Diseiplinary Procedure
Grigvance Procedure

PEGATIL sy A O
L R
= a ks 2003

Fogld b e
Eﬂi ...t‘..' W "‘-:é‘-ﬂ

— e w———




Relerenoot Y
Talephane: 190871

Telegramst “SECLADL"

| Private Bog 77077150, Contenzy

*aISTRY OF PUDLIC SERVICE,
LATIO T AND SOCIALWELFARE
Cr—=pseqiles Hongk

S==rr'Confral Avenune '

;18 R

o o i N S ] 'Il-'-‘i-'
sRiRErasnebspapparnbsanrnatlage

B PO e, ALO L e

iz il

Cear SirfMadam

— . — i
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Altachied pleage find (1) 8 copy of your Coda of Conduct, which has been approved
and stempad by the Ragistrar of Labour Relations, and (i) the Reglstration '
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CERTIFICATE NUMBER 392

LABOUR RELATIONS ACT, (CHAPTER 28:01)

REGISTRATION CERTIFICATE

This Is to certify In terms of Sectien 3 of the Labour relations, (Employment Codes of
Conduct) Regulations, 1990, that | have registered the following employment code of

can ducﬂam%n%lmwm&mdm

Zimbabwa Revenue Aulhnﬂty

P.0. En:dasn

and that | have endorsed the Code/emendment® with my signature.

Date: .

*Deleta the inapplicable

3 Fﬂl:ruarjr 2003
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SECTION A: INTRODUCTION
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PART I

NAME OF THE CODE

This Code shall be reforred to ns the Zimbabwe Revenue Authonty Empleyment Code of

Conduct:
The Code of Conduct is drafled in terms of the Labour Relations Act, (Chapter 28:01}) as

read with 5.0 379 of 1570,

APPLICATION OF CODE

This Code of Conduct shall apply to all employees of the Zimbabwe Revenue Authority
including Commissioners, managenal employees, full-time, contract and parl-time
employees. Once registered, this Code shall be binding on all parties and shall be

implemented without exception.

GOAL OF THE CODE

The Code defines general policies and guidelines for hagnenious industrial relations
within the Zimbabwe Revenue Authority. ﬁp e /w

EMPLOYEE CODE OF ETHICS

Authority employees are required to E_:J‘LI. and perform assignments, duties and
obligations in conformity with the Authority's professional and ethical standards, These

standards are as follows: < REGm a-u-..l,,_,ﬂ 3
41  Uphelding the Authority’s Mission Statement at all umea. : l_:EI} *'?:11]5
42  Muiniaining integrity and honesty in the discharge of uue.h. RS i |
4.3 TrE:n.saﬂl[ng all Autherity business with efficiency and impm:ﬁnﬁt"' -*I «; I.I.{i ""‘1'

44  Conducting all business and staff relations with taxpayers, clients, suppliers- and
government in &n honest, courteous and fransparent manner.

45  Maintsining a high record of punctuality, and avoid unofficial activities during
working hours, showing commitment and dedicaticn to wark.

46  Displayinga sense of urgency m the discharge of duties, cndeavouring to complete
assignuments on time and avoid unnecessary overtime:

47  Conducting the affairs of the Authority in a professional and responsible manner
- snd avoiding collusion with clients which compromises the interssts of the

Page 2
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Authorty, including the falsification and distortion of facts that could lead t:;
eillier loss of reventie or not.

4.8 Mot soliciting favours or kickbacks from the general public, clients or suppliers
either in cash, kind and oy form whatsosver,

49  MNotaccepting gifts from clients, general public or suppliers which compromise the
execution of duties and for the Authority’s core valuss,

410 Mot trading, engaging of participating in any business that may lead to a conflict of
interest.

411 Treating other employees with respect, without bias, prejudice, malice or sexual
harassment.  Staff should net use political or any other influence to the
disadvantage of colleagues of to support unethical operations.

417 Exercisimg managevial responsibilities fairly and consistently e.g. staff psscasment,
handling of diseiplinary matlers.

413 Respecting the established reporting structures at all times.

L
.

4,14 Hu?ﬁm;-'inﬁ ormation Mﬂmﬁmﬂ parties in response o requests for

information ti-dﬁ&q[th: Authority. o M
. %H . "g; F"-'*'_"|'::[;‘;'-I' At LN~

v ] " § I i .
4,13 Hnt' suppl‘ﬁgumbﬂagm_ 1'1.':'1“'5|‘h‘:1,1,‘1.I mg}l\u Mitthanty J‘“'"!“i':'w.'-;: ?
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5. DEFINITION OF TERMS

=

o :
~ il V‘rﬂh:ip!innw Officer” means A supervisar or Munager appointed by the
Fimbabwe Revenue Autherity to administer discipline in terms of this Code of
Conduct, All supervisors and managers may act as Disciplinary Officers, :

e
§2  “Supervisor” means an employee of a higher grade than that of the employes

being disciplined and/ or having a grisvanee oF th:}mu acting in that higher grade,

5.3 The “Disciplinary and Grievance Committee” decidss on grievances and cases
that involve a final written warning or diemiseal, The Commitiee includes three
iwes, one of whom is the Cheirman of the Disciplinary and

Grievance Commitise, and two employee reprezentatives. Where the employee is
s menager, the disciplinary cornmittes will ‘be made up.of amy throe Senior

Managers of the Authonty.

