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1. Introduction
Ikhala Trust hosts training in Organisational Development (OD) and Project Management (PM)
every year as part of its technical support to grantees and networking partners. The training is
designed to strengthen organisational awareness, governance, strategy, administration, project
management and organisational culture, using an asset based approach.
An OD and PM course was held from 26 - 30 August 2019 at St Lukes Retreat Centre in Port
Elizabeth and facilitated by Ninnette Eliasov (Ikhala Trust Associate ). The group this year was
quite small and very diverse including emerging organisations, a well established non profit
company and community nutrition centres funded by the Department of Social Development. A
total of 16 people participated from 9 organisations, ie: Confident Girls; Cookhouse Children
Foundation; Elderly And Children Resort Soup kitchen; Icando Consulting; Imithayelanga Youth
Development; Imizi Housing; Klipplaat Soup Kitchen & Developmental Centre; Rietbron Soup
Kitchen and Soqaqamba Home.

2. Purpose of the Course
The OD and PM course is intended to assist development practitioners to improve how they
design and manage projects and grow their organisations. Objectives include:








To deepen understanding
To deepen understanding
garden);
To deepen understanding
organisations;
To deepen understanding
To deepen understanding
To deepen understanding
management;
To deepen understanding

of a project compared to a programme and organisation;
of how to create a healthy organisation (using the analogy of a
of asset based development and intention setting in
of good governance and policy making;
of how to initiate, lead, manage and administrate a project;
of organisational culture including communication and conflict
of the action learning cycle and organisational learning rhythms.

3. Process and Outcomes
3.1. Introductions and Expectations
The course started with welcome and introductions. In pairs, learning partners were then asked
to identify questions that they hoped would be addressed through the training. The questions
connected with the course content and most would be addressed in some degree:
















What is organisational development in the context of ABCD?
How do I prevent the downfall/ collapse of the organisation?
Different kinds of development?
What is project management?
How to strategise for a project?
Understanding the flow chart fro m starting a project to evaluation;
The process of running a project from A – Z - Implementation plan;
When it comes to project management, besides the skills or qualifications , what
can you as an individual do to make sure that the project is running well?
How to monitor and evaluate a project?
How to ensure progress with different structures?
Moving from known to unknown, change is inevitable - how to approach changes
and transition in an organisation and how to manage fear and negativity?;
How to position ourselves as an organisation to attract funders?
How to ensure progress with different suppliers?
To have a clear understanding of how to handle administration of the project?
How to look after yourself?

12

3.2. Defining a Project, Programme and Organisation
In plenary, the group collectively defined a project, programme and organisation and discussed
some similarities and differences:




A project is short term, with a beginning and end, limited by time, resources and intended;
A programme is more than one project , connected together by a common goal. It is more
complex and long term (‘umbrellas’).
An organisation is a long term structure with a staff, constituency, volunteers etc. It runs
programmes and projects and will exist for as long as needed.

There are obviously different kinds leadership and management required for each of these levels
of complexity. A project does not have to become a pro gramme or a programme grow into an
organisation, but there is often a lot of pressure to do so, especially when pursuing funding.
Decisions about how to evolve the structure should be made consciously, and the different
leadership and management requirements must be considered.

3.3. How to create a Healthy Garden/ Organisation?
The facilitator previewed the course outline by asking the group what is needed to create a
healthy garden? They highlighted the various elements (eg. good soil, seeds, caring gardeners,
water, air, sunshine, tools etc). These were related to the elements of a healthy organisation.
CREATING A HEALTHY GARDEN
GOOD SOIL

GOOD
SEEDS
PROTECTION

\

GOOD
GARDENERS
SYMBIOTIC

This is the FOUNDATION - the intentions and
motivation that fertilises or deplete an
organisation

Healthy, organic seeds from w hich
roots, stems, leaves, flow ers and fruits
grow
Fencing/ boundary – protecting the
garden from intruders, parasites, disease.
People w ith right intention and skill
w ho w ork well together and w ith
others.

A STRATEGY AND GOOD PLAN including Vision,
Mission and Objectives and Activities (projects).

Symbiotic organisms (like earthw orms
and bees) that help build the garden.
Nurtures the garden, facilitates flow ,
transports minerals and oxygen.

Supportive relationships (PARTNERS) that add
value to the organisation and its w ork. (Due to
time constraints w e w ere not able to cover this
module).
The SYSTEMS that facilitate flow of information,
flow , resourcing and accountability.

Vital energy needed for germination,
grow th and life / learning.

ORGANISATIONAL CULTURE including group
dynamics, communication, conflict and learning.

Resources needed to help the garden
grow w hilst making the w ork easier to
manage.

The RESOURCES and ASSETS w e have and need and
how w e look after them.

RELATIONSHIPS

WATER/
AIR
SUN/
ENERGY
TOOLS

CREATING A HEALTHY ORGANISATION

Rich, fertilised, organic (natural) soil
that nurtures seeds and supports
grow th

A Constitution / Founding Document and practice
of GOOD GOVERNANCE, protecting the
organisation.
The TEAM responsible for the organisation and its
programmes and projects (Leadership/
Management).

