








IMISEBENZI NOXANDUVA LOMGCINIMAPHEPHA: UKUGCINA IIREKHODI 
KWIZIZUKULWANA EZIZAYO 

Archivists are responsible for preserving the physical integrity of the records and documents 
Abagcinimaphepha banoxanduva lokugcina imfezeko ebonakalayo yeerekhodi kunye 
namaxwebhu akuqokelelo abo. Bavavanya imeko yayo yesiqu, bachonge imiba yolondolozo, 
baze baphuhlise amacebo okuthintela umonakalo okanye ukuwohloka. La maqhinga 
asenokuquka ulawulo lokusingqongileyo, ukugcinwa nokuphathwa ngendlela efanelekileyo, 
nonyango lolondolozo.

Abagcinimaphepha banokwenza iirekhodi zibe kwidijithali ukuze zifikeleleke ngakumbi. 
Iirekhodi ezigcinwe ekhompyutheni zithathwa njengezinto 
ezibambeleyo - iikopi zeerekhodi ekunokuthi kujongwe 
kuzo kwaye kuthintelwe umonakalo wokuqala 
ekusetyenzisweni okuphindaphindiweyo. Abagcini 

beerekhodi abasebenza ngeerekhodi zedijithali 
baphuhlisa izicwangciso zokugcinwa kwexesha elide 
lezinto zedijithali, ezibandakanya ukudala ugcino, 
ukufuduka kwedatha, ukubeka esweni iifomathi 
zefayile kunye namajelo eendaba okugcina.

Abagcinimaphepha bogcino bagxile ekugcinweni 
kwemathiriyeli yoovimba. Baphuhlisa kwaye 
baphumeze izicwangciso zokulondoloza 
ukukhusela ingqokelela ekuwohlokeni. 
Banokusebenzela ukunciphisa imingcipheko 
efana neengozi zendalo okanye izinambuzane, 
okanye banokugxila kumanyathelo okukhusela 
afana nokugcinwa okufanelekileyo kunye nobuchule 
bokuphatha.

Baphuhlisa kwaye baphumeze 
izicwangciso zokulondoloza 
ukukhusela ingqokelela 
ekuwohlokeni.



IMISEBENZI NOXANDUVA LOMGCINIMAPHEPHA: UKUFIKELELA KULUNTU, 
INKQUBO YOLUNTU NEMFUNDO 

Abagcinimaphepha bokufikelela eluntwini basebenzisa inani 
lemisebenzi yokukhuthaza ingqokelela nezixhobo zayo 

eluntwini. Benza imiboniso, banike ukhenketho 
lwengqokelela, balungiselele iintetho 

ngabaphandi okanye banike iinkcazontetho 
ngokwabo, kwaye baphuhlise iinkqubo 

zemfundo zabaphulaphuli abathile. Oku 
kuphakamisa ulwazi ngoovimba kunye 

noqokelelo kwaye kukhuthaze abantu 
ukuba basebenzise izixhobo zabo. 
Kwakhona ngamanye amaxesha 
batolika ingqokelela ukuze bazenze 
zifikeleleke ngakumbi.

Benza 

imiboniso, 

banike 

ukhenketho 

lwengqokelela, 

balungise iintetho ngabaphandi 

okanye banike inkcazontetho 

ngokwabo, kwaye baphuhlise 

iinkqubo zemfundo zabaphulaphuli 
abathile.



IMISEBENZI NOXANDUVA LOMGCINIMAPHEPHA: ULAWULO 
LWEEREKHODI 

Kwezinye iimeko, abagcinimaphepha banoxanduva 
lokulawula iirekhodi phambi kokuba zifike 
koovimba. Iirekhodi kufuneka zilawulwe 
kuba zinobomi: emva kokuba zenziwe,  

ziyasetyenziswa okwexeshana elithile, emva 
koko ziyalahlwa kwaye  zitshatyalaliswe - 
okanye zihanjiswe kwindawo yogcinolwazi. 

Ngelixa iirekhodi zisekwiofisi apho 
zenziwe khona, abaphathi beerekhodi 
baphuhlisa imigaqonkqubo 
neenkqubo zokulawula ezi rekhodi 
kwaye nokuqinisekisa ukuthotyelwa 
kweemfuneko zomthetho nezolawulo.

Xa iirekhodi zingasenamsebenzi, 
abaphathi beerekhodi nabo 
banoxanduva lokuchonga ezo kufuneka 
zilahlwe okanye zigqithiselwe, kwaye 
baqhube ugqithiselo lwazo kwindawo 
yogcino.

Iirekhodi kufuneka zilawulwe kuba 

zinobomi: emva kokuba zenziwe, 

ziyasetyenziswa okwexeshana 

elithile, emva koko ziyalahlwa kwaye 

zitshatyalaliswe...



UKUSEBENZA KWEZINYE IINDAWO NJENGOMGCINIMAPHEPHA: 
AMAZIKO, ICANDELO LABUCALA KUNYE NOLUNTU

Abagcinimaphepha beziko balawula ingqokelela yeengxelo zemibutho ethile okanye iziko, 
njengeyunivesithi, iarhente karhulumente, okanye iziko lolondolozo lwembali. Balungiselela 
kwaye balawule imathiriyeli yoovimba kwaye kwaye banokufumana iingqokelela ezintsha 
ezihambelana nomsebenzi kunye neenjongo zeziko 

Abagcinimaphepha oluntu basebenza noluntu nemibutho 
ukuze babhale kwaye bagcine imbali nenkcubeko 

yabo,  nokwenza izinto zabo zobugcisa 
zifikeleleke. Basenokusebenza namaqela 

okanye uluntu olungamelwanga kakuhle 
ukuqinisekisa ukuba amabali namava abo 

abhaliwe kwaye agcinelwe izizukulwana 
ezizayo. Abagcini maphepha oluntu 
banokusebenza njengonxibelelwano 
olubalulekileyo phakathi kwamaziko 
noluntu olungafumananga nkonzo 
okanye olungamelwanga kakuhle.