54 vd‘/l';;[&m::” means any offence specified i the Schedule of Offences set ol in this
code, '

e HWorkers Committee™ moans a group af warker representatives elected by

A T AT
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non-managenal employees, as defined in terms cof the Labour Relations
Act(Chapter 28:01)

56 4‘““ Council” means a joint group of managentent and Workers
.:?uiltm representatives, as defined in the Labour Relations Act (Chapter 28:01)
ey

ppeals Committée” means three members of management and two members
from the Workers Committee, chaired by one of the Managerial employees, who
did not form a part of the Disciplinary and Grievance Committes, Where the
employes is a Manager, the Appeals Committee will be made up of two members
of senior Management and the Commissioner General or the person scting in his
capacity or appointed by him to act in that capacity. Where the circumstances so
dictate, more than onc Appeals Commities may be set up and such Committces
may deal with different employees simultaneously.

e

ricvance™ means & feeling or belief that an injustice or unfair treatment has
been suffered. It involves complaints or reports of dissatisfaction in relation to the
employment situation.

5I

5.9 onflict of Interest!’ means engaging or participating in any business, action or
activity that compromises performance of duty and/ or the Authority's core values,

o !

|;'|'|'J-;|}__.'n T JrJf‘. e

6, PRINCIPLES OF THE CODE OF CONDUCT [ . Fillir ~:i'
- E i
D EE'IJS 3
General LT sy |} 2
"'l' =t w 1

6.1  The Code of Conduct muoy be revised and modified, provided there is
mutual agreement between the Employer and the Employee through the Mational
Works' Council, All smendments should be registered with the Ministry of Publlc
Service, Labour and Socinl Welfare.

62 All disciplinary and grievanee issues shall be dealt with in terms of this Code of
Conduct before alternative routes are pursned.

63  The prime reason for digciplinary action is to encourage high standards of work
and to make employees efficient and productive. Discipline should be educational

and corrective in the first instonce,

64  Discipline encompasses training that moulds, corrects, strengthens and perfects

attitudes and behaviour. It may be used as punishment when these measures have

*  failed. Tt is the responsibility of the employer to provide and avail procedure

manuals, legislations, standing imstructions, policies and regulations and the

" employee 1o acquaint themselves fully with this material and the performance
standards that they must maintain and what constitutes an act of misconduet,

=S Pfaged
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65  Every empioyee is requized to suppert mantaement authernity by following uwful
‘wstructions. Managernent s required 10 respect the righis of crployees and to
discharee their respansibilities ir 2 mature and equitable manngr.

6.6 All superyisors.shall we considered to be Disciplinary Officers for the purposs of

this Code. They will have autherity to give verbal waming for minot (Group A)
and first written warning for moderate (Group Bj disciplinary cases In their I
sections. When offences in groups A & B graduate into final wamning and
|
I

di_s_gl_i__s_g_n]___hﬁ{shg ghall refer the case 10 l]m_{lia_::_i;:rliua_nf_qndﬁriwa:y: Committee,

6.7 Qreaches of discipline classified in Groups C or D shall be referred 1o the
. Diseiplinary and Grievance Comumittee.

68  The Disciplinary and Grievance: Commitiee shall hantle both disciplinary and
—  grievance cases ref erred toit.

6.9  Members of the Disciplinary, - and Grievance Committee do not necessanly
represcnt Any party or interests, Thedr main tack is to ensure that justice is done.

6.10 Where clrcumetances S0 dictate, mote than ene Disciplinary and Grisvance
Committes may be set up and such Committess moy deal with different

employess eimultaneously.

