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POLICY AND PROCEDURE MANUAL 
 
  

 
1. PURPOSE 

 
To provide a uniform set of Organisational policies and procedures which employees are expected to 
adhere to and which managers are expected to ensure that employees abide by these policies and 
procedures. 

 
2. GENERAL PRINCIPLES 

 
Employees of Woza Moya undertake to follow the spirit of its mission statement, as annexed to the 
contract, and to work according to its values in the performance of their contractual obligations 
with Woza Moya.  

 
These policies provide general guidelines indicating the standard of performance and conduct 
required of all employees, although some will only be relevant to those employees whose 
workplace is the Woza Moya Community Centre. 

 
‘Employee’ means all permanent full time and part time employees. This definition includes 
managers and supervisors but excludes volunteers 
 
Notwithstanding the Policies and Procedures published in this document, employees have a 
common law duty to:- 
 

 place their services at the disposal of the employer; 

 keep the required hours; 

 perform their duties in a satisfactory manner to an acceptable standard; 

 obey lawful and reasonable instructions; 

 observe the employers’ disciplinary code of conduct and not commit acts of misconduct; 

 act in good faith and in the employer’s best interests at all times. 
 
It is the responsibility of all employees to be familiar with and observe all such policies and 
procedures and/or instructions. Ignorance of a policy, procedure or instruction will not be accepted 
as a valid reason for a transgression. 
 
Any individual, who does not work according to Woza Moya’s policies and / or procedures or 
instructions or knowingly permits a wrongdoing to take place, may be subject to disciplinary action. 
Any person observed contravening organisational policies and / or procedures or instructions should 
be stopped immediately and their conduct reported to Management. 
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Any words used in these policies and procedures which imply the masculine gender shall include the 
feminine gender. 

 
 

3. AMENDMENTS 
 

These policies and procedures may be amended from time to time as necessary in consultation with 
employees. No relaxation or indulgence given or implied by Woza Moya or its managers or 
supervisors, shall constitute an amendment or waiver of any policy and procedure unless specifically 
amended in writing by Woza Moya. 
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4. EMPLOYMENT EQUITY 

 

Woza Moya supports the creation of a non-racist, non-sexist and democratic society where persons are 
regarded, treated and accommodated equitably (i.e. not unfairly discriminated against on any basis such 
as of race, gender, sexual orientation, marital status, family responsibility, ethnic and social origin, pregnancy, 
age, disability, religion, HIV status, conscience belief, political opinion, culture, language and birth). 
  
Except where affirmative action measures may apply, Woza Moya will not unfairly discriminate against anyone 
on the basis of any of the above categories in respect of: 

 
 Methods of recruitment, advertising, selection criteria and appointments; 
 Remuneration, job classification practices; 
 Opportunities for training and development; 
 Performance management practices; 
 The termination of services; 
 Disciplinary and grievance procedures; 
 Promotions, demotions and transfers. 

 
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 inter alia ‘hate speech’. 

 
Anyone who experiences a sense of injustice regarding equity issues at Woza Moya is asked to bring it to the 
attention of Management. 
 

 
5. GENERAL TERMS AND CONDITIONS 

 
5.1 CONTRACT OF EMPLOYMENT AND LETTER OF APPOINTMENT 

 
Your letter of appointment and contract of employment is a written record of the contract between you and 
Woza Moya.  These documents are provided for all categories of employees.  They contain a summary of 
general terms and conditions of employment and specific terms related to the individual 

 
5.2 PERSONAL DETAILS 

At the time of engagement, all employees must complete a form of personal details and provide satisfactory 
evidence of, their identity document, valid driver’s licence, qualifications and any other official documentation 
which may be required.  
Employees shall be responsible to advise Woza Moya of any changes of address and personal Banking account 
information e.g. changes of home address, dependants, etc. 
 
5.3 BANK OR BUILDING SOCIETY ACCOUNT 
Employees are required to open a bank account into which salaries, wages or other monies due will be paid. 
Woza Moya must be notified in writing of the bank, the address of the branch, the type of account and the 
account number of such accounts.  

 
Should an employee wish to change his bank account, Woza Moya must be notified in good time. 
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5.4 CONFIDENTIALITY 

No employee may at any time divulge to any person any confidential information concerning the private 
business or affairs of Woza Moya, its clients or any other organisation with which Woza Moya is in association, 
unless required to do so in the discharge of official duties or by law. 
Employees are therefore required to complete a declaration that they understand and accept the restrictions 
placed upon them with regard to confidential information. Any breach of confidentiality will be considered as 
misconduct and the appropriate disciplinary action will be taken. 
 

 
5.5 MEDICAL EXAMINATIONS 
 
All employees shall be required to submit themselves to a medical examination should Woza Moya require this 
in order to ascertain their fitness to perform their duties. 
 
 
5.6 HOURS OF WORK AND OVERTIME 
 
Employees shall work the hours of work stipulated in their contracts of employment or as may be amended. 
 
In the event of you being unable to come to work you are required to notify your supervisor/Manager 
timeously and state the reason for non-attendance. 
 
Employees shall work contracted overtime as provided for in their contracts of employment provided at least 
24 hours’ notice of such overtime is given. In the event of an emergency, shorter or no notice will be 
required. No employee shall work overtime without authorisation. 
 
 
5.7 ATTENDANCE 
 
5.7.1 Attendance registers 
 
Employees are required to register their attendance when they are working at the Community Centre 
 
 5.7.2 Absence from work 
 
Should an employee be unable to come to work, the onus is on the employee to provide proof for the reasons 
for absence. In such event, the employee is required to notify his manager by telephone or by written message 
explaining the reasons for the absence and the likely date of return to work. 

 
In order that arrangements for cover can be made, the message must be received within one hour of the start 
of the employee’s scheduled shift. The onus is also on the employee to ensure that management is notified of 
absence. It is not sufficient to pass a verbal message through some other person. 
 
 
5.8 LEAVE 
 
5.8.1 Sick Leave 
 
Employees who take sick leave shall be required to complete a leave form and attach the necessary certificate 
giving reasons for absence. 
 
 
 
 
 
 
 
 



 

5 | P a g e  W o z a  M o y a  P o l i c y  a n d  P r o c e d u r e  M a n u a l  

 

 

Should an employee be off work due to illness for more than two consecutive working days, or where the 
employee is off work due to illness on two occasions in an eight week period, the employee is required to 
attend a medical practitioner for examination and obtain a medical certificate stating the dates that the 
employee will be off work and the nature of the employee’s incapacity. 
Medical certificates issued after the period of illness or based only on the word of the employee (i.e. this 
patient says that ...........), will not be accepted by Woza Moya. 

Should an employee be absent for five (5) or more days without good reason and without notifying Woza 
Moya, this shall be deemed to be desertion and the appropriate disciplinary process will be followed. 

 
Employees who are frequently absent through illness may be liable for dismissal on the grounds of incapacity 
to perform the job. In such instances, Woza Moya will follow due process as per the Labour Relations Act. 
Please refer to Incapacity counselling procedure. 
 
No employee shall tamper with nor alter any medical certificate. 
 
5.8.2 Annual leave 
 
Employees are entitled to 15 working days annual leave as per the Basic Conditions of Employment Act.  
 
This leave shall be taken during the annual shut down in December/January.  

 
 
 

 Employees wishing to take leave must complete a leave form and submit this to one of the Managers 
for authorisation. No employee may proceed on leave until the leave form has been authorised.  

 

 No employee may, during any period of leave, undertake any remunerative work in his/her private 
capacity or with another employer, without prior authorisation from Woza Moya. 

 
 
5.8.3 Family Responsibility Leave. 
 
Employees who have worked for longer than four months may take up to three (3) days' paid family 
responsibility leave during each leave cycle under certain circumstances as outlined below.  