We previewed the course outline before the tea break.
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3.4. Foundation (Good Soil)
We went outside for a quick energiser – to feel the nature surrounding us - feel the
soil, hear the birds sing, and think about the elements of a healthy garden and how
these relate to an organisation.
In organisations, people do not always have the same intention. Some ‘fertilise’ the soil, whilst
others ‘poison’ it. In solo time, learning partners were asked to think about their intentions (soil /
foundation), ie: why am I doing this? What brings me to the organisation? They then shared in
pairs some of the good and not so good intentions underpinning our work:












Serve others;
Be part of something authentic and meaningful;
Impact;
Invest in others;
Making a difference;
Compliance;
Belief/ ideology;
Learning;
Travel/ exposure;
Netw orking;
Personal development;













Friendship.
Prove a point;
Saviour complex;
Money;
Support my family;
Destabilise;
Status;
Desperation - no choice;
To be needed;
Control and pow er;
Greed and corruption.

We discussed healthy soil – soil that is natural (organic), nutritious, and full of good minerals,
enzymes and bacteria to feed the garden. U nhealthy or toxic soil will poison everything around it.
The same can be true for an organisation. Our intentions and motivations are what each person
brings to ‘the soil’. If there are good intentions shared by a group, they can bring much needed
nutrients and fertility to their organisation and a good foundation for planning and
implementation. Selfish, unclear or contradictory intentions will do the opposite.
The facilitator shared a tool: Power Triangle to show how power
imbalances (‘imbalanced ego’) can play out in organisations, especially
where there are ‘wounded healers’ (ie. people who engage in
development work because of personal experiences to ‘give back’, yet
themselves are not healed). The positions of tyrant, victim and ‘marty’
play out as signs of imbalance (in contrast to a ‘balanced ego’
(‘unconditional love, harmony and wisdom’). The group could really
relate to the tool and how these power positions manifest in their
organisations. There were some questions about how to introduce the
tool and challenge the internal power dynamics. Another version was
shared (‘pathways of liberation’) which could be introduced first as a
softer approach to raise awareness
about poverty thinking in
individuals and organisations,and
how these could manifest (and be
addressed).
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Starting with what we have – Unlocking Assets
The OD and PM course complements Ikhala’s training in Asset Based Community driven
Development (ABCD) and is based on similar principles. Not everyone in the group has
experienced the ABCD course and it was important to highlight some of the key elements of
ABCD before proceeding with the training.
We started with an appreciative inquiry exercise sharing what we value/ appreciate about our
organisations. Pairs discussed: what is going well? What are we proud of?















Using and grow ing w hat we have;
Assisting others;
Education;
Passion;
Many ideas;
Inspiration;
Authenticity;
Caring;
Dedication;
Love for children;
Experience;
Listen to the heart;
Upliftment;
Community initiative;















Overcoming obstacles;
Capabilities;
Encouragement;
Longevity - come a long w ay;
Ow n contributions;
Fun;
Funding;
Innovation;
Graduates;
Motivation;
Making a difference;
Learning;
Humble beginnings.

The facilitator then drew on the group’s knowledge about ABCD
and added some input. It was emphasised that ABDC is a natural
process of unlocking and mobilising community assets and using
these as leverage in development programmes. As part of their
foundation, people and organisations have access to a range of
different assets whether they are aware of them or not (ie. human,
social, natural, physical and financial assets). ABCD is a way of
thinking and can be supported with rocess, tools and methods for
asset mapping and pursuing ‘low hanging fruits’ as a key starting
point.
After lunch, organisations completed an asset inventory
identifying the different types of resources which are readily
available.
The ‘soil’ is infused with our intentions, motivations and the
assets we already have. Hopefully, we have healthy soil as fertile ground for good seeds ie
strategy, projects and programmes.

3.5. Strategic Planning (Good Seeds)
The next module was introduced before the end
of the day with the tool: ‘Strategic Framework’.
The tool highlights how the different levels of strategic thinking:
Vision, Mission, Objectives, Activities (and Tasks) connect, and
links these to planning, monitoring and measuring change.
These aspects would be discussed in detail throughout the
second day.
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Strategic Direction
The next morning after ‘check in’, we started the module
with an ice breaker (‘Trust Walk’) where one person’s vision
was blocked, whilst their partner led them around the room.
The exercise was debriefed by discussing what it feels like
when we have no vision, compared to when we can see where
we are going. Without vision, people said they felt: insecure,
scared, vulnerable, mistrusting, dependent and unsure. When
there was vision, they felt confident, secure, independent and
safe. The facilitator clarified the difference between a vision
statement (ideal) and mission statement (current purpose/
contribution).
Organisational groups then discussed their vision and mission and
wrote statements which were presented and critiqued by the group.
After tea, we discussed objectives and formulated programmes as
‘umbrellas’ that tie projects together with a common goal.
Organisations identified their ‘umbrellas’ and formulated one
objective, using SMART as a checklist for one ‘umbrella’:
S
M
A
R
T

pecific
easurable
chievable
ealistic/ Rewarding
ime bound

Programme/ Project Planning
Each group then developed an action plan based on
this objective using a basic planning tool. Some
used the tool to plan a specific project or a
programme, and one organisation used a weekly
planning tool as it was more applicable to their day
care centre.
Groups shared their action plans in a gallery walk.
The facilitator highlighted the various tools that can
be used to making planning easier including a year
planner, monthly planner, weekly planner, checklist
and a daily diary.
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Budgeting/ Leaky Bucket
We explored budgeting and how our assets (co-investments) can
be reflected as leverage. A ‘Leaky Bucket’ was used as a tool to
reflect on budgets at organisational, programme and project
levels.
Resource Mobilisation
The group had raised many questions
the day before relating to fund-raising
and resource mobilisation, which could
not be covered in much detail in this
short course. It was important to create
some time to explore the theme, and
Bernie Dolley Director presented her personal story (initially as a
development worker for the Catholic Church and then as Ikhala’s
Director), sharing lessons she has learnt with regards to resource
mobilisation. She responded to some questions from the group.
The session was short, but informative and beneficial, showing the
interconnectedness of all elements of an organisation in terms of sustainability.
We consolidated the project management the next morning with the project cycle.