6.11 I un employee on suspension with full pay andl benefits takes up altenative
employment, the offender's employment with the Zimbabwe Revenue Autherity
will be terminated from the date of taking up alternative employment,

Where an employee is suspended without pay and benefits he may engage in
alternative employment and on being reingtated shall he paid nnl}".‘lhg gxcess of
whit he should have been paid by the Authonty. [y ienam = -

§12 The Disciplinary snd Grievance Commitiee shall elect & Chajpman from the
management Fepreseniatives available on the Committee, who ghall preside at the
meetings of the Diseiplinary and Grievance Commitize,

£13 This Code of Cenduct sels ot general policies and guidelings of discipling and

grievance procedurss, l

614 Where an employee is accused or suspected of an offence, :J:n:_ir SUPETVISOT should
be advised of the case. Wherever possible; the Supervisar or an appointed person
chould cause 2 first investigation fo be conducted 1o gather all the facts that are

relevant 1o the offence. Every effor chould be made to dvoid dn:ira:!.?-md to finalise
. disciplinary cases nramptly at the lowest possible levels and afihin the Ume himits: &
A - P

stipulated in this Code. :

b
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£

6.15

6.16

6.19

6.20

The Disciplinary and Grizvance Committee should arrive at a conclusive decision

within 14 days from the date the investigations into the offence are completeds All

investigations in terms of ‘this code of conduct should nmot excesd forty.days.
Extensiohs will only be-allowed in cutstanding circumstances where the reasdns

ure given and all parties agree. |

The maximum pénall:iea to be imposed for each offence are found in this Code of
Conduct. However, Disciplinary Officers or the Disciplinary and Grevance
Committee(s) may apply o lesser penalty at their diseretion if there are good

reagons for doing 50,

Any verbal or ‘written warning given by a Disciplinary Officer or by the
Diseiplinary and Grigvance Committee shall be given to the employee in the
presence of & Workers Committee representative, a managerial representative or &
person chiosen by the employee to be his representative in the matter. The validity
of (hye waming shall be as speeified in the schedule of the Code of conduct.

Under no circumstances will personal likes and dislikes be allowed to influence
the disciplinary decisions. Decisions must be based on the facls and on work
reluted considerations. All decisions must be fair, just and consistent, P b ahet]

Records of all the proceedings, statements, decisions and reports on alleged
offences must be recorded in the employee's file, which will be kept in a safe
place, for at least 12 manths,

=

The Grisvinee Procedure set out in Part II may be used when an employee feels
that there has been an injustice, provided that the grievance procedure is not used

for any matters, which arise out of the disciplinary procedures,
BB - hi

Fupe b
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T INGUIRY FRO CEDURE

Where the Supervisor (Disciplinary Officer) becomes aware of an offencs, he shall cause
an investigation

731  Gather all the wvidence in whatever form of the alleged offence.

=9  Hasedonthe evidence, if no offence has been cotminitted, the Supervisor shall
dismiss the case and 00 firther sction shall be taler i that connestion.

73 Where il appears, after the investigation, hat the offence might wharrant 8 final
writlen waming or diumnissal, the matter shall W referred to the Disciplinry and
Cirlevange Commttes

=4 In the event that the alleged offence warrants dismissal, the Supetvisor may, with
the line managers approval, suspend the emplayes with pay (Group A offences -
;;é fourth offence, Group B offences - third ofTence, Group © offencss - second
offence) or withaut pay (Growp D offences) and other benefits until & disciplinary
h:n:i‘ing has heen held by the Disciplinary and Grevance Committee and a decision

made.

75 Where it appenrs, after the investigation, that the Supervisor is not sure of the exact
:7{; offence committed and its gravity, he ghall immedintely refer the matter to the
Disciplinary and Grigvance Committes for ﬂuﬂ:erlc.nnaidm:inn and determination.

¢ DISCIPLINARY PROCEDURE FOR CASES IN GROUPS 4 &8

§.1  Where svidence  gathersd shows that an offence has besn commitied, the
employee's gupervisor shall inform the cmployee in writing of the case against him
und of the date, Hme and plece of hearing. The employee ehiall b advised of the

% date of the hearing 2t \east 2 days before the actunl date of the hearing, &nd the

decision should be given within 4 working days.

g2  Atthe nearing, the Supervisor shall give the ernployee the chanee o present his case
personally and/or by a Workers Commiltee member oF @ hasen representative. He
has (he might 10 call wimesses in lis dafenoe. The employer chall release such
wiinesses Lo attend the hearing, Where 2 witness or representative does not attend,
X e meeting shall proceed without them, ©F &0 Jlternative representative may attend
* in their place: The employes and his represeniatives é;lﬁ]hhe,ﬂt]qud 1o set the
relevant docaments _ndf or copies during the hesring. Theyeshall oe permitted 1o
L question any wilnesses who give evidence. T bl .k 22l .
I i - &Pl 7903
[ Y- Ly

ey
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I
8.3

-
L]

Having heard the evidence, the Supervisor will decide whether a penalty is justified
and if 50 which penalty. Any previous sigiilar offence may be taken into account in
determining the penalty for & subsequent offence.

e ot : e
H"'ﬁﬁul:-. "-'.{-L-‘tt.*!--'-.-"._ E.t-, r.r: 0 J-'ra-_:_-_

9, DISCIPLINARY PROCEDURE FOR OFFENCES HANDLED BY THE
DISCIPLINARY AND GRIEVANCE COMMITTEE

9.1

9.2

9.3

G A S04

9.3

Where cases are referred to the Disciplinary and Grievance Committee by the

Disciplinary Officer, the hearing should be conducted within ten (10) working days "

and the detision should be given within another four (4) working days.