 

 Compassionate leave due to bereavement 
In the event of the death of the employee’s spouse or life partner or parent, adoptive parent, 
grandparent, child, adopted child, grandchild or sibling, the employee will be entitled to apply for 
family responsibility leave.  

 

 Family responsibility leave to care for a sick child 
In the event of an employee unavoidably having to stay off work to care for a sick child, s/he may   for 
family responsibility leave.  For such applications, the employee must produce a medical certificate. 

 

 Compassionate leave due to serious illness of a family member 
Compassionate leave may be granted under these circumstances if the illness requires constant 
attention from the employee specifically. Certification of this requirement (from a registered 
medical practitioner), as well as a full description of the circumstances (provided by the 
employee), is required. 

 
Employees who take family responsibility leave shall be required to complete a leave form and attach the 
necessary certificate giving reasons for absence. 
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5.8.4 Maternity Leave 

Employees are entitled to four months' unpaid maternity leave in terms of the Basic Conditions of 
Employment Act as outlined below. 

Timing 

An employee may commence maternity leave: 

 any time from four weeks before the expected date of birth, unless otherwise agreed 
between the employee and Woza Moya 

 on a date from which a medical practitioner or midwife certifies that it is necessary for 
the employee's health or that of her unborn child. 

 In compliance with the Basic Conditions of Employment Act, no employee may work for 
six weeks after the birth of her child, unless a medical practitioner or midwife certifies 
that she is fit to do so 

 The employee must notify management in writing, of the date on which she intends to 
commence maternity leave and the date on which she will return to work after 
maternity leave. Such notification must be given: 

 at least four weeks before the employee intends to commence maternity 
leave; or 

 if it is not reasonably practicable to do so, as soon as it becomes reasonably 
practicable. 

 
Ante-natal clinics 
Time off work will be granted for pregnant employees to visit routine ante-natal clinics once a month 
during the term of pregnancy, subject to the following conditions:  

 submission of a medical certificate confirming pregnancy; 

 authorisation for such leave of absence being obtained 24 hours before such absence 
(where possible); 

 proof of attendance at the clinic being subsequently furnished by the employee; 

 any additional time off required for medical reasons will be taken as sick leave. 

 
Miscarriage 
 
An employee who has 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, whether or not 
she had commenced maternity leave at the time of the miscarriage or still-birth. 
Should the employee under these circumstances require additional time off work either for medical 
or compassionate reasons, application can be made for sick leave or compassionate leave. 
 
Adoption 
 
Where an employee gives up her baby for adoption, maternity leave will end no more than 6 weeks 
after the birth of the child. 
Where an employee adopts a child, she may apply to the Management for maternity leave.  
The same terms and conditions relating to maternity leave apply to an employee that adopts a child 
that is four months old or younger. Such an employee must demonstrate that she is the primary 
caregiver of the child.  

 
Additional (unpaid) leave 
 
Unpaid leave, where requested, may be granted to employees proceeding on maternity leave and to 
those who so apply during the course of their maternity leave. 
This leave may be granted for the period up until the child is six months old. 
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Return to work 
 
Every effort will be made to ensure that an employee returning to work after a period of maternity 
leave returns to the post which she vacated. If it is not possible to return the employee to the same 
post, management will consult with her prior to finalising her redeployment. 
On her return to work, the employee’s salary will at least be at the same level as it had been when 
she proceeded on maternity leave. 

 
5.8.5 Paternity Leave (Secondary Care-Giver)  
 
A permanent full-time employee who is the father of a newly born child, or who has adopted a newly born 
child,  may be granted paternity leave on full pay for a maximum period of (14 consecutive days), subject to 
the following conditions:  
 

 The employee must notify Management two months before the expected birth/adoption of the child 
that he intends to request paternity leave. 

 

 The employee is required to present registration of birth - If the employee is not married to the 
mother of the child, he will be required to submit a registration of birth certificate, in which he is 
recorded as father of the child, in support of his application, and evidence that he will be supporting 
the partner / mother and child. Until such time as the birth certificate is submitted, the leave will be 
recorded as annual leave 

 

 In the case of legal adoption, the employee must submit documentary proof of the adoption and 
written motivation in support of his application for paternity leave, for consideration by 
Management. In general, paternity leave is only granted at the time of the adoption of a young baby. 
Provisions similar to maternity leave may be made in cases where the employee can demonstrate 
that he is the primary caregiver of the child and where the child is 4 months old or younger. 

 

 Applications for paternity leave must be submitted on the leave forms provided.  
 
 
 

6. WORK PERFORMANCE 
 
Employees shall perform the duties as assigned to them diligently and to the satisfaction of Management. 
Where a job description exists, such a job description represents the outline of the duties to be performed and 
the responsibilities of the employee. Nothing shall prevent management from assigning additional tasks, 
deemed fair and reasonable, to an employee or assigning the employee to a different job provided an 
explanation of the reasons is given through a consultative process. 

 
Where an employee is negligent or deliberately fails to perform assigned tasks, to the detriment of Woza 
Moya, this shall be deemed to be dereliction of duty and not poor performance. 
 
6.1 Work planning 
 

 Employees are expected to plan their work and, where necessary, conduct precautionary checks. 
Failure to conduct such checks will constitute a disciplinary transgression especially where down time 
or damage occurs.  

 
6.2 Reporting of problems 
 

 Employees shall report any serious problem or potential problem, mistake, accident, breakage or 
damage which occurs in the course of work. 
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6.3 Lawful instructions 
 

 Employees shall obey all lawful instructions issued in the course of business by their work superiors. 
Depending upon the circumstances:- 

 

 Where an employee is aggrieved by an instruction given, then a grievance may be lodged with higher 
authority. The employee must nonetheless carry out the instruction before lodging the grievance 
(except where the employee feels that he is being required to perform an unlawful or unsafe act). 

 
6.4 Gross negligence of duty/recklessness  
 

 Any employee whose actions or lack of actions, result in down time, damage or injury, shall be subject 
to disciplinary action. 

 
 

7. CONFLICT OF INTEREST 
 
7.1 Authorisation to Perform External Work 
 

 Full time employees of Woza Moya may not, without written authorisation:- 
o accept other employment or engage in private business for gain; 
o perform any private work, whether for himself or not on Company premises; 
o accept a directorship of another organisation; 
o be actively associated with the conduct of any enterprise which may conflict with or 

influence his/her duties with Woza Moya. 
 
7.2 Authorisation to Join a Voluntary Police/Military Reserve 
 

 Subject to the provisions of the Defence Act as amended, no employee may, without written 
authorisation, join or commit himself to service in the Military, Civil Defence, Police or the 
Commandos, where such membership will, or may, conflict with the performance of his duties with 
Woza Moya. 

 
7.3 Authorisation to Seek Public Office  

 

 No employee may, without the written authorisation of Woza Moya, accept nomination and/or stand 
for election to any public or minor body (e.g. Municipal Council, Hospital Board, Local Board, 
Parliament, etc.) 

 
7.4 Sports Clubs and Voluntary Service Organisations 
 

 Should an employee take office in a sports/social club or service organisation, such undertakings must 
not interfere with the employee’s work performance. In the event of this occurring, the employee 
shall be required to resign from such office. 

 
 

 
8. RECRUITMENT 

 
All employees, contractors, trustees, officers, interns, and volunteers, whether paid or unpaid, full-time or 
part-time, temporary or long term, inclusive of functions having direct or indirect contact with children, will 
undergo a thorough and standardised recruitment process, inclusive of a police check, where possible, to 
check for information of any previous conviction or investigation relating to child protection. In the event that 
a police check is not available, a minimum of 2 references (not family or friends associated with the candidate 
and preferably referees with more than 2 years relationship with the candidate) will be obtained either in 
writing or verbally. 
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Screening and Selection 

 Woza Moya will use the ‘Targeted Selection’ interviewing process. Special attention will be given to 
suspicious gaps in employment history to ascertain whether there have been previous concerns, 
inclusive of child protection concerns, relating to when the candidate was working for other 
organisations and whether this might have led to dismissal or frequent changes in jobs; to explore 
whether periods of absence from employment may be due to (e.g.) time in custody and/or suspicious 
activity. 

