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SECTION 1: 

ABOUT FACI 

(Future AFRICAN Cities Institute) 

 

Introduction 

 

The challenges facing most cities in Africa continue to revolve around urban planning, 

governance and financing. These challenges can only be addressed by the revisiting of old 

and present day methods of urban planning, governance and financing through the adoption 

and embracement of new and emerging spatial planning, governance and financing strategies 

as well as continuous research and learning. Advancements in technology, paradigmatic 

developments in urban administration and improvements as well as innovations in spatial 

planning continue to influence changes in the study and practice of urban governance, 

planning and financing especially where critical issues of resilience, smart cities, renewal and 

sustainability are progressively gathering momentum. 

 

In line with the United Nations Sustainable Development Goals in their generic form and 

particularly SDG 11 aimed at “sustainable cities and communities”, FACI undertakes top 

notch research and advocacy work towards finding sustainable solutions and building 

resilient smart African cities. In the process, it strives to be at the forefront fronting emerging 

trends that transform cities and towns so as to improve governance, planning and financing 

and ultimately liveability.  

 

Vision 

 

FACI aspires for the building of smart, inclusive and resilient African cities which are 

liveable and attractive to citizens and businesses.  

 

Mission 
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FACI seeks to recommend well researched strategies that transform African cities based on 

new and emerging trends in urban governance, planning and financing. 

 

Goals 

1. To enhance the efficient and effective governance, planning and financing of African 

towns and cities; 

2. To secure a paradigm shift in the planning, financing and governance architecture to a 

transformative process that build resilient and liveable smart cities in Africa; and 

3. To provide continuous research and practical solutions to distressed cities in Africa 

and elsewhere.  

 

Human Rights Statement 

 

FACI affirms the international statements vested within the International Bill of Human 

Rights and maintains that the right to development “is an inalienable human right by virtue of 

which every human person and all peoples are entitled to participate in, contribute to and 

enjoy economic, social, cultural and political development, in which all human rights and 

fundamental freedoms can be fully realized”. (Universal declaration of Human Rights) 

 

FACI vows that within the uniqueness and diversity of our activities, our partners and our 

membership, it will work towards a strengthened awareness of human rights to meet the 

challenges of sustainable human development and global awareness. 

 

Gender and Awareness Statement 

 

Gender Equity and Gender Equality 

 

FACI is committed to achieving gender equality within the organization and in all of its 

programming. To this end, FACI will ensure: 

 a gender-sensitive environment within the organization; 

 gender equity within all policies and procedures; 

 that gender equality is an essential component in the planning, design, selection,  

implementation and evaluation of all aspects of programming; and 
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 a proactive or affirmative gender paradigm within FCI. 

 

SECTION 2 

 

FACI Governance 

 

FACI operates under COMMON LAW UNIVERSITAS with members in Zimbabwe and 

its Secretariat based in Harare. 

 

The Board of Directors consists of  

 

1.1. Roles and Responsibilities of the Board of Directors 

1.2.  

The Board of Directors shall have responsibility for the overall governance of the 

organization, and will specifically: 

 Serve as the link between FACI and its various partners and stakeholders; 

 Provide overall direction to the organization's programmes and policies, guided by 

knowledge of their respective constituencies and the needs of such constituencies; and 

 Establish and oversee the overall programme direction of FACI through the approval 

of plans and policies and to oversee the Secretariat. 

 

The Board of Directors shall also: 

 

 Decide the overall programme direction of FACI through the approval of long-term 

plans of the organization; 

 Approve overall programme implementation, financial and personnel policies of the 

organization; 

 Consider proposals for amendment of such policies upon submission of 

recommendations from the Secretariat, members, or other stakeholders; 

 Ensure strict accountability of the Secretariat to the membership through the receipt 

and scrutiny of regular programme, financial and personnel reports. 
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In addition to the above, the following specific responsibilities have been identified and 

approved by the board to comprise a more detailed listing of their roles and responsibilities: 

 

1.1.1 Financial Management 

 

 Exercise control of institute’s assets; 

 Approve the annual and long term budgets of FACI; 

 Receive and review biannual financial reports, including audited financial statements, 

from the Executive Director on actual income and expenditure, as compared to 

budget, for the purposes of monitoring the budget performance of FACI and to take 

corrective measures where necessary; and 

 Appoint auditors. 