Where ecvidence guthered shows that an offence has been committed, the

employee's Supervisor shall infurm the employee in writing of the-gqes-against him . ~.4¥ )ﬂ_}

(i &

and of the date, time and place of hearing at feast (2) two days before the date of the . u®
L-\r-

hearing and (he decision should be given within (4) four working days.

At the hearing, the Disciplinary and Grievance Committee shall give the employee
the chance to present his case either personally and/or by o Workers Committee
member or a chosen representative, He has the right to call witnesses in his defence.
The emplayer sholl release such witnesses to attend the hearing, Where n witness or
representative does not attend, the meeting shall proceed without them, or an
alternative representative may attend in their place. The employee and their
representatives shall be allowed to see the relevant documents and/ or copies during
Ll i = '| ﬂ T " :
Wﬁg. }J:lthmil‘if?: P 1ltu-i: ?,u:mun ny witnesses who give evidence, |
Huving heard the evidence, the Disciplinary and Grigvance Committes will decide
whether o penalty is justified and if so, which penalty, Any previous similar offence
may be taken into account in determining the penalty for a subsequentoffence.

Where the employze was not suspended and continued o work while the
investigation was carried out and is subsequently found guilty of mizconduct and
the penalty is dismissal, the Disciplinary and Grievance Committee shall determine
(he termination dits, which shall not be earlier than the date of the decision. _}&ﬁ

10, SUSPENSION FROM DUTY

16.1

(i)

Depending on the evidence available, the employee may be suspended in WTiting
with or without pay and benefits, until the:Disciplinary ar}d Grievance Committes
AR U R AR e, =

makes & decision as follows: b _
e R L R 1 !.
With pay and benefits: _ | -3 ¥Ew 7003 |
- Group A offences - fourth offence : e
Group B offences - third offence e g Y j
Group C offences - second offence s srmnse i %
e Pape d

e 4 I ;
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e

(i) Withowt pay and benefits:

Group D offences - first offence

10,2 Where an employee
shall be given &
employee
effott from

10,3 Where an émployee Was suspended from duty and
given a dismissal letier.

employee shall be

employment chall be the date on
ghall not pay Wages and benefits

10.41f the employes Was

termination date,

{05 Whether the employee Was sugpented
{o the employee all {erminal bene

employer,

11. AFPEAL PROCEDURE

11.1

decision.

g suspended from duty and
letter 1o that effect and ghall be immediately reinstated, If the
was suspended without pay and benefits, thess: shall be re-instated with
\he date of suspension.

not suspended but
was carried out, then the Digeiplinary
which shall not be sarlier

Any employee who 18 not huppy with
in wrting against that decision within 3 working days of heing notified of the

is subscquently found not guilty, he

15 subssquently found guilty the

The date of the termination of
which the employee Wil guspended, The employer
for the time the employes WiS under suspension,

had eontinued to work while the investigation
and Grieviance Committes shall determine the
than the date of the decision.

ar not, the employer ghall, within 3 months, pay
fits that are dus to the employes from the

u disciplinery decision has the right 1o appeals

APPEALS PROCEDURE FOR HGH-M&N&G’ERIAL EMPLOYEES

112 TFor non- Managerial employees,

where the decision has been made by the

Disciplinary Officer, {he dppeal procedure i s follows: -
Stagg himee= 7= + 1he employse shall foreeard his appeal to the Human
B = o wte Ny Resoutes Division which ehall arrange for a
.22 Digciplinary and Grievance Commities to review the

e

~ where the employee disagrees with the decision of

L{, decision mads by the Disciplinary Officer within 3

} working deys of receiving he appeal.
i

° A Grievance Commities, he shall
forvard his appeal 1o the Human Resources Division
which shell 8rTanEe for &0 Appeals Cormmitiea 1o
review the decision made within 5 working days,

the Disciplinary
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atage.3;

where the employee disagrees with the decision of
the Appeals Committee, he may appeal to the
Labour Relations. Tnbunal within 14 days of
'Teceiving the Appeals Committee decision,

1.3 For non- Managerial employees where' the decision has been made by the
Disciphinary and grievance Commiltes, the appetls procedurs shall be as follows:

Stage 1

atage 2

where the employee disagrees with the decision of
the Disciplinary and Grievance Committes, he shall
forward his appeal to the Human Resources
Division, which shall arange for an Appeals
Committee to review the decision made within 5
working days.

where the employee disagrees with the decision of
the Appeals Committee, he may appeal to the
Labour Relations Trbunal within 14 days of
‘recefving the Appeals Committes decision,

APPEALS PROCEDURE FOR MANAGERIAL EMFLOYEES

11,4 For Managerial employees, where the decision has been made by the Disciplinary
Officer, the appeal procedure is as follows: -

Stage 1!