3.6. Governance (Protection)
It is important to protect a garden from different types of predators, pests,
animals (intruders) and people who want to steal from it. This is true also for an
organisation. Governance protects an organisation and its people.
We defined governance as oversight/ protection and identified the role of the
governing body, eg: strategic direction, policy, guidance, decision – making, AGM
financial control, oversight etc).
We looked at the Life Cycle of an organisation using role play and discussed the differe nt stages
and development challenges. The facilitator linked this with organisational stages of pioneering,
the rational stage and association. Different types of organisations / legal entities were also
brainstormed (ie. community based organisation (CBO), institution, co-operative, government
agency, non governmental organisation (NGO), faith based organisation (FBO), public benefit
organisation (PBO) and different registration options explored.
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The group discussed three types of NPOs (v oluntary association, trust and section21 company)
and the different requirements of each. A co-op and conventional business (eg. pty/ ltd) were
also explored. The following morning, we explored policy making as part of governance in small
groups discussing critical issues that organisations are currently dealing with. Groups applied a
simple policy making protocol:
Policies / Guidelines
1.
2.
3.
4.

Define the issue - why is it there?
What is the procedure to follow?
Who will be responsible for what?
What happens if this policy does not
work?
5. When will it be reviewed?
Most of the issues raised concerned Human
Resource (HR) Management. The facilitator
emphasised the importance of an HR policy
in organisations including a disciplinary
procedure lined with labour law.
A sample of an HR policy is attached in the
appendix.

3.7. Networking and Partnerships (Symbiotic
Relationships)
After tea, we explored networking and partnerships with an activity where
everyone had to gather an object from a pile in the room and write as
many contact numbers of people in the room.
The facilitator presented the data base and environmental scan as tools,
and the group collectively completed the latter.
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3.8. Leadership and Management
(Good Gardeners)
After lunch, Organisational Structure was introduced
(Leadership and Management) with an
activity where two groups built structures using
newspaper and tape. One group could not talk and
had to find the best way of approaching the task.
Both structures were solid and stood on their own. We
debriefed lessons about organisational structure and
how to balance them.
The course was intense and full of information, and the
group needed to energise, so after lunch, we played a
game to look at the difference between leadership and management (that
would also link to governance and operations). Learning partners were
divided into two small groups and given cards with different categories.
They had to decide which qualities went with leadership and which with
management. Teams were given points by an adjudicator and the winning
team was announced at the end.
The exercise was fun and showed qualitative differences between
leadership and management.
Building on this theme, we watched a Ted Talk: ‘How I fixed a broken
school’ learning leadership lessons from an amazing school principal
who turned around an inner city school to become a school of
excellence.
The day ended with a short input on Emotional Intelligence as a critical
quality of a good leader; and a feedback exercise using Johari’s
Window:
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3.9. Administration (Water / Air)
After tea, the course shifted to administration, another important aspect of project
management and OD. In order to get a feel for how policies and systems link the
aspects of the work, the group engaged in a role play. Some were staff and
volunteers from an organisations, others represented the funder. There was also the bank and
Shoprite. Everyone role played for about 30 minutes – sourcing money from the funder, going to
the bank, buying goods at Shoprite and administering the work. There was a lot of chaos and
much running around between the different stakeholders, but the session was fun and
highlighted many lessons by simulating organisational life. There were also some excellent actors
in the group and the game was very entertaining.

Afterwards, the group discussed administrative systems in more detail, particularly financial
management and the various steps involved when receiving and spending money. We closed the
module with an exercise using string highlighted administrative systems and how systems
thinking can support attention to each part in a system as well as the linkages between them.

3.10. Organisational Culture (Sun)
The final module looked at organisational culture using
an activity (crossing the line) to make the diversity of the group
more tangible. The group divided itself along gender, age and
language and reflected on how diversity affects an organisation.
Next, the group did broken telephone, a ‘line up’ – forming a
straight line in height order and by birthday, and another
communication exercise. We discussed communication as well as
power in an organisation. We also briefly discussed conflict
management and how organisational culture can be managed.
This session concluded with a tool highlighting group dynamics.
5

3.11. Organisational Learning (Sun)
The course concluded with an energiser and
short input on action learning and learning
rhythms in organisations.
We evaluated the course by reflecting back on
the questions/ expectations discussed on the
first day. Learning partners were invited to
move their questions closer to ‘the sun’
according to the degree the question has been
answered.
The course was also formally assessed in
organisational groups with four reflective
questions (see Appendix 3).
1 Has anything shifted or changed since Monday?
2. What are the 3 most important lessons learnt?
3. How can we use what we have learnt in the next few months (‘low hanging fruit’);
4. What challenges might we experience and how could we respond to these?