 
Job Advertisements 

 All recruitment advertisements, internal and/or external will make reference to the Woza Moya Child 
Protection Policy and screening process. 

 
 

9. TRAINING AND DEVELOPMENT OF EMPLOYEES 
 
Training is provided by Woza Moya on an on-going basis.  Attendance at trainings and workshops is 
compulsory, even if it falls on days which part-time employees do not usually work.  Hours spent in training 
outside the normal working hours of the employee will be duly compensated as overtime as per the Basic 
Conditions of Employment Act 

 
Failure to attend trainings and workshops without prior notice and authorisation may result in disciplinary 
action. 

 
9.1 Induction Training 
 
Induction is the process of bringing newly recruited employees into the organisation, and ensuring that they 
are comfortably and fairly given the opportunity to familiarise themselves with: 

 
 Their place of work; 
 The standards of work expected of them; and 
 The formal and informal rules, policies and procedures of the organisation. 

 
All Woza Moya employees will undergo induction training, covering general orientation to the organisation, 
policies and procedures including the child protection policy principles and procedures as well as orientation to 
the specific job requirements and office environment 

 
Training on behaviour guidelines will be conducted for all employees, full-time or part-time, and/or volunteers 
who, through their job functions, have direct contact with children.  

 
During their induction, all employees shall be required to sign an acknowledgement form that they have read 
and understood and agree to abide by Woza Moya’s policies and procedures as well as the organisational 
guiding principles and that they have been advised of and are aware of Woza Moya’s Child Protection Policy 
and Disciplinary Code of Conduct. 
 
 
 
 

10. CONDUCT AND BEHAVIOUR 
 
10.1 DISCIPLINARY POLICY & PROCEDURE 
 
Introduction 
Employees are required at all times to behave in a manner which will not reflect discredit on Woza Moya or 
which is prejudicial to good order. Adherence to the Woza Moya guiding principles, as well as the Child 
Protection Policy and Code of Conduct is a condition of employment.  
The disciplinary policy seeks to assist management to take the right actions in dealing with misconduct in the 
workplace and to ensure that employees are made aware of what is expected of them. 
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The focus should be on corrective remedies unless the misconduct is so severe as to require punitive action. 
 
Authority to discipline 
Anyone who is responsible for performance of staff has the authority to take disciplinary action according to 
Woza Moya’s disciplinary policy. 

 
LEVEL 1 + 2: Less serious (minor) transgressions. Breaches of these policies and/or procedures 

should be handled by the employee’s supervisor or manager through counselling 
and progressive disciplinary measures up to a written warning. 

 
LEVEL 3 + 4: Serious (major) transgressions. Breaches of these rules are considered serious. 

Therefore, in order to avoid unacceptable precedents, in the event of a serious 
transgression being discovered or reported, an enquiry must be convened. If an 
employee is found guilty of committing a serious transgression, although a lesser 
penalty may be imposed, the penalty could include:- 

 
- a final written (severe) warning; 
- suspension without pay as an alternative to dismissal; 
- dismissal with notice; 
- summary dismissal (i.e. without notice or notice pay); 
- deduction from pay where Woza Moya has incurred direct loss or damage as a 

result of the fault of the employee. 
 

In terms of Section 34 of the BCOE Act of 1997, provided the employee agrees in 
writing, an employer may deduct for such damages provided also the deductions do 
not exceed the total loss or damage and the deductions from the employee’s 
remuneration do not exceed 25% of the employee’s remuneration in money. 

 
Failure by any manager or supervisor to call for an enquiry, once a serious transgression has been 
brought to his/her attention is itself a serious transgression. 
 
The levels indicated relate to transgressions by individual employees. Where collective action is 
taken, this would constitute industrial action and should be handled accordingly. 
 
Where an employee’s work performance or conduct is affected by personal or health related 
problems, that employee may refer the employee for counselling, assistance or rehabilitation (as 
appropriate) to an external counsellor, institution or occupational health practitioner. However, 
should such an employee relapse to previous behaviour patterns more than once, or fail to accept 
such counselling, assistance or rehabilitation, the disciplinary procedure will be invoked. 
 
In order to ensure fairness and consistency, it is specifically recorded that Woza Moya’s Disciplinary 
Code of Conduct and Disciplinary Procedure are applicable to all employees of Woza Moya 
regardless of their position or status. 

 
Records 

 Written record must be kept of all proceedings and filed in the employee’s personal file.  
 
Dishonesty 
 

 No employee shall be dishonest in the performance of his/her duties and disciplinary action will be 
instituted in all transgressions involving dishonesty as per the Labour relations Act. 

 Dishonesty shall include bearing false witness against another person, giving false evidence, 
untruthful disclosures, forgery, falsifying/destroying records, tampering with recording devices in 
order to falsify information and dishonest use of employee’s property or records. 
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Bribery or graft 
 

 No employee shall give or accept bribes or graft in the course of his/her duties. 
 

The giving or receiving of gifts or presents of any nature, whether seasonal or otherwise, shall only be 
permitted with written authorisation. All gifts received must be recorded in the “gift register” detailing nature 
of the gift and from whom the gift was received. 
 
 
Deliberate rendering of false information 
 
Employees are required to act with honesty and integrity. No employee may deliberately render false 
information nor lead false evidence against another person. 
 
Possession of property without authority 
 

 No employee shall, without authorisation, have in their possession (whether on Woza Moya premises 
or not) any property belonging to Woza Moya, its partners, clients or other employees. 

 
Removal of property without authority 
 

 No property belonging to or under the control of Woza Moya shall be removed from the area within 
Woza Moya or from Woza Moya premises without written authorisation. No property belonging to 
partners, clients or other employees may be removed from Woza Moya premises without the 
permission of the parties concerned. 

 

 Note: Removal of property from one area to another may receive verbal authorisation from a 
supervisor but removal from the premises shall require written authorisation. 

 
Theft and criminal offences 
 

 All cases of theft, suspected theft and other criminal offences committed on Woza Moya premises 
shall be reported to Management without delay. In the interim, every effort shall be made not to 
disturb anything until the arrival of a manager. 

 
Shrinkage – team misconduct 

 

 Where an entire group of employees can be held accountable for stock losses that cannot be linked to 
the misconduct of a particular employee, management may take disciplinary action against a group of 
employees because the responsibility for the collective misconduct was indivisible. 

 

 The underlying principle is that employees, who are in control of Woza Moya stock, were 
administratively inept or willfully negligent or that stock has been stolen, either by employees or third 
parties and therefore these employees are liable for the losses. 

 
10.2 DISCIPLINARY CODE OF CONDUCT 

 
The code has been drawn up as a measure to correct behaviour that is unacceptable at Woza Moya. 
The code is not a comprehensive list of all possible offences but provides guidelines as to the appropriate 
disciplinary action in a variety of situations.  Factors such as the severity of the offence and the circumstances 
surrounding the offence may necessitate deviation from the code as stated here. 

 
The onus is on each employee to ensure they are familiar with and understand the disciplinary code. 
 
10.2.1 CATEGORY A OFFENCES 

These are very serious offences that may lead to dismissal.  In addition to internal disciplinary action, 
Woza Moya will also lay a charge in the case of criminal offences. 
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 Fraud and dishonesty:  
 Gross negligence in carrying out the work of Woza Moya 
 Theft of Woza Moya’s property. 
 Unauthorised possession or usage of alcohol or narcotics in the workplace. 
 Sexual harassment. 
 Assault or violence. 
 Giving false information in reports. 
 Serious abuse of Woza Moya resources. 
 Related offences. 

