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                                                          DRAFT

                               POLICY AND PROCEDURE MANUAL

                                                          FOR 

                               BOTSWANA GUIDES ASSOCIATION

Purpose of policy and procedures

It provides guidelines to the Botswana Guides Association (BOGA) members in their day – to – day administration of the Association. It also provides general rules and regulations that control the relations between the members and Association. These policies and procedures provide guidelines to the Executive Committee, Staff and members. The BOGA Executive Committee and management should ensure that the policies and procedures are reviewed and amended regularly to meet the Association’s changing needs.

DEFINITIONS
 BOGA refers to Botswana Guides Association

 Executive Committee refers to the elected management committee as defined in the constitution

Committee Member means those individuals elected to the Committee and any other official members as defined in the constitution. 

Member / membership refers to all registered individuals. 

Staff / Employees refers to those individuals who are employed by BOGA, be it on full time or part-time basis, on permanent / contract, which draw a regular salary from the Association. 

Manager provides expert advice to the committee and various aspects of development within the mandate of the association. The manager will report directly to the Executive Committee and is in charge with responsibility of all other BOGA staff, and coordination of BOGA operations, management, marketing, and liaise closely with BOGA Consultant and other stakeholders to provide expert advice to the Executive Committee on the various aspects of development within the mandate the association.

Other Staff are any other staff employed by BOGA and charged with various duties in the offices in Maun or Kasane. This entire staff will report directly to the manager.

FORMULATION AMENDMENT AND APPROVAL OF POLICIES AND PROCEDURES

Any member of BOGA can initiate administrative policies and procedures by submitting proposal to a duly constituted general meeting, or to the Chairman, or Secretary of the Executive Committee.

All BOGA policies and procedures must be approved by a general meeting, and require a two – thirds majority.

Once the policy is approved in a general meeting, it immediately takes effect, and it is the responsibility of the Executive Committee Chairman, through the Manager, to ensure that all administrative policies and procedures are adhered to all times.

The Manager has the responsibility to update the policies and procedures manual to incorporate 

ELECTION OFFICE BEARERS

Qualifications for the elections to hold Office

Eligibility for election to the BOGA Executive Committee is open to all members, 21 years of age and above.

BOGA will not discriminate in any form in electing eligible people to positions of responsibility.

However, the following guidelines should be used in assessing a candidate’s suitability for election to positions of responsibility.

.Basic literacy

.Thorough understanding of natural resources management issues

.Demonstrable leadership qualities

.Commitment to the BOGA cause and willingness to serve the members

.Recognized expertise in one or more fields to BOGA’s operations will be added advantage

CONDUCT OF MEETINGS

Convening Meetings

The Manager should, at the commencement of each year draw up a schedule for the General Meetings for the year, which should be approved by the Executive Committee.

The Manager should, prior to each meeting, request the secretary and chairperson to submit Agenda items. And together with the Executive Committee Chairperson and the Secretary prepare the final agenda and distribute it to all Executive Committee members prior to the meeting.

In a case where the meeting can not be held on the scheduled date, the Executive Committee Chairperson and Secretary must agree on an alternative date. Executive Committee members must be informed of the new arrangements at least seven days prior to the proposed date of the meeting, and in writing.

A quorum will be required for a properly constituted Executive Committee or general meeting.

Meeting Procedures

There will be standing agenda items for every meeting including approval of previous meeting, matters arising, Management Report, Financial Report, work plan for the following month. 

For each item discussed or motion debated, a specific resolution must be made, where appropriate, and if by vote the minutes must show the voting split.

The proceedings of each meeting should be precisely minuted. The minutes must reflect the agenda item, resolution taken, action to be taken, person/ organization/officer responsible for the action, and deadline.

The minutes of each meeting must clearly reflect all action items: what action to be taken, by whom, expected date of completion, and deadline and date of report back to the meeting. Uncompleted action items should be carried forward to the next meeting until completed. At each deadline, if that was the case, it should be obtained from the action officer. A new and more realistic deadline should then be set. It is the responsibility of the Executive Secretary to ensure that all action items are followed up as specified, and seek the assistance of the Manager and BOGA consultant if necessary.

Where feasible, the minutes of meetings must be distributed to all those attending or approved recipients within 5 days of the meetings, and office copies to be kept in a file.

 It is the responsibility of the Chairperson to ensure that no individual or interest group dominates the proceedings, to ensure all views are heard.