4. Celebration
The course closed with words of thanks and a graduation/ celebration where certificates were
issued.
Ikhala Trust would like to thank the group for their co -operation, enthusiasm and willingness to
be open and share during the week. It is hoped that the OD course will help to encourage
creativity, innovation and resilience for increased organisational impact.

5. Reflections
This course was particularly rewarding and enjoyable, partly because the group was very small
and gelled well together, but also because of the engagement and charisma of learning partners.
We enjoyed the week and there was rich cross learning. The numbers were small, but the group
was still very diverse including a range from emerging organisations, non profit company and
government influenced community nutrition centres. Organisations are struggling particularly to
attract donor funding and compete with larger formalised structures. Exploring co-operatives,
social enterprise and other sustainable models might be important in future courses. There are
also often questions relating to monitoring, evaluation and reporting that are difficult to address
in a short space of time. It might be possible in future to touch more on theories of change, at
least sharing Ikhala Trust’s strategic framework.
The facilitator would like to thank the group
for their excellent co-operation and active
engagement throughout the week, as well
as sharing responsibility for maintaining a
positive learning environment.
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Appendix 1: Programme

ORGANISATIONAL DEVELOPMENT (OD) AND
PROJECT MANAGEMENT TRAINING
- 26 - 30 August 2019 –
Morning 1
8h30 – 10h30
Day 1

Welcome and Introductions
Expectations/ Questions
Creating a Healthy Garden
Programme Preview
Check in

Day 2

Strategic Direction
Vision, Mission and
Objectives
Check in

Day 3

Protection – Governance

TEA
10h30 –
11h00

Morning 2
11h00 – 13h00
Foundation – Intentions
Solo Time: Why are we doing
this work?
Sharing/ Debrief
Power Triangle
Programmes and Projects
Basic Planning Tool
Year Planner
Monthly Planner
Organisational Structure
Role of Governing Bodies

Types of Entities

Day 4

Day 5

LUNCH
13h00 –
13h45

Afternoon 1
13h45 – 15h00
ABCD Overview
Asset Inventories

Strategic Framework
Check out
Resource Mobilisation:
Q&A
Check out

Good Gardeners - Leadership
and Management

Emotional Intelligence
Johari’s Window
Check out

Servant Leadership
7 Habits of Highly Effective
People

Symbiotic Relationships Partnership-building

Air and Water – Admin
Systems

Environmental Scan

Role Play: Administration

Check in

Report Writing
Learning Rhythms
Course Reflection
Celebration

Communication
Group Dynamics
Power
Conflict Management

Afternoon 2
15h20 – 17h00
Planting Good Seeds

Budget
Risk Matrix

Check in
Scenarios – Policy
Guidelines

The Sun – Organisational
Culture

TEA
15h00 –
15h20

Financial Management
Check out

Appendix 2: Human Resource Policy
A policy can spell out how the organization deals with incentives, communication and disciplinary
matters and ensures legal compliance. This case study – an HR policy for a small NGO, draws on
Labour Law, particularly the Basic Conditions of Employment Act (BCEA, 1997). It is a framework
for management of staff with some guidelines. A separate section follows for volunteers.
Please note: policies are only meaningful if they are well understood, agreed to, regularly revised
and updated – and most importantly if there are systems which ensure they are implemented.
Otherwise they are just documents. Systems bring policies to life and are briefly dealt with in 4.6.
SAMPLE: HUMAN RESOURCE POLICY (adapted from Eliasov, 2008)
1. RECRUITMENT
•

•

•
•

The Board’s approval is required in the case of new appointments which should be clearly
motivated by a strategic need. The staff may prepare a motivation and outline the job
description and skills required. Motivations should be accompanied by a full job description
outlining the job purpose, tasks, experience and competencies required for the job, together
with the proposed package if incentives are available. The decision around staff should be
ratified at Board level and procedure for recruitment.
Recruitment should be based on the following considerations.
- That there are sufficient resources available to support the appointment
- That the appointment will advance the objectives of the organization and add value to the
team
- That there is a person(s) who can induct, orientate, supervise and support the new recruit.
Recruitment will be open, transparent and fai r. The organization will guard against nepotism
(employing family and friends), as this can jeopardize NPO compliance and affect the
organisation’s credibility in the long run.
Candidates will be screened and interviewed by a panel consisting of Board representatives
and management. The panel will agree on the interviewing process and how the candidate will
be assessed. There should be clear Terms of Reference for the process and position itself.

2. APPOINTMENTS

• Once a decision has been made, the candidate will be notified within 24 hours of the decision
•
•

•
•
•
•
•

and will receive a job offer in writing within 2 days.
They should respond within 24 hours and confirm their acceptance.
The Co-ordinator will contract new appointees on their first day of work. Contracts will specify:
Job title; date of appointment and duration of contract; job description; incentives /
remuneration; working hours; staff benefits; appraisal procedures and procedures for
termination of contracts. Performance Indicators may be attached.
Board members that are recruited can receive a Role Description or Terms of Reference
clarifying their tasks.
Appointees will be required to review the HR Policy and raise any questions with the Coordinator.
New project staff will be orientated by the Co -ordinator and inducted over 2 weeks.
A file will be created for each staff member and will be maintained by the Administrator.
Files will be kept confidential but can be accessed by the particular staff member at any time.

