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CIRCULAR: 04101/2002
EXPIRY DATE: NONE

TO: CHIEF DIRECTORS, DIRECTORS (HEAD OFFICE AND EMDCs), CIRCUIT MANAGERS,
CURRICULUM ADVISORS AND HEADS OF EDUCATIONAL INSTITUTIONS

BRIEF SUMMARY : Delegation of less serious misconduct cases involving CS educators and
Public Service Act personnel to the heads of institutions or offices and line managers.

SUSJECT: LESS SERIOUS MISCONDUCT DISCIPLINARY ISSUES

in terms of Item 4. Schedule 2 of the Employment of Ecducators Act, Act 76 of 1998 (hereinafter
referred fo as the Act), the Head of Education delegated the function to deal wilh less serious
misconduct to the head of the institution or office where the educator is employed, cor to the
immediate superior of the educator, where the educator concemed is the head of the Institution or
offce. This circular serves to inform the said delegation of less serious misconduct cases.
instances of less serious misconduct involving Public Service Act personnel must be dealt with in
terms of the Disciplinary Code and Procedure for ihe Public Service {Resolution 2/98).

The specific acls of misconduct fo be deait with are referred to in the enclosed framewcrk. This
arrangement was extensively discussed at the training sessions for heads of institutions and offices
and line managers on progressive discipline. All heads of institutions and all supervisory staff
must offer a workshop to all staff members under their contro! and advise them of this
process and their rights in this regard.

Please note that since the training, certain sections of the Act have been amended in terms of the
Education Laws Amendment Act, 2001 (Act 57 of 2001). The amendments that have a direct
bearing on progressive discipline as contained in Schedule 2 of the Act are as follows: [ _ indicates
the new insertion]

- ltem 4 paragraph (f) of subitem 4 “If during the six month period, the educator is subjected
to disciplinary action, the writlen warning and the written objection or_additional information

contemplated in paragraph (g} may be taken inio account in deciding on an appropriate
sanction.”

- item 4 paragraph (f) of subitem 5 “If during the six month period, the educator is subject to
disciplinary action, the final written warning and the written objection or additional information
contemplated in paragraph (g), may be taken into account in deciding on an appropriate
sanction.”

MELD ASSEBLIEF VERW Y SINGSNOMMERS IN ALLE KORRESPORDESSE / PLEASE QUOTE REFERENCE NUMBERS IN ALL CORRESPONDENCE £
NCEDA UBHALE IINOMBOLO ZESALATIISO KUVO FONKE IAIBALELWANG

GRAND CENTRAL TOWERS, LAER-PARLEMENTSTRAAT, PRIVAATSAK X9114, KAAPSTAD 8000
GRAND CENTRAL TOWERS, LOWER PARLIAMENT STREET, PRIVATE BAG X214, CAPE TOWN 8000
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- Amended Form A {written warning) and Form B (final written warning) of Schedule 2 of the
Act are also enclosed.

The above-mentioned amendments came into operation on 5 December 2001. In this regard you
are also referred to Circular 6010/2001.

Please bring the contents of this circular to the attention of all emptoyees, whoe must then sign
acknowledgement and understanding of its contents.

Your co-operation will be appreciated.

HEAD: EDUCATION '
DATE: Jpoa-88-Jo .




FORM A [Retype on School Letterhead]

WRITTEN WARNING

Name of employee
Persal no
Personal details of the employee

This a written warning in terms of the disciplinary procedure. Should you engage in
further misconduct, this written waming may be taken into account in determining a more
serious sanction.

The written warning will be placed in your personal file and will remain valid for a period
of six months from the date of the written waming.

If you object to the warning or wish to furnish additional information, you may lodge a
written objection or additional information which will be filed together with this warning.

The nature of the misconduct is :

SIGNATURE OF THE REPRESENTATIVE OF EMPLOYEE
DATE :

SIGNATURE OF EMPLOYEE
DATE:

SIGNATURE OF WITNESS {if applicable)
DATE:



FORM B [Retype on School Letterhead]

FINAL WRITTEN WARNING

Name of employee
Persal no
Personal details of the employee

This is a final written warning in terms of the disciplinary procedure. Should you engage
in further [transgressions] misconduct it could lead to formal misconduct proceedings
being instituted against you.

This final written warning will be placed in your personal file and will remain valid for a
period of six months from the date of the written warning.

Should you wish fo do so, you may lodge a written objection to this final warning, or
provide additional information which will be filed together with this final waming.

The nature of the misconduct is :

SIGNATURE OF THE REPRESENTATIVE OF EMPLOYEE
DATE :

SIGNATURE OF EMPLOYEE
DATE :

SIGNATURE OF WITNESS (if applicable)
DATE :
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