 

1.1.2 Personnel 

 

 Create or abolish any position in the organization; 

 Appoint the FACI Executive Director, and approve the appointment of other senior 

staff positions; 

 Review the performance of the Executive Director annually; 

 Review salaries and benefits annually and approve annual increments and bonuses if 

funding is available; 

 Discipline or dismiss the Executive Director; 

 Oversee the misconduct policy and approve the dismissal of senior officers on the 

recommendation of the Director; 

 Ensure compliance and implement any contract arbitration; and 

 Establish, if appropriate, a subcommittee to deliberate on a specific matter relating to 

the performance of a FACI employee. 

 

1.1.3 Programme 

 

 Set annual targets for the Executive Director 

 Approve annual and long term plans; 

 Receive and review biannual programme implementation reports from the Executive 

Director. 
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1.2 Board Membership 

 

The Board is responsible for ensuring adequate attention is given to Board recruitment, 

selection, appointment, orientation and replacement. The Board of FACI has the authority to 

appoint members in accordance with the guidelines established. 

 

1.2.1 Criteria for Appointment to the Board 

 

Candidates must: 

 Have a high level of integrity, with no convictions for any crime; 

 Have a qualification (at least a degree from a recognised university or higher learning institution) and an 

understanding of local government, public administration, urban planning, law or 

public finance.  

 Have at least 5 years experience in urban planning work and or local government 

sector, including demonstrated interest in spatial planning and or urban governance 

issues;  

 Have specific skills to offer in the area of policy research and analysis, or other skills 

necessary for the management of FCI programmes and activities; 

 Be a reputable academic, or an activist of repute on urban planning and governance, 

or a Trustee of FCI; 

 Shall possess the following key personal attributes: 

i. be a respected citizen whose reputation and image will reflect well on the 

organization; 

ii. be in a position to be able to assist the organization during crisis management periods; 

iii. be a professional or an activist in their own right; and 

iv. be able to provide for their own material well being and not call on the resources of 

FCI for compensation for whatever input they make to the organization. 

 

1.2.2 Appointment Procedure 

 

Nomination for appointment to the Board shall be by any Member or Board member or any 

member of the FCI partners. Only members, members of FCI partners or local government 

activists are eligible for nomination. 
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The Secretary to the Board shall circulate a notice to all Members/Board members, Partners 

and Associates inviting nominations to the Board. Such nominations shall be made and 

accepted in writing, and will include nominator's statement of rationale/support for the 

nominee and the nominee's expression of interest and acceptance, as well as a curriculum 

vitae. Nominations must be complete at least twenty-one (21) days prior to the date of 

appointment. 

 

Upon accepting such nomination, the nominee shall declare their membership on other 

Boards or Associations as well as any business interests they may have in any organization. 

Copies of all nomination correspondence and materials shall be circulated to all members of 

the board in advance of the appointment date. 

 

Nominations shall be reviewed and considered in accordance with the selection criteria and 

guidelines for Board composition, including geographic balance and gender. 

 

Appointments will be made/approved by the Board at the Annual General Meeting or at other 

times, as required. The recruitment and appointment process shall be initiated and completed 

within 60 days of any vacancy arising. 

 

Appointments will be determined by a simple majority vote by all members. 

 

Immediately following the decision of the Board, the Secretary will inform all candidates of 

the disposition of their nomination. Appointments will be effective immediately and the new 

member orientation will commence. 

 

1.2.3 Composition of the Board 

 

The Board of Directors shall have seven (7) members at any point in time. Initial 

appointments to the Board will include two (2) Founder members. Thereafter the succession 

plan shall ensure the smooth transfer to the ongoing appointment process. 

 

The Board shall endeavour to maintain a 50/50 gender balance. 
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The Board shall ensure the representation of practitioners and researchers as members. 

 

Members shall be appointed from Local Authorities, Associates, National Institutions such as 

universities and research institutes, and experts/activists.  