3. TRIAL PERIOD
•
•

All employed staff (full time and part time) will be subject to an initial 3-month trial period. At
the end of the trial period, the appointment will be reviewed.
During the trial period, monthly performance reviews will be held, and reasonable assistance
will be offered if the standard of work expected is not being met.
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•
•

If at the end of the trial period the person is found unsuitable, the service will be terminated
by one calendar months notice period or as required in terms of labour law:
In the case of a one month contract a 24 hour notice period is applicable, and for 2-3 month
contracts, a period of two weeks notice is applicable.

4. HOURS OF WORK
Minimum hours

• The minimum hours of work for a five-day week for a full time employee is 8 hours per day
which includes half an hour meal time.

• Staff can negotiate an extended lunch break of 1 hour per day which is ½ hour longer than
that built into a normal 8 hour working day. This extra ½ hour should be added on to the
normal working day.

Working week
•
•

A normal five day working week will operate.
In keeping with the ethos of the Organisation, staff members may be required to work on
Saturdays or weekends. This will be negotiated in advance. In these cases the number of
hours worked will be accrued as overtime.

Overtime Work
•
•
•

No remuneration will be given for extra hours worked.
Time may however be taken off with the agreement of the Co-ordinator
Such time must be taken within one month of overtime worked and cannot be accumulated
towards leave.

Public Holidays
•

All official public holidays will be recognized

5. LEAVE
Annual Leave
•
•
•
•

•
•
•
•
•

All full time employees on contracts of 1 year or more are entitled to 20 days annual leave
during one calendar year. Leave is accrued each month on a pro -rata basis.
Pro-rata leave is allocated to staff working on contracts that are less than 1 year.
Part-time workers are entitled to 1 day's paid annual leave for every 17 days worked or 1
hour's paid annual leave for every 17 hours worked.
All employees are required to take leave between Christmas and New Year when the office is
closed. The balance of leave may be taken during the year at a time convenient for both
Employer and Employee. All leave should be negotiated and should not affect the smooth
running of programmes.
Bonus leave may be granted at the discretion of the Co-ordinator and funding availability.
Leave must be taken in each 12-month cycle ending in December each year.
Application for annual leave must be made on the approved form
One copy of the leave application must be submitted to the Administrator and one to the staff
member.
Leave may not be taken in the last month of service.

Sick leave
•

In the first 6 months of the job, workers are entitled to 1 day's sick leave for every 26 days
worked.
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•
•
•
•
•

12 days sick leave shall be granted to each full time employee in every 12-month period.
Staff should contact the office immediately when reporting off sick. Any application for sick
leave for a period exceeding 2 consecutive days must be accompanied by medical certificate.
Sick leave should be recorded and filed in the staff file.
In terms of the BCEA, employees are not entitled to sick leave pay for more than 2 consecutive
days if they cannot produce a requested doctor’s certificate.
Special arrangements may be made where staff will get more day’s sick leave but with less
sick leave pay (no less than 75% of their normal wage).

Study leave
•
•
•

Study leave (on full pay) will be granted on the basis of 2 days for preparation ti me for an
examination plus one day for writing the paper.
Study leave must be organized in such a way that is acceptable to the manager and colleagues
Proof of registration and a timetable for examinations/due dates for dissertations must be
provided at least a month before study leave is required.

Maternity Leave
•
•
•
•
•
•

The total time allowed for maternity leave will be 4 months. By law maternity leave must be
taken a minimum of one month before the due date of confinement unless a medical
practitioner or midwife certifies otherwise.
During maternity leave the employee will receive one third of her salary for any period for
which she is eligible to receive benefits from the U nemployment Insurance Fund (U IF).
To qualify for a salary while on maternity leave, employees must have been employed for over
a year.
Employees who have been working for less than 12 months by the time they go on maternity
leave must take unpaid leave.
Employees who take maternity leave are expected to work for a minimum of four months after
they return from maternity leave.
An employee who has had a miscarriage during the third trimester of pregnancy, or bears a
still-born child, is entitled to maternity leave for six weeks after the miscarriage or still-birth.

Paternity Leave
•
•

Fathers are entitled to 2 weeks paid paternity leave which must be taken either at the time of
birth or within the first 6 months of birth or adoption of the child.
Adoptive parents are entitled to leave under the same conditions that apply for maternity and
paternity leave.

Family Responsibility Leave
•

Staff must work for a minimum period of 4 months to be entitled to Family Responsibility
Leave of 3 days per year.

6. CONFIDENTIALITY
Employees will be exposed to confidential information from time to time in relation to colleagues
and projects. No staff member shall disclose any confidential information about the organisation
or any of its projects during their time of employment at any time thereafter, nor may any person
use this or any other information belonging to the organization for their own purposes without
written consent.
7. WORKMEN’S COMPENSATION
The Compensation for Occupational Injuries and Diseases Act prov ides a system of "no fault"
compensation for employees who are injured in accidents that arise out of and in the course of
10

their employment or who contract occupational diseases. The Act compels employers to insure
their employees against industrial accidents or illness that could result in death or disability. The
Act provides for the compulsory insurance cover of employees and the organisation will pay
Workmen’s Compensation to the Department of Labour for all staff members.
8. SALARY ADVANCES
The organization is not a financial institution and is not in a position to loan money to employees.
9. EMPLOYMENT EQUITY
The organisation supports the creation of a non racist, non sexist and democratic society where
persons are equally respected and will support employment equity by:






Recruiting, hiring, training and promoting persons in all job classifications without regard for
race, colour, religion, sex, disability, national origin, age and sexual orientation;
Basing decisions on employment to further advance the principles of equal opportunity;
Ensuring that all personnel policies and procedures are administered without discrimination
or bias;
Promoting an organizational culture where respect for diversity, anti -bias and gender
sensitivity is actively upheld;
Maintaining a process for the investigation and resolution of any complaints or violations of
this policy.