Obligation

By accepting elections to the office, committee members accept responsibility and accountability for managing the affairs of the association. This responsibility carries with it certain obligations which include regular attendance at meetings, responsible, intelligent and constructive contribution at meetings, carrying out assigned tasks diligently and timeously, accepting joint responsibility for the committee’s failures and successes, accountability to the members and transparency in conducting Association operations. Furthermore, the decision taken by the committee should be seen transparent and as far as possible, not serving the interest of committee members. 

Declaration of interest

Upon acceptance of election to the committee each member must submit a declaration of interests, and any other personal activities that might be in conflict, or competing with the interests and operations of BOGA. A member who fails to make such a declaration and is subsequently discovered to have a conflict of interest with BOGA will be immediately suspended from the committee and general membership of BOGA.

CMMITTEE MEMBER’S SITTING ALLOWANCES

BOGA committee members will be paid equal sitting allowances, of an amount to be determined by the Annual General Meeting( currently P300 ) per sitting for all Committee and General Meetings ( one paid Committee Meeting per month and one General meeting every two months ). To qualify to draw a sitting allowance, Committee members must have been present for the full duration of the meeting. Each member will complete a prescribed sitting allowance claim form, which details the name of the member, dates of the meeting and amount claimed and amount claimed by each.

COMMITTEE, STAFF AND BOGA MEMBERSHIP COMMUNICATION

On all official Association business general members of BOGA should endeavor to communicate with the Association’s staff only through the Committee, or at General Meetings, unless under exceptional circumstances to the Manager.

The staff, charged with implementation of the policy and procedures, should be given all the authority and resources to carry out their responsibilities without undue interference from the Committee and members, and be held accountable for their actions. 

The Committee will hold general meetings every 2 months, at which financial statements for the previous 2 months and the budget estimates for the following two must be presented to and approved by the members.

Notice of the meeting, including an agenda, is put up at the office seven days in advance.

Procedures

Individuals with complaints about staff inform the Committee Chairperson or Secretary of their concern. The Chairperson takes up the issue with the Manager about the concerned staff member for the Manager to investigate. Where deemed necessary, a hearing with a complainant may be called. Otherwise normal disciplinary action may be taken where evidence of misconduct abounds.

Members of the Association with specific issues to be discussed in a general meeting must first submit the matter to the Committee Secretary for it to be included in the next Committee meeting, and the Chairperson should inform the individual concerned accordingly.

The Secretary must ensure that individual motions referred to in the General meeting are included in the agenda for the next General meeting.

COLLABORATION

 External relations

BOGA will endeavor to network with government departments, NGOs, CBOs and many other development agencies as possible.

However, the Committee, taking into account the benefits that BOGA might reap out of such a relationship, must be carefully each new institutional linkage.

All new linkages must be approved by the Committee and informed members.

COMMITTEE’S OPERATION BUDGET

 The Committee’s annual operating budgets will be as defined in the Constitution.

 The annual budget must be based on specific activities as outlined in the annual plan prepared by the Committee and approved by the membership in a duly constituted General Meeting.

The budget should include revenue and expenditure estimates for each budget item, and performance against budget must be reported at each General Meeting, and variances explained.

The members before the commencement of the fiscal year must be approve the BOGA annual budget.

Procedures

The Committee must convene a Special General Meeting one month before the end of the financial year to discuss and agree a plan of activities for the following year.

The Manager should prepare and submit to the Committee a draft budget at least 2 months the end of the financial year.

At each meeting the Manager must present a comprehensive report on how the association has performed in relation to the budget, and give full explanations for any variances, and remedial action to be taken, if any. 

PROCEDURES FOR ACCESSING BOGA FUNDS

To withdraw funds from any BOGA account, a resolution of a properly constituted meeting of the Committee must be passed, specifying the purpose and amount required.

FINANCIAL PROCEDURES

The Accountant has the sole responsibility for the receiving, safe custody, withdrawal, and disbursement of the Association’s funds, and is also responsible for maintaining and disbursing of petty cash, and holding all receipt books. The Manager has a right to advise the Accountant and the Committee in general of acceptable accounting practices, and to insist that correct financial procedures be adhered to, both by individual Committee members and the corporate committee.

A bank deposit slip bearing an official stamp must be obtained for each deposit made, and kept safely in the office file.

The Accountant must maintain a receipt book and issue receipts for all cash received, no matter how small the amount.

Records of all financial transactions undertaken must be maintained in accordance with standard financial procedures, and filed appropriately for ease of reference. The Accountant must compile end of month reports.