 

1.2.4 Board Succession 

 

Succession planning is required to ensure sufficient and planned turnover of members to 

avoid any appearance of 'life' membership and to prepare for and execute the transition of 

Founder members out of the organization over time. 

Mechanisms for Succession planning will include: 

 An appointment term of three years (3), which may be extended for an additional 

three years. Thereafter, members will only be eligible for re-appointment after being 

out of office for one full term. 

 Initial appointments to the Board will be for specific terms such that the term of one 

founder and three other members will be limited to three years, thus promoting a 

turnover of members while ensuring continuity. 

 All members are eligible to be elected as Chair, Vice-Chair, Secretary and Treasurer 

for a one year term. The Vice-Chair, in normal circumstances, will be elected Chair in 

the following year, thus ensuring adequate preparation for the role. 

 

1.2.5 Board Orientation and Development 

 

The Secretariat, under the direction of the Chair, will prepare and provide an orientation 

programme intended to prepare new members for their roles and responsibilities, the FCI 

mandate, structure and functions, and should specifically include: 

 A thorough grounding on the origins of FCI, its purpose, mission and vision; 

 A review of the history and accomplishments of the organization since inception; the 

organizational structure and the roles and responsibilities of its components and staff 

positions; 

 A review of the annual and multi-year programme plans and objectives; 

 An explanation of the financial resources, funding strategies and financial reporting 

systems and requirements; and 
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 And an introduction to the planning, monitoring and evaluation processes and the role 

of the Board in these activities. 

 

SECTION 3 

 

Programmes 

 

Research and Policy Analysis 

 

The Research Programme at FACI provides the fundamental framework for an in-depth 

understanding of Africa’s increasing urban population and its implications to related 

governance, planning and financing issues. The results of this research are used to support the 

lobby and advocacy work undertaken by FACI, its Affiliates and stakeholders. Most 

importantly, the research forms the basis for seeking lasting solutions to Africa’s urbanisation 

dilemma and its impact on sustainable development. Working with our partners and 

stakeholders, dedicated researchers and consultants collect and conduct up-to-date research 

and analyses defining policy agenda issues, presenting policy critiques, initiating and 

coordinating policy dialogue and networking with all key institutions involved in the 

processes of urban governance and development. 

 

Lobby and Advocacy 

 

The Lobby and Advocacy Programme engages policy makers as well as key stakeholders and 

aims at transforming cities at the national, sub-regional, regional and international levels on 

the issues of urban development and resilience. Relying on the research and the contribution 

to the knowledge base, the Lobby and Advocacy Programme facilitates informed dialogue 

between and amongst local government stakeholders. Lobby and Advocacy efforts 

continuously attempt to secure the adoption of policies and measures by African Cities for the 

embracement of emerging and new concepts in urban governance, planning and financing to 

move towards smart, sustainable and resilient cities. 

 

Information and Communications 
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Knowledge, research and information are important components to promoting positive 

change. Access to and effective utilization of these components is also critical. FACI’s 

Information and Communications Department collects and disseminates information on all 

issues relating to future cities produced by FACI, its Affiliates and Partners. Its core function 

is to package and/or repackage information and intellectual material in various ways 

appropriate for maximizing the reach on target audiences. Taking advantage of the new 

Internet Communication Technology and social media platforms, FACI is committed to 

employing knowledgeable staff and up-to-date technology to design and provide a variety of 

communication tools to achieve its goal. 

 

Organizational and Administration Capacity 

 

To perform its functions as an Institute in promoting participation and research in urban 

development issues, FACI looks both externally and internally to strengthening capacities, 

which will enable increased engagement in local governance and inter-local-governance 

policy discussions. 

 

Through joint-programming activities, FACI’s role as an Institute will grow by the continual 

creation of research and networking platforms where issues are raised, discussions are held 

and through participation in consensus building. Commissioning joint research projects, 

supporting Lobby and Advocacy activities of Partners and Affiliates and having a healthy 

information and communications system in place will all help to strengthen the Institute’s 

goals and aspirations. 