It is the responsibility of each employee to ensure that they:





exercise fairness in all their dealings;
are not guilty of unfair discrimination;
promote a culture of understanding between all groups of people in the workplace;
avoid harmful conversations, such as those, which include ‘hate speech’.

Any one who experiences a sense of injustice regarding equity issues is asked to file a griev ance (se e
griev ance procedure).

10. TERMINAL ILLNESS












The organisation is committed to supporting employees who are at risk or who are living with
terminal illnesses and ensuring fair labour practices.
The organisation acknowledges each person’s right to privacy and self-determination.
No forced testing will be permitted for work related purposes (unless beyond the
organisation’s control such as with visa applications for travel).
The organisation recognises that HIV/AIDS is a manageable illness, which can be treated;
Disclosure of information without consent is unacceptable and will be dealt with through
disciplinary action
If any employee voluntarily discloses their status, he / she will be treated with compassion
and respect for dignity.
All efforts will be made to access counseling and medical treatment for staff on a consensual
basis.
The organisation will not unfairly discriminate against any applicant or employee on the basis
of illness
An employee will be encouraged to work as long as he / she is able to and capable of
performing tasks for an agreed and reasonable length of time. If an employee is unable to
continue their normal duties, efforts will be made to offer alternative employment, where
finances and capacity allow.
The organisation will take appropriate and reasonable steps to ensure a safe and conducive
work environment for employees. Appropriate precautions should be taken to ensure that
employees are not exposed to health hazards;
11



Should an employee become too ill to perform his / her job, standard procedures for
termination of employment due to incapacity will apply without discrimination.

11. PERFORMANCE MANAGEMENT












Performance management is defined as a holistic process of people management in which the
primary objective is the establishment of a culture in which individuals and groups take
responsibility for the achievement of high performance through enhancement and full
utilisation of their own skills, behaviour and contributions. The process ensures that there is a
shared understanding of what needs to be achieved and provides management with tools for
leading and developing staff to achieve the organisation’s goals. It is aimed at being
developmental rather than punitive in nature.
Performance Management is understood to be a continuous process of engagement between
management and staff. It aims to ensure that the organisation has a highly skilled, motivated
and professional team who perform to the highest standards in accordance with their job
descriptions.
The organisation will ensure that each staff member clearly understand what his/ her job
entails and what is expected; as well as what their rights and responsibilities are in terms of
this HR Policy
All staff members will be assessed annually to identify training and development needs and a
Workplace
Skills Plan will be developed for the organisation. Joint training and development sessions
may be
considered where common needs are identified amongst a number of staff members. Whilst
all efforts will be made to support staff development, consideration will be given as to
whether training will further the objectives of the organsiation and whether there is
affordability in terms of time and cost implications.
Staff are expected to report once they have returned from a course and train colleagues.
All staff members will attend quarterly supervision sessions with the co -ordinator. These
sessions will provide mentoring, monitoring and support for staff on a continuous basis.
Quarterly ‘work team’ reviews will take place for debriefing, sharing and reflections on
practice. These sessions will also provide an opportunity for colleagues to give one another
feedback on performance.
All staff will be formally appraised annually by their supervisor / manager and one other.
Appraisals will rate Key Result Areas against performance indicators. Appraisals will be
documented in a mutually agreeable way and staff will retain a copy of the outcome.
Corrective measures will be taken for staff that underperform, whilst those who consistently
perform at a high level may be considered for merit.

12. TERMINATION OF SERVICES





Either party as provided for in law may terminate any contract of employment. The service of
employees shall be terminated for good reason and in accordance with fair procedures as
spelt out in this policy.
Contracts can be terminated by the organisation if there is proven:
- incompetence
- negligence of duties / responsibilities
- failure to comply with organisational policies
- misconduct (i.e. alcohol abuse, sexual harassment etc)
- individuals using the name of the organisation to pursue their own interests
- individuals threatening the mission, credibility or sustainability of the organisation
- absenteeism for 5 consecutive days without notification of management and without a
valid reason
In the event of any of the above circumstances, disciplinary procedures will be followed (as set
out
below).
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In the event of a contract termination (which is not for an offence justifying summary
dismissal), the employee must be given notice in writing from the Co -ordinator no less than:
- 1 week if the employee has been working for 4 weeks or less.
- 2 weeks if the employee has been working for more than 4 weeks but not more than 1
year.
- 4 weeks if the employee has been working for over a 1 year.
The same conditions and procedure apply if the employee wishes to resign. However staff are
encouraged to consider the best interests of the organisation when wishing to resign and to
give ample notice.

