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INTRODUCTION
Welcome to the learning programme
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Follow along in the guide as the training practitioner takes you through the material. Make notes and sketches that will help you to understand and remember what you have learnt. Take notes and share information with your colleagues. Important and relevant information and skills are transferred by sharing!

This learning programme is divided into sections. Each section is preceded by a description of the required outcomes and assessment criteria as contained in the unit standards specified by the South African Qualifications Authority. These descriptions will define what you have to know and be able to do in order to be awarded the credits attached to this learning programme. These credits are regarded as building blocks towards achieving a National Qualification upon successful assessment and can never be taken away from you!

Programme Methodology
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The programme methodology includes facilitator presentations, readings, individual activities, group discussions and skill application exercises.

Know what you want to get out of the programme from the beginning and start applying your new skills immediately.  Participate as much as possible so that the learning will be interactive and stimulating.

The following principles were applied in designing the course:

· Because the course is designed to maximise interactive learning, you are encouraged and required to participate fully during the group exercises

· As a learner you  will be presented with numerous problems and will be required to fully apply your mind to finding solutions to problems before being presented with the course presenter’s solutions to the problems

· Through participation and interaction the learners can learn as much from each other as they do from the course presenter

· Although learners attending the course may have varied degrees of experience in the subject matter, the course is designed to ensure that all delegates complete the course with the same level of understanding

· Because reflection forms an important component of adult learning, some learning resources will be followed by a self-assessment which is designed so that the learner will reflect on the material just completed.

This approach to course construction will ensure that learners first apply their minds to finding solutions to problems before the answers are provided, which will then maximise the learning process which is further strengthened by reflecting on the material covered by means of the self-assessments.

Different role players in delivery process

· Learner

· Facilitator

· Assessor

· Moderator

What Learning Material You Should Have
This learning material has also been designed to provide the learner with a comprehensive reference guide.

It is important that you take responsibility for your own learning process; this includes taking care of your learner material.  You should at all times have the following material with you:
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Learner Guide
	This learner guide is your valuable possession:
This is your textbook and reference material, which provides you with all the information you will require to meet the exit level outcomes. 

During contact sessions, your facilitator will use this guide and will facilitate the learning process. During contact sessions a variety of activities will assist you to gain knowledge and skills. 

Follow along in the guide as the training practitioner takes you through the material. Make notes and sketches that will help you to understand and remember what you have learnt. Take and share information with your colleagues. Important and relevant information and skills are transferred by sharing!

This learning programme is divided into sections. Each section is preceded by a description of the required outcomes and assessment criteria as contained in the unit standards specified by the South African Qualifications Authority. These descriptions will define what you have to know and be able to do in order to be awarded the credits attached to this learning programme. These credits are regarded as building blocks towards achieving a National Qualification upon successful assessment and can never be taken away from you!
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Formative Assessment Workbook

	The Formative Assessment Workbook supports the Learner Guide and assists you in applying what you have learnt. 
The formative assessment workbook contains classroom activities that you have to complete in the classroom, during contact sessions either in groups or individually.

You are required to complete all activities in the Formative Assessment Workbook. 

The facilitator will assist, lead and coach you through the process.

These activities ensure that you understand the content of the material and that you get an opportunity to test your understanding. 


Different Types Of Activities You Can Expect
To accommodate your learning preferences, a variety of different types of activities are included in the formative and summative assessments. They will assist you to achieve the outcomes (correct results) and should guide you through the learning process, making learning a positive and pleasant experience.
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The table below provides you with more information related to the types of activities. 

	Types of Activities
	Description
	Purpose

	Knowledge Activities
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	You are required to complete these activities on your own. 


	These activities normally test your understanding and ability to apply the information.

	Skills Application Activities
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	You need to complete these activities in the workplace 


	These activities require you to apply the knowledge  and skills  gained in the workplace
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Natural Occurring Evidence


	You need to collect information and samples of documents from the workplace.
	These activities ensure you get the opportunity to learn from experts in the industry.

Collecting examples demonstrates how to implement knowledge and skills in a practical way


Learner Administration 
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Attendance Register

You are required to sign the Attendance Register every day you attend training sessions facilitated by a facilitator. 

Programme Evaluation Form 

On completion you will be supplied with a “Learning programme Evaluation Form”. You are required to evaluate your experience in attending the programme.

Please complete the form at the end of the programme, as this will assist us in improving our service and programme material.  Your assistance is highly appreciated.

Assessments

The only way to establish whether a learner is competent and has accomplished the specific outcomes is through the assessment process.  Assessment involves collecting and interpreting evidence about the learners’ ability to perform a task.

To qualify and receive credits towards your qualification, a registered Assessor will conduct an evaluation and assessment of your portfolio of evidence and competency.

This programme has been aligned to registered unit standards.  You will be assessed against the outcomes as stipulated in the unit standard by completing assessments and by compiling a portfolio of evidence that provides proof of your ability to apply the learning to your work situation.
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How will Assessments commence?

Formative Assessments 

The assessment process is easy to follow. You will be guided by the Facilitator. Your responsibility is to complete all the activities in the Formative Assessment Workbook and submit it to your facilitator. 