All cash withdrawals must be approved in advance by the Committee (except petty cash ), and the Treasurer or either the Chairman or the Manager must sign each withdrawal cheque / withdrawal slip.

The Committee must report the Association’s status annually. The report should include the total revenue, interest earned, how much to be retained in the BOGA fund for the Association’s administrative costs, and the following year’s budget.

The Accountant must prepare monthly financial statements for consideration by the Committee, and all items of expenditure must be supported by appropriate documentation

Such as receipts, cashbooks, bank transactions records etc.

The Committee shall appoint external auditors annually; who must submit audited financial statements within 2 months of the end of each year.

COMMITTEE, MEMBERS and STAFF MEALS, TRAVEL and OVERNIGHT ALLOWANCES

 Staff and members spend the day away from Maun on BOGA business are entitled to P65,meal allowance who spend the day away from Maun on BOGA business, provided the trip is authorized by the Committee.

If the individual has to spend a night out, an additional P129.50 will be paid for each night spent out.

BOGA will pay for all travel expenses incurred by the staff, Committee and members traveling on official BOGA business beyond Maun, or reimburse travel expenses on the basis of mode of transport used.

An imprest of P500.00 or an amount estimated for an extended stay away from normal base to be obtained, with Committee approval.

Imprest must be returned within a week upon the return of the individual concerned to Maun. Dated and signed receipts, with payee’s company stamp where possible, should be produced to support authorized expenditure.

Any individual who fails to retire imprest taken will not be allowed to draw any more until the outstanding amount is paid. If a period of more than one month expires before the imprest is returned, BOGA shall recover the money from individual’s salary or allowances. The Manager in the case of BOGA staff should authorize staff meal and over night allowance requests. In case of the Manager and other Committee members, the Chairman must grant authorization. The Chairman will recover such money from the members in the event that they fail to retire imprest taken.

The meals, travel and over night allowances will only be paid for authorized trips that are not paid for by donor or some other organization.   

PETTY CASH MANAGEMENT

The BOGA office should maintain a petty cash float of P 1,000 for use in the day to day running of the office and purchase of consumable items. The petty cash must be maintained by the Accountant and Treasurer.

Drawing money from Petty Cash

The individual requiring cash will sign an official Petty Cash Voucher indicating the amount of money required and the purpose. The name of the payee will be clearly written on the voucher, and the date of disbursement.

The Manager should authorize all Petty Cash Vouchers after ascertaining the need for such cash, and the genuineness of the purpose.

Upon purchasing the items or using the money, the payee must submit an official receipt showing the items bought and the amount, and surrender the change to the officer responsible for Petty Cash.

The Accountant will ensure that all Petty Cash drawn is accounted for, or else report the individual who fails to account for cash drawn to the Manager.

PROCEDURES FOR PETTY CASH REIMBURSEMENT

The Accountant must balance Petty Cash Vouchers against Petty Cash held, at the end of every month.

All vouchers to be added up and a cheque requisition rose, and submitted to the Manager for authorization.

The Accountant to raise cheque, and submit, with supporting vouchers, to authorized signatories.

The Manager to carry out regular spot checks to ensure Petty Cash is not abused.

CHEQUES WRITING PROCEDURES

All cheques issued must be against an original invoice. The Treasurer and either the Manager or Chairman must sign cheques.

PROCEDURE

The Accountant raises a cheque requisition attaching original invoice or appropriate supporting documents, and submits to the Manager for authorization.

If a cheque pays more than one invoice number, amount and date must be noted on the requisition, and the cheque counter-foil.

The Accountant must then submit the cheque and all supporting documentation to the authorized signatories for signing of the cheque.

Cheque requisition and invoices must be appropriately filed.

FINANCIAL REPORTING

The Accountant must produce, and submit to the Board accurate monthly income and expenditure accounts.

Annual audited accounts must be produced within the period specified by the Constitution after expiry of the fiscal year.

The Committee should present the audited accounts to the members not later than 60 days after the end of the fiscal year.

ADMINISTRATION OF BOGA ASSETS

The Manager, under the supervision of the Committee, has the responsibility for the proper utilization and care for all BOGA assests  ( building, equipment, furniture and machinery )

A proper and up to date assets register will be kept, indicating the item and serial number where applicable, purchase value, date of purchase and physical location.

Each item will have a depreciation schedule to be determined by the Committee, and funds will be set aside for the replacement of depreciable assets, in a special depreciation account. The Committee is charged with the responsibility of the use of all BOGA assets movable and immovable.