 
10.2.2 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. 
 Wilful loss or damage to Woza Moya property. 
 Refusal to obey lawful instructions. 
 Insubordination. 
 Hate speech (speech that is deliberately derogatory towards a defined group of people). 
 Not declaring a weapon on entering Woza Moya premises. 
 Publicly misrepresenting the aims/objectives of Woza Moya. 
 Related offences. 

 
10.2.3 CATEGORY C OFFENCES 

These are less serious first offences that may lead initially to a written warning. (Thereafter repeated 
similar offences, if serious enough, could lead to further written warnings or a final written warning and 
ultimately dismissal.) 
 Not complying with established procedures. 
 Unauthorised 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. 
 

10.2.4 CATEGORY D OFFENCES 
These are less serious first offences that may lead initially to a verbal warning.  (Thereafter repeated 
similar offences, if serious enough, could lead to written warnings and ultimately dismissal). 
 Passing time idly. 
 Tardiness / coming late for work. 
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DISCIPLINARY ACTION CODE 
   LEVEL 1 = VERBAL WARNING   LEVEL 2 = WRITTEN WARNING 

   LEVEL 3 = FINAL WRITTEN WARNING   LEVEL 4 = DISMISSAL  

RECOMMENDATION 

MISCONDUCT - CATEGORY A  
 

MISCONDUCT 1st 2nd 3rd 4th GUIDELINES ON THE APPLICATION OF THE CODE 

 OFFENCE  

Assault  4    Refer Violence 

Desertion unauthorised 
and/or uncommunicated 
absence   

4    1. As distinct from conventional absenteeism such cases are 
normally characterised by extended / 
unauthorized/uncommunicated periods of absence.   

2. Woza Moya expects employees to communicate, either 
directly or indirectly all periods of absence.  Failure to do so 
for short periods will attract normal discipline – extended 
periods could well lead to dismissal. 
The following steps will normally be taken: 

 verbally communicate with employee regarding the 
absence. 

 send a message instructing the employee to 
communicate by a certain date and stating that failure 
to do so could result in his/her services being 
terminated. 

 such actions would normally be resorted to after about 
5 (five) working days, unless the individual concerned 
was habitually absent.  Any mitigating factors will also 
be considered prior to taking final action. 

Dishonesty / Fraud / 
Forgery /Theft  

4    1. The unauthorised possession of, or removal of Woza Moya 
resources or property from Woza Moya premises, the 
unauthorised use of Woza Moya assets for private purposes, 
such as vehicles, telephones, computer equipment etc. shall 
be regarded as theft, dishonesty or fraud. 

2. The falsification of records or results is regarded as fraud 
and may lead to instant dismissal and possible prosecution. 

3. Disclosure of confidential information 
4. Bribery 
5. The value of the item(s) involved in the theft, the extent of 

the dishonesty or fraud may be considered in arriving at a 
decision concerning whether or not an employee should be 
dismissed. 

Other factors to be considered as possible mitigating 
circumstances are his/her motives, attitude towards his/her 
offence, honesty after apprehension, domestic circumstances 
and previous record. 

Downloading and/or 
Display and/or storage 
and/or Transmission of 
offensive (racial, sexual, 
religious, 
political) images, 
documents or messages 
on Woza Moya systems. 
 
 
 
 

4     
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Driving Woza Moya 
vehicle - without a license 
/ whilst under influence of 
substance abuse / 
without permission    

4 
 
 
 
 

 
 
 
 

  
 
 
 
 

1. Woza Moya policy requires that all persons driving Woza 
Moya vehicles must be in possession of the appropriate, 
valid driver’s license.  

2. Consideration must be given to what damage was done and 
whether the driver was authorised to drive that vehicle 
without the necessary licence.  In such a case the person 
authorising the driver must take the responsibility and also 
be subject to disciplinary action. 

Failure to follow standing 
orders / policy/ 
procedure (serious) 
 

4     
 

Gross Dereliction of Duty  4    This is distinct from poor work performance and must be proven 
as such when taking action.  This offence normally covers (but is 
not limited to), actions that have, or could have, resulted in 
injuries, death, financial loss and the like.  
Such offences will be regarded in an extremely serious light. 
 

Gross Negligence 4    Refer to Gross Dereliction of Duty. 
 

Gross offensive 

behaviour 

4    Certain minimum standards of behaviour are expected of Woza 
Moya employees. (Refer to Woza Moya Code of Conduct)  
Offensive behaviour that is not acceptable to civilised norms of 
society will not be tolerated. 
 

Insubordination (Gross) 4    See Abusive and Offensive Language / Terms of Reference as 
well as Disobeying a Lawful Instruction. 
(Category B Misconduct) 

Sexual Harassment 4    1. The unwanted imposition of sexual requirements in the 
context of a relationship of unequal power or merely 
unwelcome sexual advances in the work environment is 
unacceptable. 

Sexual harassment can be defined as a type of behaviour or 
conduct ranging from innuendo, inappropriate gestures, 
suggestions or hints in its worst form of physical interference.  In 
short, any unwanted sexual behaviour or comment which has a 
negative effect on the recipient constitutes sexual harassment 
and will not be condoned by Woza Moya  

Unauthorised possession 
- of Woza Moya property 

4    Refer Theft 

Unauthorised possession 

/ usage of narcotics / 

alcohol in workplace 

4    1. No alcoholic beverage may enter the Woza Moya’s premises 
except for a special occasion as authorised by the Director 

2. Any employees considered to be under the influence of 
alcohol will be subject to disciplinary action, (normally 
dismissal).  An employee may be requested to undergo a 
test to determine whether he is under the influence of 
alcohol; refusal will be construed as evidence that the 
employee is under the influence of alcohol. 

NARCOTICS 
1. Possession of, consumption of, or being under the influence 

of drugs, which affect the normal functioning of the mind 
and/or body, are grounds for disciplinary action and possible 
prosecution in a court of law. 

2. The only exception being drugs which have been prescribed 
by a registered medical practitioner, and which do not 
impair the employee in the normal functioning of his job. 
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3. As a general rule, the possession of illegal drugs, such as 
dagga, tik etc., warrants instant dismissal and, in such cases, 
it may be necessary to inform the police. 

4. Employees suspected of being under the influence of drugs 
should undergo a medical test before a decision can be 
arrived at as to what action will be taken. 

Violence/ Intimidation / 

Threats 

4    1. The carrying of offensive / dangerous weapons on Woza 
Moya property whether used in any case of violence or not, 
is not condoned.  

2. Violence / Intimidation whether threatened or actual is 
regarded as a very serious offence which could lead to the 
dismissal of the offender. 

3. Where one person incites an employee or group of 
employees to commit a breach of the provisions of the 
discipline code s/he will have committed the offence of 
incitement, regardless of whether s/his encouragement was 
acted upon or not. 

4. Incitement in the context of political/racial acts will be 
viewed as a serious breach of the Code. 

5. Incitement / Intimidation will be viewed as a serious breach 
of the Code and would normally result in dismissal. 

6. The nature of the offence the employee was inciting others 
to commit, as well as the situation and consequences of the 
incitement must weigh carefully in deciding the appropriate 
disciplinary action. 

 

 
MISCONDUCT - CATEGORY B  
 

MISCONDUCT 1st 2nd 3rd 4th GUIDELINES ON THE APPLICATION OF THE CODE 

 OFFENCE  

Abusive and offensive 
language  
 

3 4   1. Abusive and offensive language / terms of reference, either 
singular or plural, which are unacceptable to any individual 
or group, will not be tolerated by Woza Moya. (ie insulting 
behaviour including swearing, ridiculing and/or showing 
hatred or contempt of others. 

2. All groups are to be referred to by their ethnic names, i.e. 
African/Black, Coloured, Indian, White, etc., and individuals 
will be referred to by name. 