Summative Assessments 

You will be required to complete a series of summative assessments. The Summative Assessment Guide will assist you in identifying the evidence required for final assessment purposes. You will be required to complete these activities on your own time, using real life projects in your workplace or business environment in preparing evidence for your Portfolio of Evidence. Your Facilitator will provide more details in this regard.

To qualify and receive credits towards your qualification, a registered Assessor will conduct an evaluation and assessment of your portfolio of evidence and competency.

Learner Support
The responsibility of learning rests with you, so be proactive and ask questions and seek assistance and help from your facilitator, if required.
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Please remember that this Skills Programme is based on outcomes based education principles which implies the following:

· You are responsible for your own learning – make sure you manage your study, research and workplace time effectively. 

· Learning activities are learner driven – make sure you use the Learner Guide and Formative Assessment Workbook in the manner intended, and are familiar with the workplace requirements.  

· The Facilitator is there to reasonably assist you during contact, practical and workplace time for this programme – make sure that you have his/her contact details.

· You are responsible for the safekeeping of your completed Formative Assessment Workbook and Workplace Guide 

· If you need assistance please contact your facilitator who will gladly assist you.

· If you have any special needs please inform the facilitator 

Learner Expectations 
Please prepare the following information. You will then be asked to introduce yourself to the instructor as well as your fellow learners


	Your name: 

	

	

	The organisation you represent: 

	

	

	Your position in organisation: 

	

	

	What do you hope to achieve by attending this course / what are your course expectations?

	

	

	

	

	

	

	

	


UNIT STANDARD 242820
Unit Standard Title 

Maintain Records for a Team 
NQF Level

3

Credits
4
Purpose OF The Unit Standard
This unit standard provides a broad introduction record keeping in a business in the learner’s own context. It is intended for managers of small businesses and junior managers of business units in larger organisations. The term business unit in this unit standard implies a small business, cost centre, section or department. 

Junior managers include, but are not limited to team leaders, supervisors, first line managers and section heads. The position is term is used to describe the first level of management in an organisation at which an employee has other employees reporting to him/her. 

The qualifying learner is capable of: 

· Explaining why organisations record and keep information. 

· Naming and describing the type of records that a junior manager or team leader is required to keep. 

· Recording team achievements against agreed targets. 

· Keeping records of resources. 

· Recording aspects of individual performance. 

Learning Assumed To Be In Place And Recognition Of Prior Learning 
There is open access to this unit standard. Learners should be competent in Communication and Mathematical Literacy at NQF level 2. 

Unit Standard Range 
The typical scope of this unit standard is records required of a team leader. 

Specific Outcomes and Assessment Criteria: 

Specific Outcome 1 

Explain why organisations record and keep information 

Assessment Criteria 

· The reason for recording information is explained with reference to three actual documents used in an organisation. 

· Three examples are listed on the type of information contained in records in the organisation. 

· Three method of creating and storing records in an organisation are explained and an indication is given of how technology has changed record keeping. 

· Two purposes for which a record could be used, described with reference to a specific organisation. 

· The role of records in decision-making is explained with reference to employees and work targets. 

· The reporting requirements of a junior manager are identified and an indication is given of the frequency of the reports in the context of a particular organisation. 

Specific Outcome 2 

Name and describe the type of records that are specific to the work of a team 

Assessment Criteria 

· Information about team members that a team leader is required to keep is described with examples of actual employee records. 

· Documents relating to the finance and ordering and control of stock and resources for a team are kept for a period of three months. 

· Records of accidents, injuries and other incidents required by law or company policy are identified and an indication is given of why each record is necessary and the implications of non-compliance. 

Specific Outcome 3 

Record and report team achievements against agreed targets 

Assessment Criteria 

· Information relating to team performance against agreed targets is recorded and presented graphically. 

· Reasons for a variance between agreed targets and actual performance is explained with reference to both positive and negative experiences. 

· Changes that could improve the performance of a team are suggested based on agreed targets. 

· A report on a team or business unit's progress is compiled for submission to the next level of management. 

Specific Outcome 4 

Record aspects of individual performance 

Assessment Criteria 

· Records of meetings with individual employees about their performance are kept and indication is given of why there is a need for confidentially in maintaining employee records. 

· Records relating to employee attendance are kept in the format required by an organisation. 

· Records of input into performance management and disciplinary meetings are kept and opinions about the employee are substantiated with authentic evidence. 

Unit Standard Accreditation And Moderation Options 
Assessment of this Unit Standard should be contextual and practical. 

· Assessors must be registered as an assessor with the Services ETQA or an ETQA that represents the sectors in which the learner is employed. 

· Moderators must be registered as assessors with the Services ETQA, or with an ETQA that has a Memorandum of Understanding with the Services ETQA. 

· The mechanisms and requirements for moderation should be applied in accordance with the requirements of the relevant ETQA.

· Assessment should include both formative and summative assessment. 

· Training providers must be accredited by the Services ETQA or with an ETQA that has a Memorandum of Understanding with the Services ETQA. 

Critical Cross-field Outcomes (CCFO): 

Unit Standard CCFO Identifying 

A learner is able to identify and solve problems substantiating options about team members` performance with authentic evidence. 