 

Internally, FACI is committed to developing its organizational systems and structures and 

enhancing relationships with its Donors, Partners and Affiliates. Towards this goal, a Results-

Based Management Approach designed to improve management effectiveness and 

accountability is emphasized as this ensures the prudent use of both financial and human 

resources as well as facilitates reporting requirements. 

 

Portfolio Set up 
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FACI has three main portfolios namely: Urban Governance; Urban Planning; and Urban 

Financing.  

 

Urban Governance Portfolio 

 

Governance remains the key issue for FACI. The paradigmatic shifts in governance over the 

years necessitate changes in nature and scope of urban city governance. Network forms of 

governance and new approaches are now at the centre of smart and resilient cities. Unlike 

traditional approaches that crowded out the contributions of communities and citizens to 

relegate them as rate payers or clients, new approaches are acknowledging their input as 

value creators and co-producers of public goods. This necessitates for a democratic urban 

governance architecture that incorporates changes in the practice of public administration, 

particularly through putting communities and citizens at the centre of urban governance and 

administration. 

 

Main objectives for this portfolio are as follows: 

 

a) To contribute to finding democratic and sustainable solutions to the phenomena of 

urbanisation; 

b) To contribute to the creation of smart and resilient cities; and 

c) To promote inclusive and responsive future cities 

 

Areas of focus: 

 

a) Urban governance - that ensures inclusivity, responsiveness and transparency through 

adopting strategies and approaches that puts citizens on the frontiers of their cities’ 

development  

b) Devolution - that ensures that cities are empowered to chart their development agenda 

and mobilise locally based resources to build resilience  

c) Co-production - to ensure cities incorporate the contributions of citizens, private 

sector and non-governmental organisations in planning, development and financing 

d) Constitutional and legal frameworks - that respond to emerging issues in urban 

governance (for example, on issues of greater citizen participation and Urban 

Planning and Urban financing as espoused in the portfolios below) 
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e) Institutional frameworks - strengthening of local government stakeholders in ways 

that inclusivity, sharing of responsibilities and resilience building 

f) City profiling 

g) City adaptation, regeneration/renewal/regentrification  

h) Disaster management and distress response 

i) Citizens charter and public relations 

j) Capacity building 

k) Policy analysis  

l) Programme and Project evaluation 

 

Urban Planning Portfolio 

 

Urban planning is one of the main pillars of FACI. According to the UN, by 2050 half of the 

world’s population will be living in cities and this entails high rate of urbanisation and 

migration among cities therefore stressing on existing infrastructure. Urban planning is more 

vital to have sustainable cities which will accommodate everyone despite the issue of race as 

well as ensuring that everyone has access to basic services.   

 

Main objectives of this portfolio include:   

 

 To create and promote health conditions and environments for people 

 To ensure orderly urban development  

 To make right use of the land through proper zoning  

 To preserve the aesthetics in the design of all elements of urban planning  

 To promote inclusive, smart and sustainable cities  

 To advocate for planning that take on board special groups of society such as the 

disabled, elderly, women and children 

 

Areas of focus:  

 

 Urban conservation 

 Urban development 

 Cities and Migration  
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 Environmental planning  

 Real Estate development  

 Sustainable development 

 Transport and land use planning  

 Technology and planning (GIS), urban design 

 Public safety  

 Affordable Housing and community development finance 

 Global and comparative planning – interconnected of cities in the Global North and 

Global South through global economic, environmental and migratory patterns. The 

focus is on understanding these issues and opportunities and formulating appropriate 

interventions, working with communities on achieving social justice and 

redistribution of development benefits. 

 

Urban Financing Portfolio 

 

Cities in Africa continue to suffer from under-financing and ultimately resource challenges. 

The main problem emerging from the financing architecture of most cities that is dependent 

on traditional financing mechanisms such as taxes, loans, central government transfers etc, 

most of which have proven to be inadequate given the competing demands. The private 

sector has also been touted as the saviour for cities, however, the reality is that private capital 

has remained shy in city financing or on many occasions either selective or sceptical. To this 

end, calls for creativity and innovation continue to gather momentum.  