13. EXIT INTERVIEWS



All employees should be given an exit interview during their notice period.
The purpose of the exit interview is to:

-






establish the reason for leaving;

confirm administrative details of the termination;
gain understanding of the employee’s experience of working conditions, management
styles and morale at the organization and give feedback
- Discuss their future plans if they wish to do so.
The exit interview will be conducted in confidence. The person conducting the interview
should not be the employee’s immediate supervisor unless agreeable by the employee.
In the case of the exit of the Co-ordinator, a Board member will be required to conduct the
exit interview.
A record of the interview should be placed in the employee’s personal file 
All outgoing staff will be entitled to a reference letter, the content of which will be at the
reasonable discretion of management

14. DISCIPLINARY AND GRIEVANCE POLICY
Disciplinary Policy




A disciplinary action refers to an action taken by the organisation response to employee
misconduct.
The Co-ordinator has the authority to take disciplinary action according to the organisation’s
disciplinary policy. The focus should be on corrective remedies unless the misconduct is so
severe as to require punitive action.
Record must be kept of all proceedings and filed in the employee’s personal file. In the case
of a disciplinary hearing, a secretary must take minutes.

Warnings







Warnings should be given in the privacy of an office.
The participants would be: the employee; the immediate supervisor; an employee
representative, should
The employee so request; and an interpreter (optional).
The Co-ordinator is responsible for keeping records and placing these in the employee’s file.
The Co-ordinator should give the employee 24 hours verbal notice of her/his intention to hold
a meeting to discuss unsatisfactory conduct, notifying her/him that s/he may bring along a
representative.
A verbal warning should be given for less serious offences and should always be accompanied
by counseling. A note should be kept in the employee’s file of the date and nature of the
incident. A verbal warning may remain on record for up to 6 months.
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A written warning could be issued after the employee has not shown satisfactory
improvement after a verbal warning; or where the offence is serious enough to warrant a
written warning.
A written warning should always be accompanied by co unseling and is valid for up to 12
months from date of issue.
A final written warning could be issued after: the employee has not shown satisfactory
improvement after a written warning; the chairperson of a disciplinary hearing has
recommended a final written warning for a serious offence.
The employee has the right to appeal against a written warning within three working days.
The Co-ordinator should consider the appeal and personally advise the employee of her/his
decision in five working days.
A final written warning is valid for up to 12 months from date of issue.

Suspensions and Dismissals




No dismissal or suspension should take place without the prior knowledge of the Board.
All suspensions and dismissals must confirmed be in writing.
An employee could be dismissed with notice pay: when the chairperson of a disciplinary
hearing has recommended
dismissal with notice pay; or for serious offences that are considered not serious enough to
warrant summary dismissal.
Summary dismissal is the most severe form of discipline and may be recommended by a
disciplinary hearing for very serious offences. The employee is dismissed without notice or
pay in lieu of notice.
In the case of an alleged serious offence, an employee may be suspended on full pay during
the investigations preceding a disciplinary hearing.
In every case where an employee is charged with fraud or theft, s/he should be suspended
immediately pending the outcome of the investigation.

Disciplinary Hearing
 A disciplinary hearing is a formal procedure, which is held in the case of a serious offence to
establish the guilt or innocence of an employee in respect of specific charges.
 The employee must be given notice of the hearing and charges at least 2 working days in
advance.
 The chairperson should be an Executive Committee member or senior employee from within
the organisation, or a senior employee from an outside organisation [this is preferable for
serious offences, to decrease the risk of bias. The chairperson must be impartial.
 The employee has the right to: be represented/assisted by a fellow employee; call witnesses
to testify on her/his behalf; request an interpreter; question the witnesses called by the
organization.
 The employee has no right to outside legal representation.
 The chairperson should communicate her/his decision, giving reasons, to all parties in writing
within 2 working days.
Roles of the participants






The accused employee - s/he has the right to state her/his case, call her/his witnesses and
cross-examine the initiator and organisation witnesses.
The employee representative - an employee that the accused nominates to represent/assist
her/his case and to speak for her/him as needed.
The interpreter - an impartial person appointed by the organisation. The interpreter may only
be called upon to interpret and not to contribute in any other way to the hearing. The
organisation will first try to appoint an interpreter from inside the organisation. Where this i s
not possible, an external interpreter may be appointed.
The secretary - appointed by the chairperson to take minutes at the hearing.
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The chairperson - chairs the meeting and ensures that proceedings are fair and carried out
according to the organisation’s policy. S/he decides on the guilt/innocence of the employee
and the sanction to be imposed.
Witnesses - both the accused employee and the organisation may call witnesses to give
evidence at the hearing. Witnesses are only present while giving evidence.
Organisation representative - a manager who presents the organisation’s case at the hearing.

Appeal Hearing






A formal appeal can be submitted by an employee to the Co-ordinator within 5 days of
receiving notification of the outcome of a disciplinary hearing should they be dissatisfied with
the verdict.
Based on the facts of the case, the employee may appeal on the following grounds: the
penalty was too harsh for the circumstances; the chairperson was wrong in her/his findings;
incorrect procedures were followed.
Apart from the (different) appeal chairperson, who may be appointed from outside the
organisation, the same participants take place as in the hearing.
The manager considering the appeal must reconvene the disciplinary enquiry within ten
working days of the notice of appeal.
The decision in the appeal hearing will be the organisation’s final decision on a matter. The
employee must be informed that s/he has the right to take the disputed matter to the CCMA
(Commission for Conciliation, Mediation and Arbitration) if s/he still wishes to contest the
decision.