Unit Standard CCFO Organising 

A learner is able to orgnanise and manage him/herself and his/her activities effectively and responsibly by keeping records and ensuring that records are stored correctly. 
A learner can organise information by creating and storing records. 

Unit Standard CCFO Communicating 

Learners can communicate effectively and responsibly by describing or explaining the reasons for recording information and writing reports. 

SECTION 1: WHY ORGANISATIONS RECORD AND KEEP INFORMATION

Specific Outcome 1 

Explain why organisations record and keep information 

Assessment Criteria 

· The reason for recording information is explained with reference to three actual documents used in an organisation. 

· Three examples are listed on the type of information contained in records in the organisation. 

· Three method of creating and storing records in an organisation are explained and an indication is given of how technology has changed record keeping. 

· Two purposes for which a record could be used, described with reference to a specific organisation. 

· The role of records in decision-making is explained with reference to employees and work targets. 

· The reporting requirements of a junior manager are identified and an indication is given of the frequency of the reports in the context of a particular organisation. 

Introduction

Much of what happens, or is expected to happen in the workplace is put into written records, while, outside of work, most of our activities are loosely defined and rarely put into writing.

Many people find written documents that record the past and set goals for the future threatening and some will avoid paperwork at all costs if they can
.

Formative Assessment 1 & 2

Information Overload
[image: image2.wmf]
One of the biggest problems of our age is the fact that we are bombarded with information from every quarter- through the media, Internet, observation, etc., with the result that many of us suffer from “information overload”.

The busy supervisor is at the receiving end of data (information) from both ends of the organisation: 

· Reports, memos, instructions, policy documents, etc. from management to convey to the workers

· Information, reports, etc. from the workers, which have to be conveyed to management.

· Information s/he has to gather personally regarding the job and team

· Trade magazines, representatives’ business cards and junk mail also clutter his/her mailbox.

What is a busy supervisor to do?
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The 6D system (or “How to Dominate Data”)
  

The author of Superefficiency, Winston Fletcher, advises everyone who is bombarded with information and paper overload to develop a “parking system” for sifting and sorting our paperwork.








Do








Delegate

Divide Documents








Delay








Dump

Starting at the bottom of the diagram, you can probably dump many of the documents that come across your desk with no risk whatsoever; and you should, otherwise the high priority documents will get lost in that morass of junk.

Questions to ask yourself:

· Will I ever need to refer to this document again?

· Will somebody else need it?

· Will something dreadful happen if I get rid of it?

If you do not answer a definite “yes” to two of these three questions, dump the document.

The next step is to delay as many of those documents that you cannot dump. Fletcher points out that “these are not procrastinating postponements, but deliberate delays, to avoid each newly-arrived piece of paper forcing you to skip haphazardly from subject to subject.” 

Put aside unimportant letters and memos, junk mail that you would like to look at later, trade magazines that you would like to read in more detail and long documents that you will need to read thoughtfully and analyse carefully. These documents should be “parked” in appropriate parking spaces.

How do you judge a document’s importance?

· Where did it come from? Obviously, if it’s a directive from your manager, or an urgent request from another source, you probably have to give it top priority, but if it came from a lesser source, you can probably delay it. “In organisational matters, you must be realistic and hard-headed politically.”
· What is its potential for trouble? Will putting it off cause more trouble down the line?
· Is it aimed at results rather than activity? Supervisors and managers often spend too much time on activities that look good on paper, but don’t really deliver results: write reports, keep files up to date, attend all the meetings. Is this going to get you results in terms of greater output, better quality, or lower costs?
· How quickly can it be disposed of? Beware of documents that look as if they can be handled quickly. What was supposed to be done in three minutes can often end up taking 3 hours, especially if you have to run around to get information, or someone is not available to answer your queries at that specific time. Tasks that can really be handled quickly should be grouped together, prioritised and finished in one block of time. Documents that require more time should be budgeted for your undivided attention, with enough time allocated for their completion.
Tips for orderly “parking” of delayed documents:

Keep your briefcase open by your desk and put any documents that need to be read overnight into it immediately, saving you the time and effort of sorting through them before going home.

A concertina file with at least thirty-one numbered dividers is a very handy tool for delaying documents in an orderly manner. Write the date when you intend to deal with a document at the top of the document and park it in the appropriate date section. Every evening, before leaving work, check the file to see which documents are due to be dealt with on the following day. Another advantage of this system is that you can carry documents forward for several months; for example, if you receive a document on 26 February that is only due on 20 April, you deposit it in the 20 slot. This will ensure that you see it on 20 March- giving you a timely reminder! 

You can also write reminders to yourself and file them in the appropriate slots in the file; so that you need never forget to complete any task you are set.

Now we come to the paperwork that can be delegated. Many of the papers that land up in your in tray can be diverted to somebody more suited to dealing with them, but make sure that you make a note of what they were and to whom you sent them, otherwise you might find yourself held accountable if the other party did not do anything about them.
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Delegate certain documents to others that you feel are responsible and capable, instructing them to send you only extracts and summaries that are relevant to you.

Finally, you are left with the documents that require you to do. These are the documents that have to be dealt with immediately.

