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HR POLICY

Zingela Ulwazi, as an organisation strives to set an example of a high functioning organisation that draws on our core values of kindness, care, creativity, respect, innovation and courage. We support each other to be the best people we can be – in our roles, our relationships, our dignity, respect for others and self. Zingela Ulwazi is an organisation with a horizontal structure, which means that all voices are heard and valid, and that we make decisions together, as a team, with significant representation from every community we work with. We thus work from within, and do not impose our will on communities, or each other. We collaborate, and we are reflexive and responsive to our world, enabling the most effective, efficient solutions to unfold in a context of receptivity, curiosity, enjoyment and personal empowerment . 
This HR Policy pertains to all persons receiving compensation from Zingela Ulwazi Trust. 
Legal basis and other sources 
This policy is based on South African public law. The following documents apply: 

Basic Conditions of Employment Act and Amendments (BCEA) 
https://www.gov.za/sites/default/files/gcis_document/202002/43026rg11041gon174.pdf 

Labour Relations Act (LRA) 
https://www.gov.za/sites/default/files/41798_rg10851_gon773.pdf 

Unemployment Insurance
https://www.gov.za/documents/unemployment-insurance-act 

FDFA Local Personnel Policy 
https://www.collaboration.eda.admin.ch/en/Documents/personalpolitik-lokalpersonal-eda_EN.pdf 

Directive on the recruitment of local personnel in the representations abroad of the Swiss Federal Administration 
https://www.collaboration.eda.admin.ch/en/Documents/240-0_EN.pdf 

FDFA Code of Conduct 
https://www.collaboration.eda.admin.ch/en/Documents/Code-of-conduct-EDA_EN.pdf 
Open Door Policy
We all recognize that the accumulation of unspoken, unanswered problems, complaints and questions can result in dissatisfaction and can impact working relationships and team spirit. It is to everyone’s advantage to bring matters out in the open as soon as they arise. Anyone who has a problem or complaint, is encouraged to raise it with a team member and the leadership as soon as possible.  All issues will be listened to, and we will make every attempt to resolve the matter or reach a compromise acceptable to the people concerned.
Dress Code
Appropriate dress and appearance project a professional image and contribute to an impression of a high-quality organization. In our experience our team members are always well presented and use their discretion. We encourage all to dress to reflect our dignity, professionalism and enjoyment of our opportunity to work together in a creative and innovative organisation. 
There will be occasions when the team requests all to wear branded T-shirts provided by the organisation. We do not allow team members to wear any clothing branded with political parties or candidates.  
There will also be occasions when we are doing permaculture classes when you will get dirty, and it is entirely acceptable to wear gardening clothing or cloths to protect your clothing. 
Equal Employment Opportunity
It is the policy of Zingela Ulwazi to provide equal opportunity in employment to qualified individuals regardless of race, gender, religion, age, sex, color, marital status, ethnic or social origin, physical or mental disability, sexual orientation, religious belief, political opinion, language, HIV status, pregnancy, family responsibility, genetic information, or any other legally protected class in accordance with all applicable laws.
This commitment extends to all employment decisions, including, but not limited to, recruiting, hiring, promotion, training, compensation, discipline and discharge, and to all terms, benefits, privileges and conditions of employment. Discrimination in violation of this policy is prohibited and will not be tolerated.
Leave
All employees who are employed as permanent staff are entitled to leave of absences (pro-rated for part-time employees) including:  
Annual leave (holiday); fifteen (15) working days of annual leave 
Family Responsibility leave:  3 days of paid family responsibility leave during each annual leave cycle (12-month periods from date of employment). Family responsibility leave expires at the end of the annual cycle. 
You may take family responsibility leave: 
- when your child is born 
- when your child is sick 
- in the event of the death of your spouse or life partner / parent or adoptive parent / grandparent / child or adopted child / grandchild / sibling. 

Maternity leave:  four (4) months' maternity leave at full salary

Sick leave:  thirty (30) days of sick leave in a three-year cycle for full-time employees, otherwise pro rata.   However, during the first six (6) months of employment, workers are only entitled to one (1) day of paid sick leave for every twenty-six (26) days worked.

Job Description 
Before employment, the job description of the respective function must be drawn up, with clear rules governing responsibility, hierarchic status, reporting, etc.  The function to be exercised is laid down in the individual employment contract. The function, tasks and responsibilities are described in the Job Description, which is an integral part of each individual employment contract. A Job Description might be changed or adjusted in the case tasks will change even if the function as described in the employment contract is not altered.
Code of Conduct
Employees are expected to be irreproachable in their personal and professional behaviour at all times.  Employees’ conduct is to be characterised by integrity, respect and loyalty, honesty, truthfulness and incorruptibility.  Employees are expected to refrain from incitement to violence or hatred.
All employees are expected to come to work in a condition fit to perform their duties.
The unlawful manufacture, possession, distribution, transfer, purchase, sale, use, or being under the influence of alcoholic beverages or illegal drugs during working hours, while on company property, while attending business-related activities, while on duty, or while in possession of, or operating a vehicle, or machine leased or owned by the company is strictly prohibited.
You may use physician-prescribed medications provided that the use of such medications does not adversely affect job performance, your safety or the safety of others.
Any employee who violates this policy and/or whose work performance or behaviour is adversely affected by the use of drugs or alcohol will be subject to disciplinary action, up to and including termination of employment.
Zingela Ulwazi reserves the right to request employees to undergo drug or alcohol testing in accordance with all applicable laws.
Workplace Threats and Violence
Nothing is more important to Zingela Ulwazi than the safety and security of its employees. Threats, threatening behaviour, or acts of violence against employees, clients, visitors, guests, or other individuals by anyone on company property will not be tolerated. Violations of this policy will lead to disciplinary, including dismissal, and may also result in arrest and prosecution.
Any person who makes threats, exhibits threatening behaviour, or engages in violent acts on company property shall be removed from the premises as quickly as safety permits, and shall remain off company premises pending the outcome of an investigation.
Upon completion of the investigation, Zingela Ulwazi will initiate an appropriate response. This response may include, but is not limited to, suspension and/or termination of any business relationship, reassignment of job duties, suspension or termination of employment, and/or criminal prosecution of the person or persons involved.
All company personnel are responsible for notifying a Project Manager or the Director of any threats that they have witnessed, received, or have been told that another person has witnessed or received.
Even without an actual threat, personnel should also report any behaviour they have witnessed which they regard as threatening or violent, when that behaviour is job related or might be carried out on an company controlled site, or is connected to company employment.
Employees are responsible for making this report regardless of the relationship between the individual who initiated the threat or threatening behaviour and the person or persons who were threatened or were the focus of the threatening behaviour. Any Project Manager who becomes aware of threatening behaviour must immediately notify the Director.
All individuals who apply for or obtain a protective or restraining order which lists company locations as being protected areas, must provide to the Project Manager and/or the Director a copy of the petition and declarations used to seek the order, a copy of any temporary protective or restraining order which is granted, and a copy of any protective or restraining order which is made permanent.
Zingela Ulwazi understands the sensitivity of the information requested and has developed confidentiality procedures that recognize and respect the privacy of the reporting employee.




Compliance Officer: 
Stella Horgan
Zingela Ulwazi Trust Director
stella@zingelaulwazi.org.za  076-885-8168
Policy approved by the Board of Directors on 23rd November 2021
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