is (he respousibility of the
Treasurer to send acknowledgement or grafitude
letters to sponsors

5.2.3 lu elther of the above cases due acknowledgement shall be

aceorded {o the sponsors and proper mileage given

Partnerships

531

§.3.2

5.3.3

5.3.4

fn furtherance of its objectives, NALASRA through s
Lxecutive Committee may enter into strategic parinerships
with willing sponsors, service providers, or other corporate
bodies

In executing 5.3.1 above, the NELC shall thoroughly
scrutinize proposals and ensure that NALASRA is legally
protected af ail times

All such partuerships shall be discussed at the General
Assembly with advantages elearly laid out for the
appreciation of members

Any partnerships entered to shall recognize the nafional
nature of NALASRA and shall apply to all member local
authorities in line with NALASRA Gamses rotational
requirement

Budget Guidelines

5.4.1

54.2

3.4.3

5.4.4

5.4.5

S.d. 6

The Treasurer shall be responsible for drawiag up a budget
for NALASRA

The Budget shall contain both Iacome and Expenditure
estimates

All income sourees should be clearly identified as budget
line items

The Treasurer shall always thrive to submit z balauced
annual eperational budget

The Budget shall be deliberated on and adopted by the
NEC

The Treasurer through his annual report shali submit
birdget projections to the General Assembly for information
notwithstandiag the Assemblies obligation to adept annuat
andited statements

Use/Disbursement of resources

551

Policies

5.5.1.1'The Treasure shall be the gcustodian of all
MALASEA financia! policies and procedures

-3




5.5.1.2 The Treasurer shall also be responsible to authorize
disbursements nnder this policy

3.5.1.3 The treasurer shall ensure that due authorization of
amy activity underiaken umder this policy is duly
anthorized. Where authorization is in question the
treasure shall first refer the matter to the President
for covcurrence. Where such concurrence does not
peeur, the treasure shall refer the maiter to the NEC

3.5.1.4 Members requiring compeasation under this policy
shall do so by filling 2 NALASRA compensation
form available from the Treasure and Secretary
General

3.5.2 NALASRA Compeusation Policy
3.5.41 Travel and Subsistence

5.5.2. L1 All expenses incurred by NALASRA NEC
members in the execution of NALASRA
duties are rejimbursable theough this
policy

§.5.21.2 NEC members required to use own
vehicle shall be compensated at N34.00
per kin fraveled per trip.

5.5.2.L3 Tor gvernight travel members are given a
uop-acconntable allowance of IMN%650.00
per night out

5.5.2.2 Reimbursement

55221 Where a member has o use own
respurees 10 execunte a NALASRA daties,
hie/she ghall be reimbursed for the amonnt
used at the rate egual fo submitied -
finanecial documentary proof

35222 Where such proof is not available ne
compensation shall be given

53223 All members shall strictly adhere to
55221 awd 55222 above and the
treasurer shafl not authorive any payment
in the absesce of sufficient documentary
proof

5.5.2,3 Other Allowances

55237 Al other allowances required by
members shall be first tabled at » meeting
of the NEC for authorization

§.5.23.2 Where a meeting of the NEC cannot be
gaickly  convened, the  President,




Seeretary General, and Treasure shall
jointly concur on the matter and give
authorization thereof, Mo payment shaii
be made where concurrence has not
oceurred,

553 Procurement Procedures
3.5.3.1 Services

5.5.3.0.1 For services of up o and including an
amount of M510,800, two quotations must
be obtained,

J.3.3.1.2 For amounts above NS10,000 at least
three quotations must be obtained for the
service {0 be repdered

3.5.3.1.3 For special services or services only
available from exiernal sources, with
concyrrence  of the President and
Secretary General, the Treasurer may
accept a single quotation

5.5.3.1.4 For amounts above N$100,008-09,
aceeptance of quotation is reserved for the
MEC, In all other cases the Treasurer can
accept after careful analysis of the
submifted quotation