Ask yourself what you have to do:

Do I have to write immediate answers?

Can I send a standard document?

Do I need to obtain additional information?

Put urgent documents in a ‘Do’ file. This is an action file and needs to be tackled head on. Every time you take a document out of the file, put a red dot on top. Never allow more than three dots to accumulate before tackling the document. If it’s at all possible, write a reply on incoming correspondence in a legible handwriting, make a copy for your records and send the original back again. 

Formative Assessment 3 & 4

SECTION 2: TYPE OF RECORDS SPECIFIC TO TEAM WORK

Specific Outcome 2 

Name and describe the type of records that are specific to the work of a team 

Assessment Criteria 

· Information about team members that a team leader is required to keep is described with examples of actual employee records. 

· Documents relating to the finance and ordering and control of stock and resources for a team are kept for a period of three months. 

· Records of accidents, injuries and other incidents required by law or company policy are identified and an indication is given of why each record is necessary and the implications of non-compliance. 

Organisational Records And Record Keeping

Underlying Principles and Purpose of Record keeping

Organisations, and therefore, by implication, managers and team leaders, maintain records for a variety of reasons, the most important of which is the benefit of the organisation and, ultimately, the customer:

· Records allow a company to document and review the delivery of services 

· Records provide a history and current status

· Conscientious record keeping also benefits managers themselves, by guiding them to plan and implement an appropriate course of action, to review work as a whole, and to self-monitor more precisely

The nature and extent of the record keeping will vary depending upon the type and purpose of services. 

Maintenance of appropriate records may also be relevant for a variety of other institutional, financial, and legal purposes. In many cases the law requires maintenance of appropriate records of certain kinds of services. Adequate records may be a requirement for receipt of certain types of compensation
In addition, well-documented records may help protect organisations from liability, if they become the subject of legal proceedings. In these circumstances, the principal issue will be the professional action of the organisation’s representatives, as reflected in part by the records. 

Content of Records 
· Records include any information (including information stored in a computer) that may be used to document the nature, delivery, progress, or results of services. 

· Records can be reviewed and duplicated. 

· Records of services minimally include 
(a) identifying data, 
(b) dates of services, 
(c) types of services.

· Records should be accurate, current, and pertinent. 

· The detail should be sufficient to permit planning for continuity in the event that another manager takes over delivery of services, including, in the event of death, disability, and retirement. 

· Managers must maintain records in sufficient detail for regulatory and administrative review of service delivery. 

· Managers should make reasonable efforts to protect against the misuse of records. 

· They must take into account the anticipated use by the intended or anticipated recipients when preparing records. 

Construction and Control of Records 

· Managers should maintain a system that protects the confidentiality of records. Managers must take reasonable steps to establish and maintain the confidentiality of information. Managers have ultimate responsibility for the content of their records and the records of those under their supervision. 

· Where appropriate, the manager oversees the design and implementation of record keeping procedures, and monitors their observance. Managers maintain control over their records, taking into account the policies of the institutions in which they work. 

· Managers see to it that records are organised in a manner that facilitates their use by the manager and other authorised persons. 

· Managers strive to assure that record entries are legible.

· Managers ensure that records are completed in a timely manner. 

· Records may be maintained in a variety of media, so long as their utility, confidentiality and durability are assured.

Retention of Records 

· The manager is aware of relevant laws and organisational regulations governing records retention. 

· In the absence of laws and regulations, it is advisable to keep complete records for a minimum of 3 years. 

· All records, active and inactive, are maintained safely, with properly limited access, and from which timely retrieval is possible. 

SECTION 3: REPORT TEAM ACHIEVEMENTS

Specific Outcome 3 

Record and report team achievements against agreed targets 

Assessment Criteria 

· Information relating to team performance against agreed targets is recorded and presented graphically. 

· Reasons for a variance between agreed targets and actual performance is explained with reference to both positive and negative experiences. 

· Changes that could improve the performance of a team are suggested based on agreed targets. 

· A report on a team or business unit's progress is compiled for submission to the next level of management. 

Why Are Records Important In An Organisation?
· For Management Decisions

Good records help management understand how a business is doing. Knowing where the business is and where it is going is an important benefit of an accurate record system. Identifying expenditures, earnings, assets and future needs is necessary information for effective business management. Records can help the business develop a competitive edge. 

· Government and Tax Requirements

Records are essential in the preparation of accurate tax returns. The South African Revenue Service (SARS) requires that every business report income, expenses and allowable deductions. Failure to document records may result in paying more tax and receiving less favourable treatment. 

· Plan for the Future

Over a period of time, the business’s records should reveal a pattern of performance and operation. This "cycle" can help it improve its plan for the future. The information is useful for developing cash flows, scheduling purchases, hiring additional labour, etc. 

· Creditor Requirements

Bankers and lenders require an accurate, realistic financial picture of a business. Many bankers want a net worth statement, profit and loss statement and cash flow projection as part of a loan application. A business’s records provide the basis for these statements. 

What records should an organisation keep?

· Income 

The money the business receives from sales is income. Records can help identify the source of income. Receipts can be identified using sales slips, cash register receipts, invoices and deposit slips. It is helpful to categorise income as received and to keep a separate record of all Value Added Tax collected. 