 

The main objectives of this portfolio are: 

 

 To contribute to sustainable and effective urban financing architecture 

 To advise on strengthening of existing financing methods through securing leakages 

and adopting technology 

 To lobby for the embracement of emerging alternative financing methods to 

complement the existing revenue heads 

 

Areas of Focus: 

a) Internal sources of revenue, 
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b) External sources of financing, 

c) Alternative financing methods, 

d) New and emerging financing instruments, 

e) International best practices, 

f) Disaster response financing, 

g) Accountability and corporate governance, 

h) Corruption, fraud and risks 

 

Organogram 
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The objective of this handbook is to set out the policies of FCI towards its employees. 

FCI recognizes that its employees are its most valuable asset and provide the means for 

achieving its objectives. In return for their work and loyalty, FCI accepts that it has a duty to 

provide employees with a satisfying workplace and to ensure they are treated fairly. The 

goals of this manual are as follows: 

 To develop and maintain trust, cooperation and communication between management 

and staff, and to develop sound industrial relations procedures; 

 To provide fair and consistent treatment of all staff with no discrimination on any 

grounds; 

 To recognize good performance and encourage employees to achieve greater 

productivity; 

 To employ competent individuals who are selected on the basis of merit and ability to 

do the job. 

 

It must be acknowledged that the information contained herewith are general guidelines 

which attempt to explain the policies and conditions of the Organization. Clearly, in the 

changing circumstances, which confront us today, no policy can be said to be finite and 

absolute for all time. Further, it is likely that additional policy guidelines will be evolved in 

the future. Amendments and additions therefore will be inserted or attached as and when they 

become necessary. 

 

The responsibility for updating these guidelines lies with the Management Committee. When 

changes, additions or deletions are made, employees shall be notified of policies or 

conditions in the form of notices, letters or memoranda prior to publishing a new handbook. 

Such notices will be valid and applicable even when the handbook as a whole has not been 

updated. 

 

Although it is recognized that total conformity is not possible having regard to the 

Organization’s diversity of operations, every effort should be made to adhere as closely as 

possible to the guidelines. 
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Any deviations however must be cleared in the first instance with the Executive Director. 

Normally, any suggested changes or the creation of new policies would be discussed at 

management meetings. 

 

Only after agreement on such changes on the introduction of new Policies and Procedures 

would they be implemented. 

 

 

SECTION 5 

The contents of this handbook are confidential and may not be released in any form to anyone 

outside FCI without the authority of the Executive Director. The handbook remains the 

property of FCI and must not be removed from the organization. 

 

Management 

 

Management Committee 

 

The Management Committee consists of the Executive Director, the Administrator and Policy 

Advisors. 

 

Management Meetings 

 

The Management Committee shall meet monthly to discuss the following: 

 Disciplinary issues 

 Staffing requirements 

 Job descriptions 

 Strategic planning issues 

 Budgeting 

 Project monitoring 

 Donor relations and potential for funding opportunities 

 Any other upcoming issues 
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Staff Meetings 

 

Staff meetings shall be held monthly usually following a Management Meeting. The 

Administrator shall be responsible to assign one staff member as Minute Taker whose duty 

requires minutes to be completed and distributed to all staff within one week of the meeting. 

Adoption of minutes shall take place during the following staff meeting. Adopted Minutes 

shall be maintained by Administration. 

 

Employee Records 

 

Employees’ personal files are classified as confidential and will be retained in the 

Administration Department in a secure area. 

 

The contents may be made available to an employee at the employee’s request. No files may 

be removed from the Administration Department unless there is legitimate cause for need for 

its removal. 

 

Employees’ files will normally contain applications for employment, verification of 

references, letters of appointment, contracts, engagement forms, salary and grade 

information, performance evaluations, disciplinary records and other general information and 

correspondence. They will also include copies of educational, birth and marriage certificates 

as well as copies of national registration cards, passports and drivers licenses where 

applicable. 