Stage 2:

Stage 3:

=

the employee shall forward his appeal within 2

working days to the Human Resources Division,
which shall arrangs for-a Disciplinary and Grievance
Commitiee 1o review the decision made by the
Disciplinary Officer within 5_working days of
receiving the sppeal.

where the employee disagrees with the decision of
the Disciplinary and Grievance Committee; he shall
within 2 working days forward his appeal to the
Human Resources Division, which shall arrange for
an Appeals Committes to review the decision mads

within 3 working days.

where the employes disagrees with the decision of

‘the Appeals Committee, he may appesl to the

Labour Relations Tribupal within 14 days of

receiving the Appeals Commitiee &?cl'sinn.
SR .-_-.'-:-"I_:E. '

=33 44 2T
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12.

115 TFor Managerial employees. wihare the desision has been mode by the Bisciplinary '

11.6

117

11.8

WARNINGS

1231

12.2

12,3

* Commitlee, epdiy oy e
- 'r

=nd Grisvance Compittes, the appeals prneedurﬂ_slﬁll'ht as follows:

Stage 1: depending on the level of the employee, where:the

employee disagrees with' tha decision of the

Disciplinary and Grievance Comurittes, he shall

within (2] two working days fopward hiz appeal to

the Human Resources Division, which shall arrange

for an Appeals Comumittes 10 review the decision

miade within 5 working days. Where the carser level

does not permit for en Appeals Committes to be

arranged, the matter shall be appealsd to the Labour

Relations Tribunal within 14 davs of receiving the
Disciplinary and Grievance Committees’ decision

Stage 2. where the employee disagrees with the decision of

{he Appeals Committes, he may appeal to the Labour
i g of receiving the

Appeals Committee decision.

Al records of proceedings in the disciplinary procedure and the appeal procedure
chould be kept on file for not Jess than 12 momths.

All procesdings of the Disciplinary end Grievance Camnittes and the Appesls
Commitiee must be completed within 10 duys from the date of their

commencament,

If 30 days haye elapsed from the date { commencement of roceedings and the j

e i |

matter has not been dealt with by the Disciplinary and Grigyance Commities oF the
Appeals Cnnmiiuéufthﬁmp&?iéﬂiﬁplﬁ?ﬁ'ﬁbm ray refier the matter 10 3

1 abour Relations Officer who wil deal with it fn terms of section 93 of the Labour
Relations Act(Chapter 28:01)

sl dti@}!_ﬁ of the aﬂ_@wﬂ%{@;ﬁ%@ﬁ the netion taken.
b T Rrci e Loy Lo

All writlen wamings chiuld Be completed in duplicate and acknowledged, The
smployee Teiains one COpY of the warning, and the other must be kept by the

employer in the employee’s file.

All warmings given should be in the manner that is specified in this Code. They
give
g L

ode must be mmmummda&‘ﬁ*h“ 10 the

Any warmings given in terms of th

employss by a Disciplings ol

o e
L T 'i Pﬂ-LI.‘E I1

e Disciplinary and Grievants_,

g
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12.4Records relating to wamnings must be kept on file for not less than 12 months
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SECTION D: SCHEDULE CF DISCIPLINARY OFFENCES AND
PENALTIES

GROUP A: MINOR OFFENCES

Maximum Penalty

FiEst Offence [/ | Second Onencdu | hird Offence ..

b
Verbal First Wrillen Final Written
Witrning Waming Waming Dismissal
Validity: Yalidity: Validity:
3 months & maonths 12 maonths
1 Being absent, or wandering off from gpecific place of duty without permission or

reasonable excuse, This includes any unauthorised absence from the workplace during
working hours, and includes taking extended work brenks, and 1alking socielly 10 other
staff during working hours for extended periods of time which interferes with work.

@‘ Unauthorised absence from work for ong worling day without a reasonable excuse.
ﬁ. Reporting late for wark or leaving work early without permission or reasonable excuse.

4 Failure to clock in or out where this is appropriate.

5 Lack of effort in the execution of duty and deliberately performing below the required

standard,

f Performance of duty witheut the exercise of due care and atlenu'm}:,l

7 Viclating minor security measures as cutlined in the Eﬂﬂmt}ffpnllf;“ mlam:.ﬂt without any
consequences for the Authority or its clients, .:. e

B Failire'to respect superiars, colleagues and subordinates. » L h N -

a Unauthorised use of telephones — this includes spendimg E:{tﬁnd't'lgj.:l.ﬂ:iﬂd-f of time .um

privals incoming or cutgomg calls.