3.5.3.2 Consmmables and Assets
5.5.3.2.1. 1 Section 5.5.3.1 applies
5.6 Sustainability of NALASRA
5.6,/ Subscriptions

5.6, 1.1 After  eaveful review of NALASRA financial
position, the Treasurer shall recommend fo the NEC
the level of subscription to be levied in any given
yeay, The agreed subseription level shall then be
submitted to the General Assembly for approval

5.7 Vinancial Health of the Organization

5.7.1 The Treasurer shall constantly advise on the finaseial
position of the organization

57,2 Where adverse financial strain is euvisaged, The Treasure
shall immediately sdvise the NEC in writing of the financial
gtraiy expected




373 The NEC shall do all in its mandate to improve the
financial state of the organization

5.8  Mal Administration

5.8.1  The Treasarer shall report any form of maladministration
on the part of the President, Secretary General, or NEC
metnbers to the General Assembly when presenting his
annual report.

5.8.2 Where maladministration i observed, information shonld
be immediately forwarded fo the aunditors of the
organization,

6.0 Reporting, Auditing and Prosram ¥valuation

6.1  Reporting
61,1 General

6.1 1.1 Al reports to the NEC and General Assembly must
e given in writing

6.1.1.2 Where reports are not in writing, the reporting
officer shall repori verbally but send written reports
within 14 days after presemtation. This provision
does not apply o reports to the General Assembly

6.1.1.3 Special Reports may be presented by invited
professionals at the request of the tasked officer, the
meeting or the Presideni

6.2 Auditing
6.2, 1.1 Annual Financial Statement

6.2,1.1.1 The Treasurer sball draft  Anpsuval
Financial Statements wsing International
Accountfing Standards (1A8) for external
andit purposes

6.2.1.2 Appoiutment of Auditors

6.2.L.2.F7 The Treasurer shall recommend a firm of
anditors to the NEC for approval

$.2.1.2.2 The appointed auditors shall be for a
period of 3 years

6.2,1.2.5 Mothing in this clause precludes the
Freasurer to vecommend another firm of
auditors to undertake the audit for
compelling reasons

6.2 1.3 Audit Queries

1Y
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62030 If the Treasuver in the execution of
his/her duties discovers a guestionable
transaction, claim, or payment, he/she ean
send 2 written audit query to the afiected
or implicated officer. The officer shall be
exnected to respond fo the Treasurer aiso
in writing within 14 days of the date of the
guery.

6.2 L4 Intervim Andily

6.2.1.4.1 Where necessary iuterim audits can be
conducted at the request of the Treasurer,
the President, or the NEC, Upon receipt
of the request in writing, the Treasurer
shall compile the financial statements and
send the books for auditing

6.2.1.42 The reasons for any interim audit should
be clearly stated and such an audit shail
not be unireasonably undertaken

Banking Trapsactions

7

7.2

Banking Acconnt

711

1.2

NALASRA shall maintain a current account with a
reputable commercial Bank

The management and maintenance of NALASRA Bankiny
aceount shall be the responsibility of the Treasurer only

Bank Statements

721

7.2.2

The Treasurer shall keep all bank statements, provisional
and monthly, in his/her safe custody

The Bank Statements should be sent to the Treasarer on a
monthly basis

Banking Tyansactions

7.3.1

3.2

Transactions through NALASRA banking account shall be
through electrovic transfer and chegue vouchers
Mo Auto feller transactions shall be allowed

Investment Accounts

N

If the Treasurer is of the opinion that there are excess funds
in the WNALASRA current account, he/she can recommendd
to the NEC to move some funds to a long term or short
term  investmeat account after checking the financial
ubligations of the crganization




8.0  Dissemination and lutellectual Property

8.0

8.2

The Intellectual Property of NALASRA shall be legally profected
from unauthorized use and abuse by any individus! member of
the organization, member of the public, or other organizations
Where the abuse of intellectuat property has been identified, the
proponent shall be reported and dealf with in law

9.4  Hosting of Games

9.1

8.2

9.3

The major games hosted by NALASRA shall rur under the
banner of Mamibian Local Authority Sports and Recreation
Association Games followed hy the year e, NALASRA Games
2009, for example