 

It is the responsibility of the employee to provide the Organization with accurate personal 

information and to advise the Administration Department of any changes to the following 

details: 

 Address and telephone numbers 

 Marital status 

 Tax status 

 Dependents 

 Next of kin 

 Bank account information 
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 Medical Aid dependents 

 Medical conditions which may require a response from staff in the event of a 

problem, e.g. epilepsy, diabetes etc. 

 

In order to ensure that staff information is correct, all employees will be required to fill in a 

Personal Records Form and to advise Administration if/when any changes occur. This will 

enable changes to be noted for payroll, P6 and other purposes. 

 

Recruitment Policy 

 

The Recruitment Policy provides guidelines to help ensure the employment of people who 

meet current job and future staffing needs. The policy on selection is based on the principle 

of merit. This means that the main objective of selection, whether for recruits from outside or 

employees from within, is to ensure that the person whose abilities and attributes best match 

the specifications for a given job, is appointed for that job. This is in line with the policy of 

matching the person to the job and NOT the job to the person. 

 

It follows from this that jobs must have written, clearly defined specifications. Every effort 

will be made to assess individual capabilities in terms of these specifications and 

descriptions. 

 

With consideration towards FCI’s gender statement and its goal to incorporate regional 

representation to attain diversity of knowledge and experience, the Organization will select 

the individual who best meets the requirements of the job to be filled and the future need of 

the Organization, regardless of the individual’s race, sex or creed. 

 

Procedure for Vacancies 

The Executive Director, after consulting with the Management Committee, must first 

establish whether suitable candidates exist within the Organization and if so, the position 

should be discussed with the employee prior to advertising. 
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All vacancies are to be advertised on the FCI notice board. However, those vacancies for 

which a prospective candidate has genuinely been selected or trained should not be 

advertised. 

 

External advertising of a position may only be placed with the authorization of the Executive 

Director. 

 

Employment agencies may be consulted as an additional source of recruits. Ability tests and 

reference checks conducted by outside consultants do not in any way replace in-organization 

testing and reference checking procedures. 

 

The notice should clearly indicate a closing date and emphasize that applications shall not be 

accepted after the given date. If a suitable candidate is not found, the procedure can be 

repeated. 

 

The notice should contain the following basic information in addition to any other relevant 

details: 

 Job Title 

 Department 

 Job Specifications 

 Closing Date for applications 

 

Advertisements will be placed in the appropriate media where contact with suitable 

candidates is most likely to be made. 

The applicants will be short listed by the Management Committee and the Administrator will 

arrange for interviews to take place. 

Where an applicant is being interviewed for the position of the Executive Director, the Board 

of Directors will screen applicants. 

Only short listed candidates should receive replies from the Administration Department. A 

statement to this effect should be mentioned in any advertisement. 

All applications from employees must receive replies. 

A minimum of three interviewers will attend in order to achieve a broad cross-section of 

views. 
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Human Resource Experts/Consultants may be brought into the recruitment/interview process 

when deemed necessary by the Management Committee. 

The purpose of a recruitment interview is to: 

 Obtain information from the applicant on his/her background, interests, disposition, 

abilities, career aspirations and salary expectations; 

 Allow the applicant to get to know about the job and the Organization and; 

 To assess the applicant’s suitability for the position and his/her potential for 

advancement. 

 

Candidates outside Zimbabwe 

 

The Organisation will strive to employ persons residing in Zimbabwe at by all means 

possible. HOWEVER, when a potential candidate is short listed and lives outside 

Zimbabwe, the Executive Director or his/her designee must first initiate a telephone interview 

in order to establish whether or not this candidate meets the minimum criteria for the position 

in terms of salary expectations and any personal attributes that may be obtainable over the 

phone. If the candidate is still eligible, references should be obtained and contacted prior to 

setting up a formal interview. Once this has been completed, the Executive Director shall 

authorize the Administrator to make the necessary travel arrangements. 

 

Selection of candidate 

 

After consultations within the Management Committee, the Executive Director should inform 

shortlisted candidates. 

In the selection of an Executive Director, a quorum of the Board of Directors will be required 

to make final decision. 

The Administrator must notify unsuccessful short listed candidates or his/her designee once 

the position has been filled. 