10 Eating or donking in prohibiled ZIMRA places:
e
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1

12

13

Consistently attending to personal visitors during working hpuré,'-_withuut permission from

the manager or supervisor.

Callingd mecting of employees during working hours withaut fallowing procedures and

advising mansgement,

W —

Dressing in an incorrect/inappropriate manner or not adhering to uniform requirsments.

g
o B
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GROUP B: MODERATE OFFENCES

Maximum Penalty

e e P R T ST T T e
u‘:iE‘ﬁiiﬂﬂﬂi&iﬁﬁﬂ-ﬁﬂﬁfﬁﬂn-r'-ﬂ.iEJ.T-_l.'.’:é-‘;L-‘Ea-:iﬁﬁ? Nird O

=

First Written Final Written J
Waming Warning Dismissal
Validity: Validity:
6 months 12 months
1 Unauthorised absenes from work for two consecutive waorking days without reasonable

EXCaEE,

2 Misuse of propetty withoul Anuncial prejudice.

3 Covering up of concealing substandard work or work where proc edures are not correetly
followed.
4 . Failire to cxercise proper care and regard in the discharging of ane's duty to the exient

that tasks have to be repepted o equipment or persons are al risk of damage or injury.

v Abandoning and! or failure to complete a job or task,

iCh {-r-_l-;

of rules and requirements and foilure to camy oul work (o the required”

Disregard :
ctandards, using established procedures and normal routine where this is-detrimental tp the., ..
smooth operation of the Authority, LU T S §

T Frilure to carry oul comeel handovers,

8 Failurs ta follow correct reporting procedurss,

oy :
| Failure to follow correct waork procedures or standard daily routines.

1 Borowing mongy of possessions from suppliers, clients, visitars or other people
Connected with the Authority using your sutharity as & Zimra officil.

11 Money lending &8s defined in the Usury Act,
12 Failure 10 report cireumsiances o ncidents at work, which could have a detrimental
jmipact on the Autherity, the chenls o en the safety of stafl or the smooth running of the

grganisation.

13 Clonducting private business during business. hours, even: where there is ne conflict of

snterest with the Authcnity’s agtivities.
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15
16

17

Gambling whilst on Authority premises or during wirking hours.

and unruly behavieur, whether or not such behaviour endangers the

Indulging in rough
ing of the workplace.

safety or health of others or the smocth runn

Threalening violence, witeheraft or supematural pestilence to Zimra clients and Zimra
staff while discharging duties.

Failure to wear protective clothing and/or use equipment, where applicable, as presenbed
ar provided by the Authonty.
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GROUP C: SERIOUS OFFENCES.

Maximum Penalty

1)

LS

12

13

14

Final Writien
Warning Dismissal
Validity:
12 months

S ren e

Urautherised absence from work for three to four consecutive working days without
reasonable excuse,

Signing attendance register in the name of another employes or clocking enother
employee's clock card.

Megligent loss of, or serious damage to, or gross misuge of property, funds or assets

The unuthorised use of property or fucilities for purposes other than those far which they
are intended.

Inefficiency in performance of work.

i
L |
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Smoking outsida designated smokinig arcas, = Mot 4

Refueing without reasonable excuse ta perform overtime when noticeis given. .o <o
Ly | 'y o " § | o |i'-h::.. - . 2
R 'H- | J& Jr}fh f e L L T

Sleeping during working hours. g I ;% j
Wi L e
Conduct or behavious likely to bring the Autheritysinto di — "----ii-' -5

Threatening to harm, or threatening to do physical injury to any person in the work place’
or members of the public during the execution of duties.

Deliberately giving untrue or incarrect information orally or in writing.

Eringing into or consuming alcohol or unlawful drigs onto the premises or within the
Autherity premises. Definition of Authonty Premises fo exclude messes and residential

—
ArEas

(btaining leave, especially ‘sick leave, by false. pretences, or obtaining false medical
certificates in order to obiain leave.

sing sbusive language atorin front sEckents ar fellow smployees.
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15
16

17

Making offensive or i sensitive remarks to fellow employess or clignts.