Woza Moya is committed to the eradication of insulting terms of 
address as they undermine morale and generally engender inter-
ethnic tension.   

Loss / damage to WOZA 
MOYA property 
- willful and malicious / 
negligent and careless 

 
3 

 
4 
 

  
 
 

1. Proven wilful damage to Woza Moya premises, equipment 
or property will be regarded in the most serious light. 

In the case of negligent or careless damage / loss, questions of 
training, and qualifications of the employee may need to be 
considered before deciding on disciplinary action. 

Disobeying / Refusing to 
obey lawful  instructions  

3 4   1. “Disobeying” differs from “refusing to obey”   In the former 
there is partial compliance.  In the latter there is no 
compliance at all. 

2. The instruction must be lawful and not contrary to accepted 
public standards of reasonableness. 

3. Attention should be paid to whether the order was within 
the order-giver’s authority to give, to the clarity with which 
the order was given and understood, and whether it was 
possible for the order to be obeyed at that point in time. 
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4. The importance of the order and the consequences of it not 
being obeyed need to also be considered in deciding the 
disciplinary action. 

 

Failure to adhere to 
safety standards and 
procedures  

3 4   This refers primarily to said misconduct relating to the Child 
Protection Policy. 

Insubordination 3 4   Refer Disobeying Lawful Instruction 

Possession of dangerous 
weapon on site 

3 4   Refer to Policy and Procedure and/or Violence 

Public misrepresentation 3 4   With reference to Woza Moya Code of Conduct, any Woza Moya 
employee who publicly misrepresents the aims and objectives of 
Woza Moya to government departments, civil society 
organisations, the media, families and children etc. will be 
subject to disciplinary action. 
 

Unauthorised - use of 
equipment / Resources 
 

3 4   Refer Policy on Company Assets 

Victimisation 3 4   1. Victimisation may be defined as any act or omission directed 
at a person or group by either management or employees 
calculated to make that person or group suffer. 

2. The policy of Woza Moya is to view victimisation in an 
extremely serious light and to eliminate it. 

3. Because victimisation is often difficult to prove, there will be 
a presumption that victimisation has taken place and the 
burden of the proof will lie on the party disclaiming 
victimisation to disprove it. 

4. Woza Moya gives every employee the assurance that s/he 
will not be victimised. 

5. Because of the unique and often subtle nature of 
victimisation each case must be handled on its merits. 

 

 
MISCONDUCT - CATEGORY C  
 

MISCONDUCT 1st 2nd 3rd 4th GUIDELINES ON THE APPLICATION OF THE CODE 

 OFFENCE  

E-mail and/or internet 
and/or electronic 
facilities  inappropriate 
use and/or misuse 

2 3 4  Refer IT Policy 

Incompetence  2 3 4  Woza Moya does not retain the services of incompetent 
employees. 
However, prior to disciplinary procedures being followed, 
professional management ethics demand that a measure of 
counselling, objective setting and ongoing appraisal (either 
formal or informal) takes place.  Refer to Policy on Performance 
Management and Appraisal System. Should the employee fail to 
improve/respond to counselling the ultimate result could be 
dismissal. 

Conflict of Interest / 
Moonlighting 

2 3 4  1. Unauthorized additional part-time employment and / or 
conducting a private business for gain in Woza Moya time 
and on Woza Moya premises is a serious breach of the 
employment contract. 
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2. Regard must be paid to the circumstances of each case in 
deciding the severity of the disciplinary action.  Note that 
additional part-time employment / conducting a business for 
gain outside of Woza Moya time is not, on the face of it, an 
offence.  It may however constitute a breach of contract if it 
is in direct competition with the nature of Woza Moya 
business and the employee uses Woza Moya information 
and knowledge to his/her advantage.   

 

Smoking - in unauthorised 
areas 

2 3 4  1. Smoking is not allowed on Woza Moya premises, except in 
specified designated areas. 

2. It is Woza Moya responsibility to ensure that all employees 
are aware of non-smoking areas in the form of signs and 
correct induction. 

3. Severe warnings are to be given to any offender and it 
should be ensured that offenders are fully aware of the 
rules regarding smoking. 

4. Abuse of this Code could lead to severe disciplinary action. 
 

 
MISCONDUCT - CATEGORY D  
 

MISCONDUCT 1st 2nd 3rd 4th GUIDELINES ON THE APPLICATION OF THE CODE 

 OFFENCE  

Absenteeism 1 2 3 4 1. The contract of employment stipulates the times of 
attendance at work.   Any absence from work therefore 
should be approved by the Woza Moya.  Unsanctioned 
absences constitute a breach of contract and will lead to 
disciplinary action. 

2. Any absence from work which cannot be explained in terms 
of  

a) authorised time off; 
b) legitimate sick leave in terms of the BCEA; 
c) such events which would be acceptable by the 

management, either before, during or after the 
events; shall be regarded as irresponsible absence. 

3. Any employee who is incapacitated through illness is 
legitimately excused from work, but should nevertheless 
report his absence to Management as early as possible.  Any 
absence of more than two days (inclusive or weekends and 
public holidays) must be substantiated by a medical 
certificate, stating the duration of the absence and the 
nature of the illness.  Management can require a medical 
certificate for any absence if the employee’s absence is 
suspect. 

4. Unpaid time off, up to one day, will only be granted under 
special circumstances and must be approved by the 
authorised Management beforehand.  Unpaid leave in 
excess of one day must be authorised by the Management. 

5. An accumulation of three or more days of unauthorised 
absence in one year is considered excessive. 

Poor work performance /  
Poor work habits / poor 
timekeeping  

1 2 3 4 1. Poor work performance may be defined as any execution of 
an employee’s duties which are inadequate to the extent 
that the quality, quantity or safety of his work is not in 
accordance with Woza Moya standards or practice. 
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2. A bad work habit is any personal failing connected to the 
work situation, which although not specifically defined in the 
Code, is likely to adversely affect the quality of the 
employee’s performance ie poor timekeeping, idleness, 
unauthorized extension of lunch hour etc. 

3. Any such failing, if not corrected in the training period 
should be discussed as soon as possible with the employee 
and a warning is incurred if there is no improvement.  
Continued lack of improvement may lead to dismissal. 

 
 

11. GRIEVANCE POLICY & PROCEDURE 
 
A grievance arises where an employee experiences a sense of injustice in connection with a situation at work. 
The grievance procedure has been written in order to enable any employee to inform the organisation of 
her/his dissatisfaction by formally lodging a grievance according to the procedure. 
 
Records 

Copies of all documents and records of meetings should be kept in the employee’s personal file. 
 
Procedure 

 Employees are encouraged to try to resolve the grievance informally by discussing it with the 
relevant people. Should the outcome not be satisfactory to the employee, s/he should lodge a 
formal grievance. 

 

 The employee should fill in a grievance form and hand it to his/her supervisor / manager within 
1 week of the grievance having arisen. To try to resolve the issue, management must 
investigate and hold a meeting with the employee, giving feedback within 5 working days of 
receipt of the grievance form. 

 

 If the employee considers the outcome unsatisfactory, s/he may refer the same grievance form 
to the Director within 2 working days of receipt of the outcome of the first submission. To try 
to resolve the issue, Director must investigate and hold a meeting with the employee, giving 
written feedback within 5 working days of receipt of the grievance form, making provision for a 
hearing if necessary. 

 
:  

 If there is still no satisfactory outcome, the employee may take the matter to the Board in the 
first instance and then the CCMA (Commission for Conciliation, Mediation and Arbitration). 

 
 

12. SEXUAL HARASSMENT 
 

In order to provide a productive and pleasant working environment, it is important that an 
atmosphere of mutual respect be maintained in the workplace. 

 
Accordingly, sexual harassment by any employee of another person will not be tolerated. 
Furthermore, Woza Moya will endeavour to protect employees from reported harassment by non-
employees in the workplace. 