· Expenses

All funds paid out should be recorded. Each expenditure should be identified according to its use and whether it is a capital or cash expenditure. In addition to the supplies used, the business may have repairs, utilities, labour, fees, interest, insurance and other items that are costs of doing business. 

· Payroll Records

If a business has employees, record keeping is more involved. It is necessary to keep records of payroll payments, including rate of pay; income tax; unemployment tax; worker's compensation; pension plans, etc. 

· Inventory

The Rand value of the inventory the business has on hand is part of its net worth. That is why businesses have developed systems to record inventory. The increase of inventory is part of a business’s income. When a business is new it needs cash income rather than increases in inventory value. Cash income and reserves are important for the smooth operation of a business. 

· Description of Equipment and Fixed Assets

Many businesses need equipment, fixtures and facilities in order to function. The use of these items results in a certain loss of value and at some future date they will need to be replaced. This is one of the costs of business operations and must be a part of a complete record system. 

· Accounts Receivable

This is a listing of who owes the business money and for what. Any business cannot afford extensive credit on the books. Thus, a system must be developed whereby money owed to the business can be collected. An aging of accounts record is essential. This means keeping records of when money is due to the business, for example, two weeks, 30 days, 60 days, 90 days, etc. 

· Accounts Payable

A record of goods or services received on account or credit is called accounts payable. The business must pay for these goods and services, so it considers them a cost of business. 

· Insurance Records

Most businesses need liability and property loss insurance; therefore they will need to keep a record of each coverage, dates effective and annual premiums. 

SECTION 4: RECORD ASPECTS OF INDIVIDUAL PERFORMANCE

Specific Outcome 4 

Record aspects of individual performance 

Assessment Criteria 

· Records of meetings with individual employees about their performance are kept and indication is given of why there is a need for confidentially in maintaining employee records. 

· Records relating to employee attendance are kept in the format required by an organisation. 

· Records of input into performance management and disciplinary meetings are kept and opinions about the employee are substantiated with authentic evidence. 

Team Records
We can divide the type of information, and consequently, type of records, you, as the supervisor/ team leader, need to keep into two main groups, which we can call formal and informal records.

1    The formal records are prescribed by law and include, for example, the aspects of the Basic Conditions of Employment Act, the Compensation Fund and Industrial Relations, which directly affect your team.

1.1   The Basic Conditions of Employment Act will be discussed in more detail in a later module (US 10717). However, an example of the type of records that you, as the supervisor, would be required to keep, follows from the requirement that, “Employers who engage employees to perform regular night work must ensure that these employees are informed of the health and safety hazards associated with the work that they would perform.” 

You would have to be able to prove that you did, in fact, inform your team member of the above health hazards, and that s/he did, in fact, understand those hazards. This would have to be in writing, signed by both the supervisor and the team member.

1.2      The Compensation Fund: As the supervisor of your team, you will have to fill in the required forms should an accident take place in the workplace.

1.3
DEFINITION: What is an Occupational Injury (ACCIDENT)?
It is an occurrence of which a date, time and place can be determined that arises out of and in the course of an employee's employment and resulting in personal injury. 

1.4
Which Occupational Injuries (ACCIDENTS) must be reported? 
All occupational injuries or alleged occupational injuries that entail medical expenses and/or absence from work for more than three days must be reported within seven days in the prescribed manner.

The delay to report an accident or alleged accident is a criminal offence. The Commissioner may also impose a penalty on the employer, which could be the full amount of the claim. 

1.5
Labour Relations:
We cannot cover the whole ambit of Labour Relations in one short module (that is a whole course in itself!), but we can focus on an area that every supervisor/ team leader has to deal with on a fairly regular basis, namely disciplinary action:

Discipline must conform to various legal requirements and be supported by documentation for just cause.

There must be prior notification of the types of performance or behaviour that can lead to disciplinary action:

The notifications can either be verbal or written, but it is much better when they have been published and prominently displayed.

There must be prior notification of the penalties for unacceptable performance or behaviour:

Notifications of penalties should be published and prominently displayed to avoid misunderstandings.

In his article, Disciplinary Sanctions – Warnings, Derek Jackson explains the nature of disciplinary action. We can see from the following article that a great deal of recording of information is required: 

“Because of the progressively corrective nature of disciplinary action, the sanction applied should also be progressive in nature”. 

Depending on the severity of the offence and the circumstances under which it as committed, the sanction can range from a verbal warning through to a written warning, a final written warning and dismissal. 

Warnings do not necessarily have to follow the order of verbal – written – final written – dismissal, unless the employer has made provision for this procedure in his Disciplinary Code.

Thus, if the employer's Code states that for a first offence of misconduct a verbal warning must be given and for the second offence of a similar nature a written warning must be given, then for the third offence a final written warning, then on the fourth offence dismissal, then the employer is generally bound to follow his own procedure.

It is therefore possible to dismiss even on a first offence and without any prior warnings having been issued, but that will depend on the severity of the offence, the circumstances under which it was committed, and the provisions of the employer's Disciplinary Code. 