Convictionina

ny court of law in respect of ail offences not covered in section D15,

It shall be an offence 10 consume alcohol during working hours.
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" GROUPD: MOST SERIOUS GFFENCES

Maximuin Penalty

Dismissal

1 Absence from work for five or more consecutive working days without reasonable excuse,
2 WiEL of intentional loss’demage of property regardiess of the value of such property,

3 Wilfully applying a wiong use, or unautherised purpose, to funds, assets or property such
as rolling over finds and failing 1o bank funde within the set time limits,

4 Theft - Stealing from the employer, colleagues and clients.

5 Knowingly aiding or assisting in thefl,

56 Any act by an employee 10 interfere with the normal operations of the Authority by

demaging any equipment, tampering with information and information sysiems, raw

materials or products or by interrupting any supplies of power, fuel, materials or services”
necessary to the operations,

7 Any perticipation in unlawful sirikes or go slow nction where thore 35 2 lack of
compliance with current labour legislation. H -

8 Tack of skill, which the employee expressly or by implieation holds himself out 1o
POESESE.

9 Ciross negligence in the execution of duties.

10 Grose levels of documented poor pnljfnnﬁﬁﬂc. due to lack of skill or other reasons, where
the employes falls short of minimum requirements and as & resalt frils to perform his

duties or fulfil his job responsibilities:

11" Refusing witkiont reasonable excuse to perform emErgENsy work whether o not notice is

gIVenL

L

‘Engaging in viclence of mciting persons to engage in violent hehaviour resulting in
damazing the employer's property. X

i
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13 Threatening or use of dangerous weapons such as firearms or knives on the Authority's
premises,

14 Sexual harassment, This is unwarranted conduct of & sexuzl nature, which affects the
dignity of men and women at work, It involves unwanted, unwelcome, unsolicited &nd
offensive sexual advances, contacts or comments. These include deliberate or repeated
sexual gestures, sounds, pictures, graphic material and physical assaults, It includes
physical, verbal and non-verbal conduct, which is offensive, intrusive, degrading or
intimidatory,

15  Anyviolence, (such as fighting/assault) towargs fellow employees and clients.

16 4 Falsification of records and documents and/ or writing false information onto Authority

documents.

@ Giving or receiving or attempling to give or receive any bribe, or performing or attempting
to induce any person to perform any corrupt act.  Thus includes extortion and

embezzlement.

18 Conviction in any court of law for any offence, not necessarily involving work, where
dishonesty; fraud is material element; violence like murder; culpable homicide; causing

grievous bodily harm, or abuses such as rape or sodomy.

19 Criminal conviction in a court of law for any drug offence, relating 1o possession,
purchase, sale or use of drugs. '

20  Disclosing information obtained in the course of one's duties, which has been classified as*
“eonfidential”, including talking to the media without prior approval,

(.,:?:D Refusal to obey a lawful order or instruction given by a person in Authority,

93 Mot following grievence procedures and referring complainis direct to media or external
_*aumcm, subject to section & (1)(e) of the Lebour Relations Act.

.1.@ Being under the influence of alcohol where the-alcolie] content 15 above the legal Jlmlt

and/ or illegal dJ:uE w&ilst at 1'_11E Authority or on Augn_rlt}r’a business, ..H-

24 Colluding with clients to undervalue of wrongly classify goods, or to cause revenue loss.

@ Carrying out any act, which is inconsistent with the express or implicthcomditions-oL the
u ] PEGEIAL £4, e

contract of employment.

i
r:'r_l it B -
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26  Deliberate misrepresentation of facts in the declaration ef assets, f L Maatin E—"Ji'.*.";

27  Conducting private work, without permissien, for any other 'i}fgé.]%iSﬂu-éﬁ:ﬂ?rp'ﬁlﬁrn.:isrsﬁtﬁr I

. e e
a

actual or potential conflict of interest.
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28  Failing to u]:-huid ethical and pmfcssmnnl standards of behaviour within the work place . l

including practising nepotism and victimising, threstening ar harassing subordinates or 13
colleagues or making continued Emp]tr?mmt conditional tn any way, |
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PART 11

] SECTION A: GRIEVANCE PROCEDURE

| ' APPLICATION :

|
|| 1, GOAL OF THE GRIEVANCE PROCEDURE

I " A grievance is any dissatisfaction or feeling of injustice arsing out of a work situation.
The procedurs below defines guidelines for settling such grievances amicably and fairly.

| G GENERAL PRINCIPLES

| 2.1 Employees ghould try to settle gnievances as cloge to the source of occurrence as
| possible, i.e. with the relevant supervisor or manager, All parties must make every

' eflort to sort out problems in-house.