OFFICE 

The BOGA office will be open between 7.30 a.m. and 12.30 p.m. and 1.30 p.m. to 4.30 p.m. weekdays and between 7.45 a.m. to 12.30 p.m. on Saturdays.

The Manager must ensure that the stated office hours are adhered to all times, take responsibility for checking that the office is locked whenever it is not in use, and for the safety of all BOGA property in the office.

All employees should always be correctly dressed in their uniform when on duty.

BOGA Office Equipment use policy

Proper care should be taken of BOGA office equipment i.e. computers, furniture and stationery.

The BOGA telephone will be used for official calls, but the members of the association can use the telephone for emergencies, and pay the full cost of the calls.

Staff is not permitted to make personal calls, unless they are emergencies.

The Accountant will maintain a telephone Calls Register in which the number; duration of the call and caller will be recorded, stating whether the call is official or private.

Insurance of BOGA Assets

All BOGA major assets must be insured (buildings, equipment) at purchase value, with an insurance company registered under Botswana laws. Each year, the Committee should obtain quotations from various companies and select the company to use.

Insurance Policy should cover fire and theft risks, and should be renewed annually by the Manager, the Committee is charged with responsibility to ensure that such insurance policies are renewed in time.

The Manager will keep all the documents relating to the insured assets of BOGA.

A corporate Accident cover up to 30 people per year will be taken, so that all general members and the Committee who might be injured in case of accidents while traveling on, or performing BOGA business are covered.

BOGA employees will be covered under the Workmen’s Compensation Act.

BOGA TENDER PROCEDURES

POLICY

All tenders notices must be approved, and awarded by the Committee. All major capital works and repairs estimated above P 10,000.00 must be put to tender. Below this amount, the Manager is authorized to have works carried out with the Committee consent.

TENDERING PROCEDURES

The Manager will draft a public tender notice detailing the nature of work to be done, deadline for the tender and document submission procedure.

The Committee shall approve the tender notice at a properly constituted meeting.

The Chairman and Secretary will open sealed bids on the specified date, in the presence of bidders present, and publicly announce.

A special Board meeting will then be convened to consider the bids and decide on whom to award the tender.

DISPOSAL OF BOGA ASSETS

All BOGA assets will be disposed, by public auction, only after Committee and general membership’s resolution to do so. The Committee will set an economic minimum bid, taking into account the retail value of the item in question.

CORRESPONDENCE

All official BOGA correspondence should be addressed to the secretary of the Committee, not individuals.

Procedures

The Manager should open, stamp and register all incoming mail on the day it is received.

The Manager should indicate on the mail / message register the date of referral to the secretary, and the date action taken.

LEGAL AND OTHER PROFESSIONAL ASSISTANCE

BOGA may from time to require appropriate legal or professional assistance and representation on issues the Committee feels require professional / legal inputs. A Committee resolution will be passed in a duly constituted meeting of the Committee, specifying the terms of reference of the professional / legal advisor, which should be approved at a general meeting. The Manager will take responsibility for eliciting such assistance. The appointment of the legal representative / professional advisors will be made by the advice of the Committee.

Confidentiality of BOGA message and information

Official information discussed within BOGA or provided to Committee members should be treated as confidential and should only be relayed to the Committee or concerned members.

Only the Committee Chairperson has the authority to disclose such information, especially to the media. Otherwise only the full Committee can do so.

Unauthorized disclosure of official information will lead to disciplinary action in accordance with the Members Disciplinary Code.

CONDUCT OF MEMBERS

Members must always respect the BOGA constitution, rules and regulations and the policy and procedures.

Committee Members must attend all meetings.

Committee Members must respect the confidentiality of all BOGA information.

By accepting election, office bearers commit themselves to serve the members to the best of their abilities.

BOGA MEMBERS

Every member of BOGA will at all times respect the rules and regulations that BOGA lays down for a sustainable utilization of camping sites. Failure to adhere to these rules and regulations may lead to a member’s suspension and / or of all BOGA benefits, and if necessary prosecution in a court of law. 

AMENDMENT OF THESE POLICIES AND PROCEDURES

This Policies and Procedures Manual will be revised regularly and any section of this Policies and Procedure Manual can be advertised provided a two – thirds majority at a properly constituted general meeting approves the amendment.

CONDITIONS OF EMPLOYMENT

Only the Committee can declare a vacancy within BOGA.

All vacancies must be advertised through written notices.

The Committee in conjunction with the Manager will conduct interviews with the assistance of an employment agency.