There are certain elements that must be contained in a warning. The purpose of the warning is to try and correct a situation, if necessary by progressively more severe sanction each time the offence is repeated, or if there are repeated offences of misconduct.

1.5.1
A warning must contain: 
· The identity of both parties 

· The nature of, date of and time of the offence 

· The terms of the warning and validity period 

· Clear statement of what action is required of the guilty party to rectify the situation 

· Clear statement of the consequences of the guilty party's failure to take heed of the requirements of the warning, or of repeated offences (of similar, or other misconduct) 

a)
Verbal Warnings:

A verbal warning is usually applied for a very minor offence, where the matter is resolved at shop floor level. 

Where a verbal warning is warranted, it is seldom necessary to embark on formal disciplinary procedures, and an informal procedure culminating in a verbal warning will generally achieve the desired result.

As in every case, prior to issuing the warning, the manager concerned must follow a fair procedure and allow the employee the opportunity to put his/her side of the case.

The verbal warning is then issued, in the presence of a witness or shop steward. The manager issuing the warning must ensure that the employee understands why the warning has been issued and what action is required of the employee to rectify the situation, and – very importantly – the employee must understand what the consequences will be should he/she fail to take heed of the warning.


A verbal warning, say for swearing at a colleague, would be something like this:

"Godfrey Smith, as you know Jeffrey Dlamini reported to me that you swore at him at tea time today in the canteen. (Both parties are identified, the nature of the offence is stated and the date, time and place of the offence are stated.)

I have heard your side of the story and I have heard Jeffrey's evidence. I am satisfied that you swore at Jeffrey and you have admitted this and apologised. 

I am giving you now a verbal warning in the presence of the shop steward, Alfred Molefe, that swearing at your colleagues for any reason is unacceptable and will not be tolerated. You are warned against using foul or abusive language against any person at this company. (This tells the guilty party what he must do to rectify the situation.)
This warning is valid for 3 months (this tells the guilty party how long he has to rectify the matter) and should you fail to take heed of this warning, then stricter disciplinary action will be taken against you. (This tells him what will happen if he does not rectify the matter). 

Do you understand what I have just explained and do you understand what will happen if you fail to take heed of this warning?"  (This makes certain that there is no misunderstanding on the part of the guilty party about what is required.)
The supervisor must make a note of the reply given by the accused. If he does not understand, ask him what part he does not understand and have another person explain to him in a language that he can clearly understand.

The supervisor issuing the warning must make a note in his diary or other convenient place where the record can be kept for future reference, noting that the warning was issued, the date and time it was issued, why it was issued and the period of validity of the warning.

It is not recommended that details of a verbal warning be placed on the employee's personal file. This is a minor matter and is handled at shop floor level. The employee's personal record will become involved only when and if formal proceedings are invoked. 
Should there be no recurrence of a similar nature within the validity period of the verbal warning, then the notes made by the supervisor in his diary may be deleted.

b)
Written warning:  
A written warning is resorted to when: 

· A verbal warning has failed to produce the desired result, therefore necessitating stricter action 

· Or if the offence for which a verbal warning was issued, has been repeated 

· Or if there have been repeated offences of other misconduct   

Or if the offence (even a first offence) is considered serious enough to warrant disciplinary action stricter than a verbal warning. 

It is emphasised that a written warning should only be issued after having followed a fair procedure, whereby the accused has been afforded the opportunity to present his case in answer to the charges against him. 
A written warning must contain all the elements previously mentioned, and would generally be along the following lines: 
Example of written warning
To:  Mr John Smith

Re: Disciplinary Hearing 31st March 2005: Charge of Insubordination against yourself

Reference is made to the above disciplinary proceeding, wherein you were charged with insubordination in that you either refused, failed or neglected to carry out a reasonable and lawful instruction given by Mr. John Foreman, to whit that you were instructed to park your truck in the workshop for the night of 30th March 2005, because the normal parking area had already been locked up for the night by security staff. You refused, failed, or neglected to carry out this instruction, with the result that the battery of the truck was stolen during the night because you left the truck parked in the yard, incurring the company expenses of R800-00 for a new battery. 

(The employee has been identified and the date, time, place and nature of the offence clearly stated)   
You were found guilty as charged by the Chairperson of the Disciplinary Hearing, and you must clearly understand that insubordination – including a failure, refusal, or neglect to carry out a reasonable and lawful instruction is regarded as a serious offence and will not be tolerated. (The employee is told that this is considered a serious matter.)
You are hereby warned that should you commit a similar offence, or should you commit any further act of misconduct during the validity period of this warning, further and more stringent disciplinary action will be invoked, which may include your dismissal.

This warning is valid for a period of 6 months from date hereof. You are required to refrain from committing any acts of misconduct within this period.

 (The employee has been told that the offence is serious, that he must not commit acts of misconduct, that he must not commit a repeat offence, and that the warning is valid for 6 months. He has also been warned of what consequences may result should he fail to heed the requirements of this warning, namely that he could be dismissed.)

(The employee has also been told what action is required of him to rectify the situation.)
Yours Faithfully,
Very Annoyed Boss 

I know and understand the contents of this warning. I have received a copy of this warning.