2,2 Every effort should be made in all grievance cases to amrive at an equitable
sattlement,

2.3  Every employee hag the right to seek redresa for any grievance, whether it affects
him or her individually or with other employess,

24 Small grievances can develop into larger frustrations affecting both productivity
and work relations. Grievances should be investigated and resolved quickly sa that

the atmosphere in the work place remains positive,

2.5  YWhen an employse has o grievance pertaining to his employment and wants to
seek redress, he must follow the steps outlined in this grievance procedure,

2.6 Where a gricvance arses out of a lawful and reasonable order given by
Minagement, the order shall be complied with before the employee takes action in

terms of the grievance procedurs,

___23. T shall be presumed that the employee accepts decisions made at eny stage of the
?H—I'-'.'."Sﬁ".-"'!" s M dzpm'm:':dim unless he E:ubmits an appeal, or wntten notice of continued
i e S .Eissitisfmliam within five (5) working days of bemg notified of the decision,

¢ LY R R AL S L CA
SR AR : e : v
SRR T fg»&ﬁ Subject to section 6(1)(¢) of the Labour Relations Act, individuals who do not
L - foltow the laid down grigvance procedure will face disciplinary action.
-\."‘.-.l In'-\. | h i .
et ‘]:Tl all grievance cases, the employee may be represented by a representative of their
r cholce: 5
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210 Records should be kept ofany proceedings.

PROCEDURE FOR INDIVIDUAL GRIEVANCES

3,1  Stagel: An aggrieved employee shall lodge his grievance in writing with
his supervisor; The supervisor shall investigate the circumstances
aurrounding the grievance, and shall arrange for a hearing as soon
as possible. The supervisor will attempt to resolve the grievance
within three (3) working days, A longer period may be taken if this
is agreed in writing with (he employee concermned.

3.2 Stage: If the stipervigor is unable to solve the grievance
within the given time period, the matter shall be referred to the next
level of management, The manager will investigate and attempt to
rasolve the grievance within five (5) working days, A longer time
may be taken if this is agreed with the employee concemed, A
hearing will be held with the participation ef all thage concemed.

3.3  Slaged: 1 the matter is not resolved to the employee's satisfaction
within the time allowed, the grievance should be referred to the
Disciplinary and Grievance Committee in the case of non

managerial employees tmd to the Laboyr Relations Tribunal im the

case of Managerial employees, The Disciplinary and Grievance

Committes will then conduct a formal enquiry, The procedure is as
follows:

331 A hearing should be held within 5 warking days of the
matier being referred to them, unless there are sound

reasons for & longer delay.

3.32 The employes who raised the grievance shall have the right

{o representation or assistance at the hearing by a maximum
of 2 employess who ore membars of the Workers®
Committes, managerial representatives or others of his
choice, \

. b

R = 1
peci .---r.r-'iﬁi@lr‘? Rppresentatives shall be entitled to reasonable time off
S "' i difring working howrs (o investigate the grievance, provided
e 2003 that permission is first obtained in order that the normal

ik routine is not unduly inferupted.

- ¥ ¥ . ...e - I )
+ g4 A record of hearing procesdings shall be kept and all
grievances and statements shall form part of the record.

i 215 The Commitiee shall attempt to establish the correciness of
the grievance, and shall invite any represcntatives of all
parties to describe and explain actions teken.
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I; 336 The Cowmmittee shall be permitted 1o adjown the
4 . procecdings for the purposs of further investigation or
| ' r.:nnz.u]laimn if considersd n:::ssnr}r

= 3.3.7 Within seven (7) days of the conclusion of the enquiry, the

I Committee shall decide if a legitimate grievance exists, and
gl ©ifitis found to exist, shall make a decision that resalves the
1 :l EHEFEIJ'H.:E' [

- 3.4 Stage4: 1f the Committee is unable to resclve the matter, or if the

1 Employee is dissatisfied with the outcome of the enquity; he shall
i refer the matter lo the jons Tribunal.

4, FROCEDURE FOR COLLECTIVE GRIEVANCES

4.1 A collective grievance 1s a general one which applica'ln several employees or to
the whole Authority. Worker's Committee representatives or managerial
representatives will usually raise collective grievances.

42 If the grievance s nol related to a particular division, the procedure shall be
according to that laid out for Stage 3 with individual grievances, which involves
refarring the matter to the Grievance Committee, Following this, if the matter ia
not resolved, it could proceed to Stage 4.
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Following consultation, discussion and amendment of the draft Code of Conduct by both
Management end Workers Committee representatives, the Code has been agreed,

Following this agreement, the Code of Conduct is approved and should now be registerod with
the Ministry of Public Service; Labour and Social Welfare.

| Signed and agreed at Harare on this E%Qi‘dn}f of W 2002 by the

following:-
IJ'
et Y Tl L & S
NMunagement Representative Signature Work E'r.:i‘,tr: mmitiee
. Slgnature
- Wt peno ¥ Nt
. Name E‘Ele'i';:r rint) Name (Please Print)

Management Representative Signature rs Co fue

| Signature
C'Hﬁ'ﬂ‘[’tg Mﬂe oy E_Nr [W{—,a,
Mame (Flease Frint) ﬁmﬁp ;_:1[.  AATRE (Please Print)
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Witness S_ig:untpn: : "i’-’ltess Signature
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. Name (Please Print)

Name (Please Print)
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