 
Sexual harassment shall be considered as unwelcome sexual advances, requests for sexual favours 
and other verbal or physical conduct of a sexual nature that takes place under any of the following 
circumstances:- 

 when submission to the sexual advance is a condition of keeping or getting a job, whether 
expressed or implied; 

 when a person in authority makes a personnel decision based on an employee’s submission or 
rejection of sexual advances; 
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 when sexual conduct unreasonably interferes with a person’s work performance or creates an 
intimidating or hostile working environment. 

 
Sexual harassment shall include:- 

 innuendoes/suggestive remarks or insinuations about a person’s sex or private life, appearance 
or body; 

 any unwanted physical contact, staring, leering or whistling; 

 any obscene gesture or indecent exposure; 

 display of sexually offensive material including pictures, magazines or objects; 

 continued pressure for dates; 

 Unsolicited letters, gifts or telephone calls. 
 
 

Unfounded or frivolous complaints of sexual harassment.  
 

 Being accused of and being investigated for an allegation of sexual harassment will cause 
trauma to the employee concerned. It is therefore necessary to protect employees from 
unfounded or frivolous allegations of sexual harassment. 

 

 Should it be found during the investigation or disciplinary enquiry stage that the allegation 
made is unfounded, frivolous or malicious, disciplinary action shall be taken against the 
original complainant. 

 
 

13. SUBSTANCE ABUSE 
 

No employee shall have in his/her possession or control nor bring onto Woza Moya premises any alcohol, 
intoxicants, including dagga / marijuana or illegal drugs without authorisation. 
 
No alcohol or intoxicants may be consumed on Woza Moya property without authorisation. 
 
No person who is deemed to be in an unfit state to work due to consumption of alcohol or other intoxicating 
substances or medication, shall be allowed onto Woza Moya premises or to drive a Woza Moya vehicle. 
 
Any employee suspected of being in a state of intoxication may be requested to undergo an alcohol test. No 
employee shall unreasonably refuse to undergo such a test when requested to do so. 
 
Any employee, who suspects another person of being in an unfit condition to work, shall endeavour to prevent 
such a person from driving a Woza Moya vehicle or entering the premises. The employee is also required to 
report the incident to Management and failure to do so will constitute a transgression. 
 

 
14. ORGANISATIONAL ASSETS: VEHICLES, MATERIALS AND EQUIPMENT 

 
14.1 Authorisation to drive/operate Woza Moya vehicles/equipment 

 
Woza Moya vehicles and equipment may only be driven / operated by employees with official authorisation to 
do so during the times authorised. Authorisation to drive Woza Moya vehicles shall only be granted after 
presentation of an appropriate valid driver’s licence. 

 
Unauthorised use of Woza Moya’s vehicles and equipment shall render such unauthorised driver or operator 
personally liable for any damage caused. 
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14.2 Reckless/Negligent use of vehicles and equipment  
 
Any employee who is found to be responsible for damage or loss or to have abused Woza Moya’s vehicles or 
equipment due to recklessness, irresponsibility or driving/operating under the influence of alcohol or 
intoxicants shall be subject to disciplinary action. Furthermore, such employees shall be personally liable for 
any damage caused under these circumstances. 

 
14.3 Reporting of vehicle accidents 
 
Should an employee be involved in an accident whilst driving a Woza Moya vehicle, such accident must be 
reported to Woza Moya immediately. 

 
14.4 Unauthorised passengers 
 
No employee may convey unauthorised passengers/goods in a Woza Moya vehicle. 

 
14.5 Protection of materials and equipment 
 
All materials and equipment must be appropriately safe-guarded against loss, theft, damage, abuse and the 
elements. 

 
14.6 Location of equipment 
 
Equipment must be stored or located only at the site designated for that purpose. 

 
14.7 Observance of traffic regulations 
 
Drivers of vehicles shall observe all traffic regulations; this includes but is not limited to, not using mobile 
phones whist driving and the adherence to speed limits. Contraventions of such regulations shall be the 
responsibility of the individual. 
 
 
14.8 Inspection of vehicles and equipment 
 
In order to ensure compliance with legislation/traffic ordinances, drivers responsible for operating Woza Moya 
vehicles/equipment are required to inspect their vehicles/equipment each time they are used. 

 
Drivers shall ensure that vehicles have adequate fuel, oil and water as well as check the tyres before starting a 
trip. 

 
14.9 Security of materials and equipment 
 
No materials or equipment shall be issued or received by Woza Moya without proper documentation to signify 
such issue or receipt. 

 
14.10 Surplus materials and equipment 
 
Materials and equipment surplus to requirements must be secured and reported to Management before its re-
distribution within Woza Moya. 
 
 
 
 
 
 

 
. 
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15. IT AND ELECTRONIC COMMUNICATIONS 

 
15.1 Telephones 
 
Employees may not use Woza Moya telephones for private purposes without authority. 

 
15.2 Internet 
 
Only employees who are authorised to use the Internet may do so. Such employees shall not access the 
Internet for private purposes without permission from a manager. 

 
In order to protect Woza Moya’s computers from viruses, no employee may send or receive chain letters via 
the Internet nor open a document from an unknown source. 
 
No employee shall use the Internet to conduct private business. 
 
No employee may send or down load pornographic or other offensive material from the Internet or e-mail. 

 
Employees may not play electronic games during working hours. 

 
Employees may not send or receive private e-mails without permission. 
 
Employees may not use their mobile phones to access Woza Moya bandwidth 

 
 

 
16. RIGHT OF ADMISSION TO THE PREMISES 

 
Admission to Woza Moya premises and work areas is reserved.    
 
16.1 Admission of unauthorised persons 

 

 Employees shall not admit unauthorised persons to the premises of Woza Moya.  
 

 Employees shall report the presence of unauthorised persons on Woza Moya premises to 
Management. 

 
16.2 Admission of employees on suspension from work 
 

 No employee who is suspended from work pending a disciplinary enquiry shall be permitted to enter 
the premises of Woza Moya, except where special circumstances exist.  

 

 Where special circumstances exist, the employee must obtain permission from a Director or his 
nominee in his absence and be accompanied by a designated Woza Moya official. 

 
16.3 Access points 
 

 Employees shall enter and leave Woza Moya premises through the designated access points, being 
the main gate. Except in an emergency, no employee shall enter or leave Woza Moya premises 
through any point other than the main gate and specifically not by climbing through, over or under 
any window, wall or fence. 

 
16.4 Searching 
 

 Woza Moya reserves the right to search all employees and their possessions on the premises. If called 
upon by an authorised official of Woza Moya, employees shall submit to being searched. 
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16.5 Animals 
 

 No animals, whether domestic or otherwise, shall be allowed into or onto Woza Moya premises or 
conveyed in Woza Moya vehicles without the authority of Management. 

 
 

16.6 Visitors to Woza Moya 
 

No unauthorised persons shall be permitted to the Woza Moya compound. Where permission has been 
obtained for the admission of visitors to Woza Moya premises, the employee concerned shall be directly 
responsible for the conduct of such persons. 

 
The following protocol will be followed to accommodate visitors’ to Woza Moya and its programmes: 

 Appointments should be made in the first instance through the Programme Manager/Management to 
obtain permission for the intended visit. 

 Prior to the visit the following information should be established 

o Purpose of the visit 
o Names and contact details of visitors 
o Time limit set by the Programme Manager / Management 

 Under no circumstances should visitors 

o Talk to either clients, children or caregivers and/or guardians 
o Take photographs (without the express permission of management) 

 
 
 

17. HEALTH, HYGIENE & SAFETY 
 
17.1 Personal hygiene and dress 
 

 Employees are required to ensure that they are appropriately attired to carry out their duties. 
Employees must, at all times whilst on duty, wear the uniform provided by Woza Moya for this 
purpose.  