Employee signature ________________________   Date: ______________________
Witness Signature: __________________________________

 

The employee signs this to state that he understands the contents of the warning and that he has received a copy. He is not signing to say that he agrees with it – only that he understands it and has received a copy.

Should the employee refuse to sign, then hand him a copy in the presence of the witness, and the witness will certify on the file copy of the warning that a copy was handed to the employee. 

c)
Final written warning: 

A final written warning is taking the disciplinary process a step further, and is in fact a sort of "last resort" 

The perception is simply "if this does not work, then out he/she goes." 

If any previous written warning (remember there need not necessarily have been any previous written warnings – this final written warning can be issued even for a first offence if the seriousness of the offence calls for such strict and serious action) has failed to achieve the desired result, then the final written warning is issued. 

This is a serious matter, and usually is the result of repeated offences of a similar nature, or in the case of habitual or repeated offences of misconduct, which may not necessarily be the same offences but can be various offences of misconduct. 

The final written warning is usually the employer's last desperate attempt to avoid dismissal – but invariably dismissal will result should the employee fail to heed the seriousness and the requirements of the final written warning. 

We will use the example as a follow up to the written warning before, and assume that the employee has failed to take heed of the previous written warning. 
To:  Mr John Smith

Re: Disciplinary Hearing 15 April 2005: Charge of Insubordination against yourself. 

Reference is made to the above matter, wherein you were found guilty of refusing, failing, or neglecting a reasonable and lawful instruction to place your truck on the wash bay for it to be washed prior to you leaving on delivery. The result was that you incurred a traffic fine because the rear number plate and stop lights were obscured by mud and dust, resulting in the vehicle behind you colliding with the rear of your truck, because the driver of this vehicle could not see your stop lights come on when you applied brakes at the traffic light. This has resulted in considerable expense to the Company. 

In addition, you were found guilty of a charge of insubordination on 31 March 2005, and for which a written warning was issued and which is still valid. 

Clearly, you have either refused, failed or neglected to heed the contents and requirements of that written warning.
Management is no longer prepared to tolerate your repeated acts of misconduct. 

This warning is valid for a period of 12 months, and you should take note that should you fail to take heed of the requirements of this final written warning, then further disciplinary action will follow and should you be found guilty, your dismissal will result. 

You are required to refrain completely from committing any further act of misconduct during your employment with this company, as any further offences will not be tolerated. 

It is repeated that should you be found guilty of having committed any further act of misconduct during your employment with this company, dismissal will result. 

You must not rely on the expiry of this warning as licence to commit further acts of misconduct in relative safety from being dismissed, because the expiry of this warning shall not afford you such protection.

You must clearly understand that your continued employment with this company now depends entirely on yourself. 

Yours Faithfully,
Very Annoyed Boss


Employee declaration and signature:
I know and understand the contents of this warning. I have received a copy of this warning.

Employee signature ________________________   Date: _______________________
Witness Signature: __________________________________

The employee signs this to state that he understands the contents of the warning and that he has received a copy. He is not signing to say that he agrees with it – only that he understands it and has received a copy.

Should the employee refuse to sign, then hand him a copy in the presence of the witness, and the witness will certify on the file copy of the warning that a copy was handed to the employee.
(The above final written warning states all the elements of a final written warning, and in addition makes it quite plain to the employee that the next time it is dismissal. It is also made clear that the employee should not form the opinion that after the expiry of this final written warning that he will be free to commit further acts of misconduct in relative safety from being dismissed, because he is warned here that the employer will not tolerate such a situation.)   

Warnings must be clear, concise, and must leave no doubt in the mind of the employee what the stance of management is, and no doubt regarding the consequences of failure to rectify the situation.”

This, and other useful articles, can be found on www.labourguide.co.za
Formative Assessment 5 - 8

Informal records

As the team leader/ supervisor, you need to keep informal records that are for your eyes only, for example, notes about personal matters discussed, observations that you have made regarding individual performance, etc. There are also records that are used to motivate and enhance a team’s performance, for example, graphs recording team achievements against agreed targets.

Your personal notes can, of course, be done wherever you like, for example, in your personal diary, however, make sure that they are detailed enough regarding dates, people involved, etc. in case they are ever required as evidence.

Informal recording of performance appraisal interviews

If your appraisal has been negative and you don’t expect any improvement, it’s a good idea to make a written summary of the interview, especially regarding what you expect from the employee in terms of improved performance in the future.

If you do make such a record and place it in the employee’s official file, you will be expected by law to give a copy to the employee. You’ll have the documentation if you need it at a later date, but you’ll probably have upset the employee and lost his/her trust.

Collect documentation of critical incidents and keep it in the employee’s official file. These documents could include regularly kept records showing the level of and/or quality of output, written complaints or compliments from customers or internal staff members, and examples of very good or very poor work, such as a report filled with calculation or writing errors.

Recording of agreed targets and the achievement thereof:
The most effective way to keep all team members focused on reaching certain agreed targets is to display the targets and the progress in a conspicuous place. Graphs are a particularly effective tool for this purpose, as one can see at a glance what is going on.
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When the quantity of production increases, it is called an up statistic. This means that more results have been achieved within that section or department of the organisation.
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When the quantity of production decreases, it is called a down statistic. When statistics are down, you know that something is wrong and must be handled. As a supervisor, you must keep track of trends on a weekly basis, so that you can correct problems that occur immediately.