Abagcinimaphepha 

oluntu basebenza 

noluntu nemibutho ukuze  

babhale kwaye bagcine imbali 

nenkcubeko yabo...



INGABA UCINGA NGOMSEBENZI NJENGOMGCINIMAPHEPHA? 

Ukuze ukwazi ukusebenza njengomgcinimaphepha, kufuneka ube nesiqinisekiso semfundo 
ephakamileyo seyunivesithi ethathelwa ingqalelo. Inzululwazi yogcinomaphepha - yinxalenye 
yenkqubo ekhethelileyo yabagcinimaphepha- yinxalenye yenkalo ebanzi yeNzululwazi yoLwazi, 
ekwaquka nezifundo zamathala eencwadi.

Unokufunda isidanga esiqwalasela ngokukodwa uLwazi lwezeNzululwazi, esiqwalasela 
ngokukodwa izifundo zogcinomaphepha eyunivesithi. Unokufundela isidanga esiqhelekileyo 
seBA kwizifundo ezifana nezeMbali, iNzululwazi ngezoPolitiko, iNzululwazi yeThala leeNcwadi 
noLwazi, okanye uLawulo loLuntu - ngaphambi kokuba uthathe iDiploma yePostgraduate 
kwiZifundo zoGcinomaphepha. Kwelinye icala, unokufunda isidanga semfundo enomsila  
(umzekelo, iHonours okanye iMasters) ekhethekileyo kwezeNzululwazi loGcinomaphepha. 



APHO UNOKUFUNDA KHONA 

Iyunivesithi yaseFort Hare, eyoMzantsi Afrika  (Unisa) kunye neYunivesithi yaseKapa (UCT)  
zinika iDiploma yePostgraduate kuGcinomaphepha noLawulo lweeRekhodi. 

I-Unisa ikwanikezela ngesidanga seBachelor of Arts kuGcinomaphepha nakuLondolozo 
lweeRekhodi.

UKUXHASA NGEMALI IZIFUNDO ZAKHO

Ukongeza kwinkxasomali yeNFSAS, iSebe likaZwelonke lezeMidlalo, ubuGcisa neNkcubeko 
linikezela ngemali yonyaka yezifundo ezinxulumene nelifa lemveli, kubandakanya 
ugcinomaphepha: www.dsac.gov. za/DSAC-Bursaries-for-2025-Heritage-Related-Studies      

IINKQUBO ZOLWANDISO LWEMISEBENZI YOLUNTU (EPWP) 
NOKUSEBENZELA UGCINOMAPHEPHA 

INkonzo yoGcinomaphepha noLawulo lweeRekhodi yeNtshona Koloni ithatha inxaxheba 
kwinkqubo ye-EPWP. Yinkqubo kazwelonke  ejolise ekunikezeni amava okusebenza kwabo 
basondophumelela imatriki kunye nabo basandophumelela izidanga.

Lixesha leenyanga ezili12, eliqala ngomhla woku1 kuTshazimpuzi lize liphele ngomhla wama31 
kweyoKwindla kunyaka olandelayo. Izicelo zibhengezwa kwiwebhusayithi kaRhulumente 
waseNtshona Koloni. Malunga nezithuba ezingama20 ziyafumaneka kuGcinomaphepha 
ngonyaka.

Abaxhamli be-EPWP bafumana isibonelelo senyanga, esiqikelelwa ngokusekelwe kwiziqinisekiso 
zemfundo zakho ezikhoyo.

UQEQESHO KUNYE NAMAVA OMSEBENZI

Abafundi baseyunivesithi abafunda izidanga zeNzululwazi yoGcinomaphepha okanye iinkqubo 
zokulondolozwa kwamafa emveli ezifuna ixesha lokufumana amava kwindawo yokusebenza, 
banokufaka isicelo kwiiyunivesithi zabo zokufunda okanye ukufakwa kwindawo yokusebenza. 
Ezi ndawo zokusebenza kuya kufuneka zihlawulelwe ngokwazo, njengoko uGcinomaphepha 
neNkonzo yeeRekhodi ingakwazi ukufaka isandla ngokwemali kwiindleko zokuhamba, okanye 
indawo yokuhlala enxulumene nendawo yokusebenza. 

FUNDA NGAKUMBI NGEMIGOMO YOKUGCINWA 
KWAMAPHEPHA NOZIMVO

UGcinomaphepha kunye neNkonzo yeeRekhodi yaseNtshona Koloni 
yenze isikhokelo sokugcina iincwadi zemibutho yoluntu. Esi sikhokelo 
siza kukwazisa ngeengcinga nemibono esisiseko somsebenzi 
wokugcinwa, kwakunye nendlela yokuqalisa ukuhlela, ukulawula 
nokunyamekela iintlobo ezahlukeneyo zezinto ezikwingqokelela. 
Injongo yayo kukubonelela ngesishwankathelo esibanzi sendlela 
yokuqalisa ukulungiselela, ukulawula nokunyamekela ugcinomaphepha.

Downlowuda ikopi yemanywali ku:  www.western cape.gov.za/cas/
service/western-cape-archives   





Qhagamshelana nathi ngotyelelo okanye ngeenkcukacha ezithe vetshe 

UGcinomaphepha kunye neNkonzo yoLawulo lweeRekhodi yeNtshona Koloni 
kwa72 kwiSitalato iRoeland, eKapa, 8001
Inombolo yomnxeba.: 021 483 0456
I-imeyile: Archives.outreach@westerncape.gov.za  
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