The Letter of Offer of Appointment shall be prepared by the Administrator or designee, 

signed by the Executive Director and delivered to the selected candidate outlying the terms 

and conditions of employment. 

Upon verbal or written acceptance of the Letter of Offer of Appointment, a Contract of 

Employment Agreement which includes the appropriate probationary period shall be 
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prepared by the Administrator or designee and signed by the selected candidate and the 

Executive Director prior to commencement of activities. 

 

Deadlines 

 

Where possible, the following deadlines should be met in advertising and filling vacancies: 

 Processing of internal or external advertisements to be completed within three (3) 

days of receipt of notification from the Management Committee. 

 Closing date of internal advertisements - 15 days from date of advertisement being 

posted on the board. 

 Closing date of external advertisements - 21 days from date of first insertion in the 

newspaper. 

 Interviews in both cases (internal and external) - within 15 days from closing date. 

Exceptions can be made in the event of conflicting travel schedules. 

 Letter of Offer of Appointment and regret letters following interview - to be sent 

within 10 days of interview date. 

 Upon request - within 14 days of last interview, unsuccessful employees should be 

given reasons, verbally, for non-selection. 

 

Reference Checking 

 

Reference checks are a vital component of the recruitment process. No Letter of Offer of 

Appointment or Contract of Employment Agreement should be signed without a reference 

check being performed. A minimum of two business references and one academic (where 

possible) reference must be checked for any potential candidate. 

 

The evaluations made by the referee (the Executive Director or designee) must be recorded 

using Reference Check forms, signed by the Executive Director and retained with the 

application form. 

 

Where appropriate, the skills of any short-listed applicants must be tested practically. 

 

Medical Examinations 
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An offer from FCI is conditional upon a satisfactory and complete medical examination of 

the Nominee. A physician of the Nominee’s choice may perform the medical examination but 

examination results must be verified and approved by the FCI consulting physician. 

 

Nominees will receive a special medical form for this purpose. If the medical examination is 

not covered by the Nominee’s personal medical plan, FCI will reimburse the Nominee for the 

costs incurred, upon presentation of original receipts. 

 

Drivers are required, in addition, to undergo and meet the requirements of an optical 

examination. 

 

Any costs of these examinations incurred by an individual will be paid by the Organization 

for the selected candidate(s). 

 

Prospective employees should be advised not to resign from their present jobs until they have 

been advised of passing the medical examination. 

 

Contracts of Employment 

 

Definition of Contract 

 

All FCI employees are hired strictly on a contract basis. The term “contract worker” does not 

occur in any national legislation, but is generally understood to mean an employee who is 

taken on for a specific period or performance of a specific task. “Contract worker” is a 

generic term and embraces the concepts of contract employee, consultant and “casual worker. 

 

Contract Employee 

 

FCI refers to employees who have been hired for a two-year period as Contract Employees. 

During the currency of the contract, a contract employee will be treated as an ordinary (that is 

permanent) employee and will accrue leave, be entitled to sick leave etc. on the same terms 

and conditions as other employees in other organizations, except insofar as in-house rules 

may provide otherwise. Such in-house rules may not lay down worse conditions than those 
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provided for in the Labour Relations Act, or the relevant collective bargaining agreement or 

employment regulations. All employees are required to sign the Contract of Employment 

Agreement. 

 

Typical contracts between the Organization and an employee are for periods of two years 

however can include any contract consisting of one year or longer depending on 

organizational needs. 

 

Expired contracts can be renewed depending on need, resources and performance. 

 

Part-time Employees 

 

In special circumstances, the Organization may find it necessary to employ staff for a specific 

number of hours per day or week less than the normal working hours. Such situations might 

occur in the event of health or pregnancy related issues or when additional staff is required to 

assist in the completion of special types of work. Employees not working full hours per week 

or per month, e.g. mornings only or three days a week on a permanent basis, i.e. for an 

unspecified/indefinite period is deemed Part-Time Employees. 