Disciplinary Code

The code is not a comprehensive list of all possible offences but provides guidelines to the
organisation to determine the appropriate disciplinary action to take.
CATEGORY A OFFENCES (These are very serious offences that may lead to dismissal. In addition
to internal disciplinary action, the organisation may also lay a criminal charge in the case of these
offences.)
 Industrial action in terms of an unprotected (illegal) strike.
 Fraud and dishonesty:
 Giving/receiving a bribe;
 U sing the organisation’s funds or resources for usage not authorised.
 Gross negligence in carrying out the work of the organisation
 Theft of the organisation’s property.
 U nauthorised possession or usage of alcohol or narcotics in the workplace.
 Sexual harassment.
 Assault or violence.
 Giving false information in reports.
 Serious abuse of the organisation’s resources.
CATEGORY B OFFENCES (These are serious offences for which the first sanction would be a final
written warning, after which a second offence, if serious enough, could lead to a dismissal.)
 Threats of violence or abusive language.
 Willful loss or damage to the organisation’s property.
 Refusal to obey lawful instructions.
 Insubordination and hate speech (speech that is deliberately derogatory towards a defined
group of people).
 Not declaring a weapon on entering the organisation’s premises.
 Publicly misrepresenting the aims/objectives of the organization.
 Related offences.
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CATEGORY C OFFENCES (These are less serious first offences that may lead initially to a written
warning)
 Not complying with established procedures.
 U nauthorised absence from work for one day or more.
 Failing to report an accident.
 Smoking in a smoke free area.
 Behaviour that is detrimental to good interpersonal relationships.
 Poor performance in terms of failure to deliver work on time where there are no extenuating
circumstances.
 Related offences.
CATEGORY D OFFENCES (These are less serious first offences that may lead initially to a verbal
warning)
 Passing time idly.
 U nauthorised extension of lunch hour.
 Coming late for work.
Grievance Procedure









A grievance procedure refers to an action taken by an employee in response to a sense of
injustice regarding conditions at the organisation.
Employees are encouraged to try to resolve the grievance informally by first discussing it with
the relevant people. Should the outcome not be satisfactory, s/he should lodge a formal
grievance.
The employee should submit a letter stating the grievance and hand it to the Co -ordinator
within 1 week of the grievance having arisen to resolve the issue. The Project Manager must
investigate and hold a meeting with the employee, giving feedback within 5 working days of
receipt of the grievance letter.
If the employee considers the outcome unsatisfactory, s/he may refer the same grievance to
the Chairperson within 2 working days of receipt of the outcome of the first submission. To
try to resolve the issue, the Chairperson must investigate and hold a mee ting with the
employee, giving written feedback within 5 working days of receipt of the grievance form,
making provision for a hearing if necessary
Records should be kept in the employees staff file.
If there is still no satisfactory outcome, the employee may take the matter to the CCMA
Commission for Conciliation, Mediation and Arbitration).

Grievances relating to the Co-ordinator



If the grievance relates to the Co-ordinator, the employee may approach a member of the
Board.
The same grievance procedure as stated above should be followed.
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Appendix 3: Reflections
1.
2.
3.
4.

What has shifted?
How can you use what you have learnt (‘low hanging fruit’)
What are the most important lessons learnt?
What challenges could you experience and how can you respond to these?

CNDC GROUP
1. Yes, a lot on uncertainties regards to the handling of an organisation was clarified;
2. Power triangle, life cycle, leaky bucket;
3. By applying all step by step;
4. Yes, addressing it in a calm way, if not applying policy.
COOKHOUSE CHILDRENS FOUNDATION
1. More clear understanding of project management - knowledge of how to handle certain
situations when you encounter the power triangle; how resource mobilisation works and how to
do a proposal to get an effective response from donors;
2. Teamwork, building relationships, communication amongst colleagues;
3. Practice better communication by meetings and dealing with conflict internally; do more
effective proposals to funders by applying what we learnt;
4. Conflict - deal with it by resolving it internally.
GEM PROJECT
1. Better to have a learning mindset versus a fixed mindset; process and planning is important;
2. Culture, planning, emotional intelligence;
3. Share information, apply facilitation and start introducing tools;
4. Toxic culture, try and promote appreciative inquiry; circle of influence.
IMITHAYELANGA YOUTH DEVELOPMENT
1. Objectives, more concise objectives which may be put to clear outputs and outcomes;
2. Being organic and authentic, life cycle of the organisation combined with reflection and
learning; strategic framework - focus on process, not impact, paying attention and understanding
the process;
3. Developing/ working on the outputs and outcomes;
4. Aligning the current monitoring and evaluation tool with new outputs and outcomes.
IMIZI HOUSING
1. Yes, nice to be reminded of your positive work, change has happened even if small in the
organisation - the department has made a difference in the organisation;
2. Ability to vacillate between corporate and community development department; even with
different views, there needs to be unity in the organisation; different culture in this department
as compared to an organisation;
3. Continue with staying positive in the department, ice breakers, activities can be used in
groupwork, continue with regular department meetings; acknowledgement/ confirming team
members efforts;
4. How will others at work receive the information learnt at a wo rkshop, change is not reinforced.
SOQAQAMBA HOME AND CONFIDENT GIRLS
1. Yes, the way of how to establish an organisation, how to work things, do research, penetrate
into the roots and see how best you can get a productive organisation;
2. Foundation, strategy, and establishing symbiotic parterships; focus on intention;
3. Share information - we will share with the structure and plan a workshop, inviting other
stakeholders to spread this;
4. Yes, call a meeting, acknowledge, way forward, forget the past, plan how we will start by each
contributing R50 to the organisation to generate our own revenue.
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