Formative Assessment 9 - 14

FORMATIVE ASSESSMENTS WORKBOOK
Formative Assessment 1

1. Explain the reason why organisations record information. 

2. Describe two purposes for which a record is used in your organisation.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Formative Assessment 2

1. Name three methods of creating and storing records in your organisation.

2. Describe how technology has changed record keeping in your company:

Discuss.

	1

	

	

	2

	

	


Formative Assessment 3 

1. List four of the documents that you have to deal with in the course of an average week. State what the purpose of each of the documents is. Explain what kind of information is contained in each document.

	Document
	Purpose
	Information

	Discuss learners’ answers

1.

2.

3.

4.


	
	


Formative Assessment 4

1. Sort the documents that land on your table on a regular basis into the four categories advised by Fletcher and give reasons as required in the headings: 

Here are some examples of typical documents:

· Reports

· Memos

· Instructions

· Policy documents

· Information regarding the job 

· Trade magazines

· Representatives’ business cards

· Junk mail

· Brochures

· Humorous e-mails

· Performance statistics

	Dump (Say why)


	Delay (Say for how long)
	Delegate (to whom and why are you comfortable delegating this document?)
	Do (Say why)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Formative Assessment 5 
1. List 5 records of accidents, injuries and other incidents required by law or company policy and state how long you are required to keep each of these records:

	Records
	To be kept for:

	
	

	
	

	
	

	
	

	
	


2. Which documents are essential for a supervisor to keep? Say why, for how long and where you keep them.

	

	

	

	

	

	

	

	

	

	


3. Explain why it is important to report an injury:
	

	

	

	

	

	

	

	

	

	


Formative Assessment 6

1. Prepare a verbal warning with your partner. Write out the words you are going to say to a team member and then underline the elements of a verbal warning that have been covered (see right margin) 

	Transcript of the verbal warning: 

……………………………………………………………………………………………….  am hereby giving you a verbal warning.

      …………………………………………………………………………………………



Formative Assessment 7

1. The team member that you warned in the previous activity has not improved his/her behaviour. Compile a written warning below, making sure to include all the requirements as specified in your Learner Guide: 
To:  ____________________________________________________

Re:_____________________________________________________
Charge of________________________________________________
Reference is made to the verbal warning you received on …………………..………………, wherein you were …
You are hereby warned that …
This warning is valid for …
Yours Faithfully

I know and understand the contents of this warning. I have received a copy of this warning.

Employee signature ________________________   Date: ______________

Witness Signature: ________________________
Formative Assessment 8

1. Complete the following warning form: 

Karel Pieterse had been given a verbal warning once before to keep the safety gates up which surround a giant bar-cutting machine in the special-order metal department.

Other workers passing on the walkway near the cutter could be injured if the cut bar kicked out even half a metre.

Yet, once again the gates are down. Veronica Maake, Karel’s supervisor, tells him, “Karel, I’ve warned you about the safety gates before. This time I’m going to give you a formal reprimand.”

When she gets back to her office, she begins filling out the form below. Fill in what she writes:


Formative Assessment 9 

1. List 3 reports you must submit on a regular basis. State how often you are you expected to submit the reports.
Discuss

	Report
	Frequency (daily/ weekly/ monthly)

	
	

	
	

	
	


Formative Assessment 10

1. Name the types of information that you are required to keep about your team members.

Discuss

	

	

	

	

	


Formative Assessment 11

1. Explain how company and team records influence decision-making regarding employees and work targets.

Discuss

	

	

	

	

	


Formative Assessment 12

1. Explain why there is a need for confidentiality in maintaining employee records.
Discuss

	

	

	

	

	


2. What would happen if confidentiality were not maintained?

	

	

	

	

	


Formative Assessment 13

1. This is a graph that shows the employee at a glance whether s/he is meeting certain required standards.

 e.g.
Employee comes late

Starting time 7:00, but employees should ideally be at work by 6:45.

Employee can see at a glance where s/he is not meeting the target and where s/he is exceeding the target
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Day 1

Day 2

Day 3

     Day 4
      Day 5

Formative Assessment 14

1. Give the team member verbal feedback on the results shown on the graph. Remember to use the “sandwich” method (see US 8968): 
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Sink or swim?





It follows, therefore, that the employer has to ensure that the company’s Disciplinary Procedure is correctly written.





It is also important to note that penalties depend on the severity of the misbehaviour.
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What changed here?





Department: 


Name of employee: 


Supervisor: 





Date and time of offence: 


Date of warning: 





Nature of violation:


Production delay 	(			Safety violation 		(


Material wastage	(			Administrative violation  	( 





Description of violation: 





Terms of the warning: 





Valid for: 





Action required to rectify the situation:





Consequences of failure to take heed of this warning:





Comments: 








� Bittel, Lester R. & John W. Newstrom


� Devised by Winston Fletcher, author of Superefficiency.





� Bittel, Lester R. & John W. Newstrom


� Bittel, Lester R. & John W. Newstrom
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