 

 Employees are required, at all times, to ensure their own cleanliness and personal hygiene. 
 

17.2 Protective clothing and equipment 
 

 Protective clothing and equipment is issued for certain work but remains the property of Woza Moya. 
 

 Such clothing or equipment shall be returned to Woza Moya when an employee leaves Woza Moya. 
Such protective clothing or equipment shall not be sold nor disposed of in any way. 

 

 Employees shall take proper care of protective clothing and shall not cut or alter it in any way without 
authorisation. 

 

 Where an employee loses items of protective clothing or equipment issued, the employee may be 
required to replace such items. 

 
17.3 Compliance with statutory requirements or regulations 
 

 It shall be the responsibility and duty of every employee to:- 

 be familiar with all relevant statutory acts and regulations; 

 Observe the applicable requirements or provisions at all times.  

 Copies of the relevant acts and regulations will be available on request for perusal by individuals at 
times convenient to Woza Moya. 
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17.4 Emergency, safety or fire procedures  
 

 Woza Moya has established policies, procedures and practices relating to fire, emergencies and 
safety. Non-compliance with certain of these may result in disciplinary action. 

 

 It is the responsibility of each employee to familiarise herself with and to comply with the emergency 
and safety procedures and practices relating to the operation, first-aid, fire and evacuation. 

 

 All employees shall participate and make themselves freely available if called upon to undergo 
training or to become a member of an emergency team. 

 

 Any employee who fails to report an emergency, accident, injury or fire shall be subject to disciplinary 
action. Furthermore, it is incumbent on employees to render whatever assistance they can to any 
injured or ill person. 

 

 Should an employee sustain an injury (no matter how minor) at work, such injury must be reported to 
Woza Moya as soon as possible. Accidents which are not reported may not be accepted for purposes 
of compensation. 

 
 

 
18. HIV/AIDS /TB/ COMMUNICABLE DISEASES 

 
18.1 HIV/AIDS 
 
Woza Moya is an organisation which aims to combat the stigma associated with HIV/Aids/TB. Therefore all 
employees will be encouraged to know and disclose their HIV /TB status.  Woza Moya provides continuous 
support and counselling to its employees on the question of HIV/Aids/TB and its treatment. However 
confidentiality about the HIV/TB status of employees and Woza Moya’s clients shall be strictly observed by 
third parties. 

 
18.2 Contagious diseases 
 
Should an employee contract a contagious or communicable disease or be in contact with someone suffering 
from such a disease, Woza Moya must be advised. Such information shall be treated as confidential by Woza 
Moya.  
 
 

19. USE OF WATER, POWER & APPLIANCES 
 
19.1 Electric lights, power and water 
 
Employees shall ensure that water taps, electric lights and appliances are switched off when not in use unless 
specific instructions to the contrary are issued  

 
19.2 Use of appliances 
 

 Employees shall exercise due care and follow instructions with regard to the use and care of 
machinery, electrical equipment, tools and appliances. 

 

 Employees shall not use Woza Moya appliances and equipment for private use without permission. 
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20. POLITICAL SLOGANS/BANNERS/LITERATURE 
 
Employees are not permitted to display party political posters, banners, flags or other literature or apparel on 
Woza Moya property.  

 
 

21. EXTERNAL COMMUNICATIONS 
 
21.1 Media Statements 
 
Only designated Woza Moya employees may liaise with the Press or Electronic Media. No employee may make 
any public statement concerning Woza Moya or its affairs without written authority, this includes all aspects of 
social media messaging including but not limited to WhatsApp, Facebook, and Twitter etc. 

 
21.2 Dealing with Clients  
 

 Employees shall deal with Woza Moya’s partners, donors, clients, suppliers, their associates and the 
public in a courteous manner.  

 

 Only employees designated by Management shall discuss matters relating to requests and complaints 
with Woza Moya’s partners, donors, clients, suppliers or their associates. 

 
 

 
22. CHILD PROTECTION POLICY & PROCEDURES 

INTRODUCTION 

Woza Moya is committed to protecting the safety and wellbeing of children.  

We uphold the rights and obligations of the United Nations Convention on the Rights of the Child and are 
dedicated to protecting children from harm, exploitation and abuse. Through the identification and 
management of risks that may lead to harm of children, Woza Moya aims to provide the safest possible 
environments for any children with whom it works. We encourage child-safe practices within our organisation 
with the aim of children experiencing zero harm as a result of our programs.  

 
1. PURPOSE 

This Child Protection Policy aims to achieve the following: 

a. To protect children from harm, exploitation and abuse, by adopting a goal of children 

experiencing ‘zero harm’ as a result of our programs. This will be achieved by identifying and 

managing the risks associated with working with children, and ensuring that internal procedures 

are in place and known by staff for handling complaints related to child protection;  

b. To protect Woza Moya staff and representatives from undue suspicion or incorrect allegations by 

having a clear and transparent reporting system; and 

c. To protect Woza Moya organisational integrity and reputation, as well as that of its partners, by 

deterring child sex offenders with a sound Child Protection Policy and related procedures.  

Woza Moya is obliged to abide by local and international criminal laws and international conventions relating 
to child rights and protection. 
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2. GUIDING PRINCIPLES & OBLIGATIONS OF WOZA MOYA AND OF ITS STAFF, VOLUNTEERS, CONSULTANTS 

AND REPRESENTATIVES 
1
 

a. The universal foundation for child protection is the United Nations Convention on the Rights 

of the Child, which fundamentally states that children have their own inseparable set of 

rights. Woza Moya believes in upholding the rights of children and will abide by all national 

and international laws relating to child protection; 

b. Woza Moya adopts a goal of children experiencing ‘zero harm’ as a result of its programs. 

We believe that any form of child abuse or exploitation is unacceptable and we are 

committed to taking all reasonable steps to ensure that children directly affected by our 

programs are kept safe; 

c. Woza Moya staff, volunteers, partners and other representatives are required to report any 

suspicion of child abuse or exploitation. All allegations will be investigated in a fair and 

thorough manner designed to protect children from exploitation and alleged perpetrators 

from undue damage to their reputation. We believe in an open, transparent and confidential 

reporting process that fairly protects all those involved until a verdict is reached; 

d. Woza Moya will create child-friendly organisational culture, with all personnel adhering to 

the Child Protection Policy. To this end all personnel of the organisation will be provided with 

a copy of the Child Protection Policy in the local language. They will be briefed on the policy 

as a part of their orientation to the organisation and will be required to sign the Child 

Protection Code of Conduct. Failure of personnel to abide by the Code of Conduct may lead 

to immediate dismissal and legal action; 

e. Where relevant, Woza Moya will require Criminal Background Checks on staff and 

volunteers who will be working with children, defined as personnel working in a position that 

involves regular contact with children, either under the position description or due to the 

nature of the work environment 

f. For new appointments to Woza Moya who will be required to work with children, as per the 

aforementioned definition, the following child-safe recruitment processes will be followed: 

 Targeted interview questions will be included in the interview schedule; 

 Explicit questions with respect to Child Protection will be included in verbal 

reference checks of preferred candidates; and 

 Where relevant preferred candidates will be asked to undergo, and will be required 

to submit a completed Criminal Record Check. 

g.  Woza Moya will identify any child protection risks in programs and, in consultation with 

staff, adopt strategies for managing perceived risks and to ensure compliance with the Code 

of Conduct; 

h. Woza Moya will protect all children regardless of their nationality, culture, ethnicity, gender, 

religious or political beliefs, socio-economic status, family or criminal background or physical 

or mental health. We believe in providing equal protection to all children. 

i. Woza Moya will communicate this Child Protection Policy to all relevant parties including 

Board and committee members, staff, volunteers, consultants and  partners – providing a 

                                                 
1 Staff   = paid personnel in organisation 

  Volunteers  = official volunteers, engaged or under the responsibility of the organisation 

  Consultants  = professional contractors paid by the organization to perform a service 

  Representatives    = Board of management, committee or sub-committee members 
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printed copy of the Child Protection Policy to all the aforementioned; and will review this 

policy when there are changes to programs or relevant legislation so that it remains current, 

effective and appropriate. 