Accreditation

a2l

8.2.2

9.2.3

All participants at NALASRA Games events shall be
accredited by using the following

9.2.1.1 A recent passport photo of the participant

9.2.1.2 A carrent pay slip from the Local Authority

2.2,1.3 An ID (passport, Drivers license or 11} book)

Failure to produce any of the above documentation shall
resull in po acereditation cards

Any Loeal Authority that falsifies information shall be
disqualified from participating in the games and a penalty
fee paid for continved participation in the games, Failure to
pay the necessary fee shall result in the Loeal Authority be
excluded frem the games

Detevmination of hosi

9.3.7

9.3.2

92.3.3

9.3.4

The hosting of games shall be on 2 roiational basis, moving
from local authority to local authority following  the
NALASRA rotational plan. The rotational plan shall be
prepared in 3 year cycles and shall be updated every 4%
year

It is the responsibility of WEC to identify a host city within
its member local authorities and propose the same to the
GA for consideration

The MEC shall then assess the feasibility and capability of
the host aud approve the host city

Where a host city is not approved by the NEC an
alternative venue within the member loval anthorities shali
bre found,

12




9.3.5 The NEC reserves the right to alter the rotational nature of
the games if any one member local au thority &5 il prepared
to host

9.3.6  As far as possible, the hipsting city should have a minimum
of :2 months tu prepare for the games

8.4 Formation of National Organizing Commitiee (NOC)

9.4.1 The NEC resolve ifself to an NOC for purposes of
preparing for the games

8.4.2 Three members from the hosting focal authority shall be
part of the NOC

9.4.3 The Chairperson of the Local Organizing Committee shall
ilso be a member of the NOC

95 Formation of Local Organizing Committee {L.OC)
8.5.1 1t is required that the hosting city form an LOC which shalf

be responsible for erganizing the games within the host
9.5.2 LOC Organizational Structare
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conditions must be et

9.6.1.1 A minimum financial commitment of N§ 50,000-00

9.6.1.2 Political by in, in the form of Conncil resolution or
government commitment

9.6.1.3 The games must he hield in the Inst week of Miay

8.7 Rules of NALASRBA Games

9.7.1 'Fke rules of the Games shall be published annually by the
MELC for use fn the games

2.8  Finaacing of Games

9.8.1  Subseription- and Registration fees




9.8.1.1 The Treasurer shall recommend the subscription
(annunally) fees to be paid by each local aathority for
approval by the NEC

9.8.1.2 Tach participating local authority shall be advised in
writing of the registration fees to be paid

9.8.7 Aceommodation levies

9.8.2.1 The Treasurer shall recommend levies to be charged
per individnal per day on accommodation amounts

£.8.2.2 Such levies shall be included in fhe accomimodation
figures to be paid by each individual participant,

9.8.2.3 1t shall be the respousibility of the Treasurer to

ensure that the levies are paid into NALASRA
accound

9.9  Memorandum of Understanding

9.9.1 Each Local Authority is required fo sign 2 memorandum of
undersianding for participating in the Games.

9.9.2 Failure to sign the MOU shall result in the Local Anthority
to be excluded from the Games

0.0 The NALASRA Sporis Charter

10.1  Each Member Local Authority shall be required fo sign the
NALASRA sports charter

10.2  The NALASRA Sports Charter shall be included in LYYy garmes
booklet

6.3 A banuer of the Charter shall be displayed at every opeming and
closing function, media briefing, or any other WALASRA event

11,0 Disciplinary Procedure and Code of Ethies

fi.1 Al members shall be requived to sign a Disciplinary Code and
Code of Ethics doenment

{12 This document shall be signed by member loeal suthorities and
members of the NEC, MO, and LOC

12,0 Amendment of the Operational Guidelines

12.§  These Operationsl Guidelines can be amended by following
Article 24.0 of the NALASRA Constitution

130 Aunthorized Sisnatures

13,1 Given herennder by authority of the General Assesmbly on the 27",

14
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