All appointments will be in writing, and each employee prior to taking up employment will sign an employment contract stating the conditions of employment.

All new appointments will be on condition that the candidate passes a general fitness medical examination, for which BOGA will pay, and has no criminal records, in the last 5 years.

Procedures

The Manager prepares a vacancy notice which will specify the job title, the duties and responsibilities, qualifications required, age etc., the deadline for the applications once the Committee has declared a vacancy.

The Manager and the Committee Chairman or duly appointed representative screen the applicants, and prepare a short – list for interviews.

The Manager informs all short – listed candidates and the Committee of date, venue and time of interviews.

The Committee and the Manager, interview all short – listed candidates, make selection, and decide salary and date of commencement.

The Manager issues letters of appointment to successful candidate, enclosing an employment contract to be signed by the employee prior to commencement of duty. A job description will also be attached.

A personal file will be opened in respect of each of BOGA employees, and a copy of the letter of appointment, a signed employment contract, and any other subsequent correspondence with the employee will be placed in this file.

BOGA Terms and Conditions of Employment

Probation Period

All new employees will be placed on probation for a period of 3 months. During the period of probation the Manager or the Committee as appropriate will regularly assess the employee’s performance. The final appraisal will be at the end of the 3 months probation period.

Employees whose performance is not to the required standard should be informed of their shortcomings immediately, in writing. Remedial action, e.g. counseling and training should be done or terminated in accordance with Botswana Labour Laws.

The Board reserves the right to extend probation for a period not exceeding one month.

During the period of probation either party can terminate employment without giving reasons, provided notice is given as specified in the employment Act.

Confirmation

Upon successful completion of probation, the Manager will, on behalf of the Committee, issue a letter of confirmation that will be placed in the employee’s personal file.

Working Hours

Office Staff: 7.30am to 12.30 p.m. 1.30 p.m. to 4.30 p.m. Monday to Friday

Overtime

Policy

As a general rule, overtime worked will be compensated for granting time off in lieu.

Time off in lieu (or payment) will be granted if overtime worked is authorized before by the Manager or the Committee Chairperson. The following rules will apply for the time – off in lieu of overtime.

Time off in lieu of overtime worked will be taken, pro rata, within the next thirty days.

On a case-by-case basis, time-off in lieu of overtime worked may be delayed, but not beyond 90 days from the date overtime was earned.

All overtime worked, and time-off in lieu, must be recorded in an approved overtime sheet showing date, number of overtime hours worked and activity.

The Manager will not be eligible for overtime. He is paid responsibility allowance.

Salary / Increases / Reviews

There will be no discrimination in pay for the job.

Depending on the Association’s ability to pay, the Committee may award annual salary increases effective of 1st April every year. These increases will be on merit only, irrespective of gender, etc, but should not be more than the annual rate of inflation. 

Leave


Annual Leave

Entitlement will be 30 days paid leave per annum for all full time BOGA staff. Leave may be taken all at once or as required, with prior approval of the Manager and the Committee.

A leave application form showing number of days taken must be completed by the employee and be signed by the Manager, as appropriate, prior to commencement of the leave, and be placed in the employee’s file.

Sick Leave

Entitlement will be 15 working days per annum.

Sick leave can only be granted by a certificate starting the number of the days the employee is unfit for duty. The medical certificate must be submitted to BOGA management within 72 hours.

In case of hospitalization, sick leave of up to 30 days is allowed. The Committee reserves the right to grant paid sick leave beyond 30 continuous days, or may terminate employment if sick leave exceeds 60 days.

Maternity Leave

Female employees will be granted up to 84 days maternity leave, i.e. 42 days before and 42 days after confinement.

Employees on maternity leave are not expected to resume duty before the expiry of 42 days confinement, and produce a medical certificate of fitness before resuming duty.

If an employee is unfit to resume duty after the expiry of 42 days after confinement, maternity leave taken will be deducted from the employee’s annual leave.

During maternity leave, employees will be paid at the rate of 100% of normal pay.

Paid Public Holidays

New Year

January 2

Good Friday

Easter Monday

May 1

Ascension Day

President’s Day

Day after President’s Day

Botswana Day (September 30)

Christmas

Boxing Day

Gratuity

BOGA will pay gratuities to its staff in accordance with the Botswana Labour Laws, i.e. 1st day’s salary for each of the first consecutive months served or as agreed in the employment contract.

Employee Benefits

The salary and other benefits described above. The Committee from time to time will review the need to pay housing and other allowances.

