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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
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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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OMSENDBRIEF: 010172002
VERVALDATUM: GEEN

AAN: HOOFDIREKTEURE, DIREKTEURE (HOOFKANTOOR EN OBOS’e),
KRINGBESTUURDERS, KURRIKULUMADVISEURS EN HOOFDE VAN
ONDERWYSINRIGTINGS

KORT OPSOMMING: Hierdie omsendbrief bevestig die delegering van minder ernsiige

wangedragsake met betrekking tot KS-opvoeders en Staatsdienswetpersoneel aan hoofde van
inrigtings of kantore en alle iynbestuurders

ONDERWERP : MINDER ERNSTIGE WANGEDRAG: DISSIPLINERE AANGELEENTHEDE

Ingevolge item 4, skedule 2 van die Wet op die Indiensneming van Opvoeders, Wet 75 van 1958
(hierna verwys na as die Wet), het die Onderwyshoof die funksie om minder ernstige wangedrag te
hanteer aan die hoof van die inrigting of kantoor waar die opvoeder in diens is, of die onmiddellike
hoof van die opvoeder waar die betrokke opvoeder die hoof van die inrigting of kantoor is
gedelegeer, Hierdie Omsendbrief dien om gemelde delegering van minder ernstige
wangedragsake te bevestig. Gevalle van minder ernstige wangedrag van Staatsdienswetpersoneel
moet hanteer word ingevolge die Dissiplinére Kode en Prosedure vir die Staatsdiens (Resolusie
2/28). Daar word in die ingesiote raamwerk verwys na die spesifieke handelinge van wangedrag wat
gehanteer moet word. Hierdie regling Is breedvoerig bespreek tydens die opleidingsessies van
Hoofde van Inrigtings of Kantore en Lynbestuurders oor Progressiewe Dissipline. Alle hoofde van
inrigtings en toesighoudende personeel moet ‘n werkswinkel vir personeellede aanbied en
hul adviseer oor dié proses en oor hu! regte in hierdie verband.

Let asseblief daarop dat sekere afdelings in die Wet sedert die opleiding ingevolge die Wysigingswet
ap Onderwyswette, 2001 (Wet 57 van 2001) gewysig is. Die wysigings wat direk van toepassing is
Op progressiewe dissipline soos vervat in skedule 2 van die Wet, is soos volg : [ _ dui die nuwe
invoeging aan).

- ltem 4 paragraaf (f) van subitem 4 “Indien die opvoeder tydens die tydperk van ses maande
aan tugoptrede onderwerp word, kan die skriftelike waarskuwing en die skriftelike beswaar of

verdere inligling in paragraaf (q) beoog, in ag geneem ward by die besluit cor 'n gepaste
sanksie."

Item 4 paragraaf (f) van subitem 5. “Indien die opvoeder tydens die tydperk van ses maande
aan tugoptrede onderwerp word, kan die finale skrifielike waarskuwing en die_skriftelike

beswaar of verdere inligting in paragraaf {q) beoog, in ag geneem word by die besluit oor 'n
gepaste sanksie.”

MELD ASSEBLIEF VERW YSINGSNOMMERS IN ALLE RORRESPONDENSIE / PLEASE QUOTE REFERENCE NUMBERS IN ALL CORRESPONDENCE /
NCEDA UBUALE INOMBOLG ZESALATHISO KUYQ YONKE IMBALELWANO
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skriftelike beswaar of verdere inligting in paragraaf (g) becog, in ag geneem word by die
besluit oor ‘'n gepaste sanksie.”

Vorms wat Vorm A (skriftelike waarskuwing) en Vorm B (finale skriftelike waarskuwing) van
skedule 2 van die Wet sal vervang, is ook ingesluit.

Bogenocemde wysigings het op 5 Desember 2001 in werking getree. U word in hierdie verband ook
verwys na Omsendbrief 0010/2001,

Bring asseblief die inhoud van hierdie omsendbrief onder die aandag van alle werknemers, wat
moet teken dat hulle kennis geneem het van die inhoud en dit begryp.

U samewerking sal op prys gestel word.

. HOOF: ERWYS
DATUM: 9803 - 58 JD.




VORM A [Tik op Skool se Briefhoof]
SKRIFTELIKE WAARSKUWING

Naam van werkgewer
Persal no
Persoonlike besonderhede van werknemer

Hierdie is n skriftelike waarskuwing ingevoige die tugprosedure. Indien u verdere
wangedrag pleeg. kan hierdie skriftelike waarskuwing in ag geneem word by die
bepaling van ‘'n emstiger sanksie.

Die skriftelike waarskuwing sal in u persoonlike laer geplaas word en sal van krag wees
vir 'n tydperk van ses maande vanaf die datum van die skriftelike waarskuwing.

Indien u beswaar maak teen die waarskuwing of bykomstige inligting wil verskaf, kan u
‘n skriftelike beswaar of bykomstige inligting voorié, en dit sal saam met hierdie
waarskuwing geliasseer word.

Die aard van die wangedrag is :

HANDTEKENING VAN VERTEENWOORDIGER VAN WERKGEWER
DATUM :

HANDTEKENING VAN WERKNEMER
DATUM:

HANDTEKENING VAN GETUIE (indien van toepassing)
DATUM:



VORMB [Tik op Skool se Briefhoof]
FINALE SKRIFTELIKE WAARSKUWING

Naam van werkgewer
Fersal no
Persoonlike besonderhede van werknemer

Hierdie is 'n finale skriftelike waarskuwing ingevoige die tugprosedure. Indien u verdere
[oortredings] wangedrag pleeg, kan dit lei tot die instel van formele tugstappe teen u.

Die finale skriftelike waarskuwing sal in u persoonlike I&er geplaas word en sai van krag
wees vir ‘n tydperk van ses maande vanaf die datum van die skriftelike waarskuwing.

(ndien u dit verkies, kan u 'n skriftelike beswaar maak teen hierdie finale waarskuwing
voarie of bykomstige inligting verskaf en dit sal saam met hierdie finale waarskuwing
geliasseer word.

Die aard van die wangedrag is :

HANDTEKENING VAN VERTEENWOORDIGER VAN WERKGEWER
DATUM :

HANDTEKENING VAN WERKNEMER
DATUM :

HANDTEKENING VAN GETUIE (indien van toepassing)
DATUM :

>
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