 
3. DEFINITION OF CHILD ABUSE 

This Child Protection Policy relates to the protection of children below the age of 18 years, against 
mistreatment in the context of any Woza Moya program. Mistreatment of children includes any contravention 
of the Code of Conduct (attached) and all forms of:  

 physical abuse (violence towards children),  

 emotional abuse (for example, when a child is rejected, ridiculed or threatened),  

 sexual abuse (when a person uses power or authority over a child to involve the child in sexual 

activity);  

 neglect (failure to provide the child with the basic necessities of life); 

 Child Labour (Where work is considered harmful to the child given their particular age and the type 

and frequency of the work) 

 
4. COMPLAINTS MANAGEMENT AND REPORTING PROCESS 

Woza Moya considers the abuse and exploitation of children to be completely unacceptable. We will take all 
concerns and reports of child abuse seriously and act on these reports immediately. The organisation seeks to 
encourage a culture of openness, such that staff and others will report any concerns without fear of 
retribution or reprisal. 

It is mandatory for all Woza Moya staff to report concerns or allegations of child abuse. These concerns may 
relate to a child or a staff member involved in the organisation or a concern about a child or person/s outside 
of the organisation’s programs. If a staff member has a concern they are required to immediately follow Woza 
Moya child abuse reporting procedures. 

Who should report? 
All Woza Moya staff and others, including people in the community, should report. 

What should be reported? 

 Any disclosure or allegation from a child/community member or staff regarding the safety/abuse 

exploitation of a child. 

 Any observation or concerning behaviour exhibited by Woza Moya staff, volunteer or other relevant 

stakeholder that breaches the Woza Moya code of conduct for working with children. 

 Inappropriate use of the organisation’s photographic equipment or computers including evidence of 

child pornography. 

 Staff engaging in suspicious behaviour that could be associated with sexual exploitation or trafficking. 

To whom should the report be made? 
Child abuse reports should be made to the Chief Executive Officer (CEO) and the Chairperson of the Board.  

When to report? 
Child abuse concerns should be raised immediately. 

How should it be reported? 
Verbally and by completing the Woza Moya Child Abuse Incident Reporting Sheet (copy attached). 

What will happen next? 
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 The person who has received the report or another relevant management staff person, in 

consultation with the Chairperson of the Board or Management Committee will discuss the 

allegations and then decide upon the next step. This will include: 

1 Interviewing the person/persons who made the allegations or other witnesses to gather 
more information with which to make a decision; OR 
2 EITHER 

i. Report to local police and or child protection authority; OR 

ii. Concern handled internally if it is not a criminal matter; OR 

iii. No further action taken 

 
Guidelines 

 Woza Moya will treat all concerns raised seriously and ensure that all parties will be treated fairly and 

the principles of natural justice will be a prime consideration. All reports will be handled 

professionally, confidentially and expediently. 

 All reports made in good faith will be viewed as being made in the best interests of the child 

regardless of the outcomes of any investigation. Woza Moya will ensure that the interests of anyone 

reporting child abuse in good faith are protected. 

 Woza Moya will support, children, staff or other adults who raise concerns or who are the subject of 

concerns. 

 Any employee, who intentionally makes false and malicious allegations, will face disciplinary action. 

 The rights and welfare of the child are of prime importance. Every effort must be made to protect the 

rights and safety of the child throughout the investigation. 

 
5. REVIEW 

This policy and related procedures will be reviewed periodically, at least every three years. 
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 ACKNOWLEDGEMENT OF 
  WOZA MOYA POLICY AND PROCEDURES MANUAL 
 
 
I hereby confirm that I have received and/ or had sight of the Woza Moya’s Policy and Procedures Manual. I 
acknowledge that I have read and understand the policies and procedures outlined in this document and 
including the Woza Moya Disciplinary Code of Conduct, which has been explained to me. 
 
....................................................   .....................................................    …………………………………………. 
EMPLOYEE’S NAME     EMPLOYEE NO.                  EMPLOYEE’S SIGNATURE 
   
…………………………………….. 
DATE: 
 
 
 
………………………………………………… ………………………………………………..              ……………………………………… 
WITNESS NAME    WITNESS SIGNATURE   DATE: 
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CHILD PROTECTION CODE OF CONDUCT 

WOZA MOYA 
 

I, ____________________________________, engaged by Woza Moya, agree that while implementing 
activities of Woza Moya, I will: 
 
 treat children with respect regardless of race, colour, sex, language, religion, political or other opinion, 

national, ethnic or social origin, property, disability, birth or other status 

 not use language or behaviour towards children that is inappropriate, harassing, abusive, sexually 
provocative, demeaning or culturally inappropriate 

 not engage children in any form of sexual activity or acts, including paying for sexual services or acts, 
where under the law(s) applicable to the child, the child is below the age of consent or the act(s) are an 
offence under relevant laws 

 wherever possible, ensure that another adult is present when working in the proximity of children 

 not invite unaccompanied children into my home, unless they are at immediate risk of injury or in physical 
danger 

 not sleep close to unsupervised children unless absolutely necessary, in which case I must obtain my 
supervisor’s permission, and ensure that another adult is present if possible 

 use any computers, mobile phones, or video and digital cameras appropriately, and never to exploit or 
harass children or to access child pornography through any medium (see also ‘Use of children’s images for 
work-related purposes’ below) 

 refrain from physical punishment or discipline of children (excluding my own children) 

 refrain from hiring children for domestic or other labour which is inappropriate given their age or 
developmental stage, which interferes with their time available for education and recreational activities, 
or which places them at significant risk of injury 

 comply with all relevant legislation, including labour laws in relation to child labour 

 report immediately any concerns or allegations of child abuse in accordance with appropriate procedures. 

Use of children’s images for work-related purposes 
When photographing or filming a child for work-related purposes, I must: 
 
 before photographing or filming a child, assess and endeavour to comply with local traditions or 

restrictions for reproducing personal images 

 Before photographing or filming a child, obtain consent from the child or a parent or guardian of the child. 
As part of this I must explain how the photograph or film will be used 

 Ensure photographs, films, videos and DVDs present children in a dignified and respectful manner and not 
in a vulnerable or submissive manner. Children should be adequately clothed and not in poses that could 
be seen as sexually suggestive 

 ensure images are honest representations of the context and the facts  

 Ensure file labels do not reveal identifying information about a child when sending images electronically. 

I understand that the onus is on me, as a person engaged by Woza Moya, to use common sense and avoid 
actions or behaviours that could be construed as child abuse when implementing activities of Woza Moya. 
 
 
 
Signed: ________________________________________       Date:   ____________________ 
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CHILD PROTECTION INCIDENT REPORTING SHEET 
 
Please fill out as many sections as possible with as much detail as you can. This form is confidential. 
 
Date:       Time: 

Venue/Address: 

Name of Child:                 Age/Date of birth: 

Address:  

Name of parents or guardians: _____________________________________________ 

 

Details of Concern/ Suspicion/ Incident: 

Describe what happened: time, dates, and names of person involved, behaviour or physical signs observed, 
any other details: 
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Details of any conversation with the child: 

 

 

 

 

 

 

 

Have you contacted anyone about this concern?       YES        NO     

(Please circle one) 

If so, who have you contacted?  

 

Please sign this report and print your name and your position in the organisation 

 

Signature: _____________________________   Date: _________________________ 

Name: ________________________________   Position: ______________________      

 

OFFICE USE 

Name of person who received Incident Report _____________________________________________ 

Date received ______________    Action taken______________________________________ 

 
 