Staff / Member Training

BOGA employees and members will be sent for training in form of course, workshops, conferences etc. only if the Committee is convinced that the training will benefit BOGA and individual concerned in the execution of their day-to-day duties. Under exceptional circumstances, the Committee may grant unpaid study leave for long-term training.

Staff / members shall not attend any meeting / workshop /conference without prior approval of the Committee, and the Committee must expressly authorize all training related expenses.

Final payment of all / any authorized travel expenses will be made after a final report to the Committee.

Notice Period

Both the employee must give one calendar month’s notice of termination in writing or pay one month’s basic salary in lieu of notice.

CODE OF CONDUCT

Work Performance

Employees are expected to carry out their duties diligently at all times, and to the best of their abilities. Poor performance, whether resulting from negligence, carelessness or whatever, will constitute grounds for appropriate disciplinary action, provided BOGA is satisfied there is no skill deficiency problem on the part of the worker concerned.

Absenteeism

No employee should be absent herself / himself from work without permission of the Manager. If for some reason or the other the employee absent herself / himself without prior notice, the Manager / Committee Chairperson must be informed within 12 hours. 

Time Keeping

Every BOGA employee will report for duty promptly and should be at their workstation and ready to start work at the official starting time. 

Behavior At Work

All employees will at all times treat their co-workers, members of the public and the Committee with respect. Any disputes between an employee and a Committee member or members of the public must be referred to the Manager and Committee Chairperson.

The use of abusive language towards co-workers, Committee member or members of the public will not be tolerated, and lead to disciplinary action taken against the offender.

Threats of violence or assaults, will not be tolerated, and lead to disciplinary action being taken against the offender.

All employees must at all times show respect towards their supervisors, and failure to obey all reasonable instructions will lead to disciplinary action against the offender.

While the Association has no control of employees outside working hours, BOGA may institutes disciplinary action against any member of the staff whose behavior outside the Association’s premises is likely to bring it into disrepute.

CARE FOR ASSOCIATION PROPERTY

It is the responsibility of each employee to ensure that proper care and safety of BOGA tools, machinery and equipment that they use in their day-to-Day work, or which is entrusted to their care. Employees who miss use or show deliberate negligence towards the Association’s property shall be held responsible for whatever damage that occur to the equipment, and may be surcharged.

Alcohol or Drug Offenses

Reporting to work under the influence of alcohol is strictly prohibited, at all times.

Theft,  Fraud,  Misappropriation,  Bribery and Corruption.

An employee who, during the execution of their duties at BOGA, undertakes any act that can be interpreted as stealing, fraud, corruption or any related illegal act will be subject to disciplinary action. Accepting favors from safari companies will also fall into this category.

Criminal Offenses

An employee, who during the course of their employment with BOGA is charged for criminal activities in a recognized court of law in Botswana or any other country, will be suspended from work immediately until such a time that the employee is tried and discharged by the said court of law. In the event the employee is convicted of a criminal offense, employment with BOGA will be terminated immediately.

Categories of Misconduct

Minor Offences

. Repeated late coming

. Verbal harassment or use of abusive language towards co-workers as a result of provocation.

. Leaving designated work place without permission to do so.

. Failure to take good care of BOGA property under employees charge.

A minor offence should normally attract a verbal warning, but committing more than one minor offence within 6 months period can result in a written warning.

Serious Offences

. Showing disrespect of a senior BOGA staff member.

. Refusal to obey reasonable instructions by a supervisor.

. Threat of violence or threat of any form of assault.

. Absence from work without permission for more than a week.

. Sub-standard performance even after counseling and training.

. Habitual negligence or carelessness affecting performance.

. Reporting to work under the extreme influence of liquor or drugs.

.Failure to report a known irregularity by another staff member likely to affect the Association.

A serious offence should normally attract a written warning, and a repeat of a serious should attract a final warning.

. Dismissible Offences

. Theft; soliciting or taking bribes

. Misappropriation of Association property and funds

. Assault while on duty

. Criminal conviction in a Court of Law

. False declaration

. Dishonesty

. Acts of violence

. Committing sexual harassment

. Being under the influence of alcohol or drugs while on duty.

. Gross negligence or dereliction of duty

. Gross misconduct or conduct that is likely to bring the Association into disrepute

. Persistent absence from work without permission

A dismissible offense will result in instant dismissal.

Supervision and Monitoring

The Committee will oversee that the jobs are done satisfactorily.

.

.  

SPEARHEADING CITIZEN EMPOWERMENT INTO THE TOURISM INDUSTRY