 

Consultants 

 

Depending on program/project demands, outside consultants with specific qualifications may 

be contracted to perform specific short-term tasks for the Organization. The fee paid for the 

particular task and the time period it should be completed along with other terms and 

conditions of the employment must be specified in the contract between FCI and the 

individual. Consultants are considered independent contractors and as such, are not eligible to 

receive benefits including leave or cost of living adjustments. As independent contractors, 

they are also responsible for remitting their own tax returns and salary; therefore their fee for 

services rendered is paid without deductions. 

 

Casual Employees 

 

Due to increased workload or in order to meet specific load, it may be necessary to employ 

additional labour for a specific number of hours. Such employees are called casual employees 
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and cannot be employed for more that an aggregate of six weeks in any consecutive four -

month period. 

 

Casual employees are not eligible for anything except their wages. 

 

Where the Management Committee agrees that it is in the interest of the Organization, it may, 

at its discretion, waive any or all of the restrictions stipulated in the foregoing paragraphs. 

 

A Casual Staff Requisition Form must be completed by the Administrator and approved by 

the Executive Director in order to initiate the recruitment and employment of casuals. 

 

All casuals must complete the Personal Records form. 

 

Re-Engagements 

 

Former employees may only be re-engaged with the Executive Director’s agreement. The 

individual’s reason for terminating his/her organization must be examined and a reference 

must be made to his personal life. 

 

Previous service is not recognized for Bonus or Leave purposes. 

 

Employment of Non-Zimbabweans 

 

FCI is a Zimbabwe based organisation and it its main activities and operations are located in 

Zimbabwe. Attempts will be made to fill positions within the Organization by Zimbabwean 

nationals.  

HOWEVER, should there arise the need to employ non-Zimbabweans the following will be 

considered: 

 Employment of non-Zimbabweans shall be in compliance with the requirements of 

the Immigration Department and as such, non-Zimbabweans will only be employed in 

specialist and professional areas; 

 The Administrator or designee will be responsible for initiating the processing of 

documents required by the Immigration Department in the Ministry of Home Affairs 

inclusive of Temporary Employment Permits and Work Permits. 
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The following documents will be required for Immigration purposes: 

i. Employment for a Temporary Period Permit; 

ii. Background of the Organization he/she is going to work for; 

iii. National passport(s); 

iv. Valid radiological certificate(s) of freedom from active pulmonary tuberculosis; 

v. A letter of appointment; 

vi. Detailed CV of the applicant; 

vii. Support letter from the Organization; 

viii. Certified copies of qualifications; 

ix. A training programme for all employees who benefit from the non-Zimbabwean 

employment period with the Organization. 

 

Relocation Benefits 

 

When an employee is hired from outside Zimbabwe, he/she may apply for the following: 

 A one way flight to Harare upon commencement of employment. 

 Movement of personal effects (original receipts required). 

 Assistance in locating suitable accommodation. 

 An advance of salary up to $500 US to aid in re-settlement. 

 A return flight home upon the successful completion of his/her contract. 

 A return flight to country of origin at the expiration of any two-year contract where a 

renewal for another two-year period has been signed. 

 

Employment of Family Members 

 

It is FCI’s practice to maintain the highest degree of objectivity in the recruitment and 

selection process and in day-to-day working relationships. At times, however, it is possible 

that the best employment decision will be in favour of a family member. Extreme caution and 

good judgment by management must be exercised to prevent these situations or the 

perceptions of such actions from affecting normal business operations. 

 

Family members of the Organization’s employees may be employed in positions for which 

they are fully qualified when the employment does not create a situation in which one 
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member reports directly to another family member. It is also important regardless of the 

reporting structure, to ensure that such employment does not create organizational 

relationships that could cause or in anyway suggest impropriety in the handling of and 

exposure to sensitive information e.g. payroll etc. 

 

If an employee marries another FCI employee, the management of both individuals should 

review the job assignments of both spouses. If one will supervise the other, or if it appears 

that a work situation may be compromised because of spousal proximity, a transfer of one 

spouse should be affected if possible. 

 

When a spouse has exposure to sensitive information, which in management’s judgment 

could compromise the employee or the Organization, he/she should be transferred to a more 

appropriate position if possible. 

 

Initiation and Organizational Property 

 

Prior to commencement, the Administrator shall ensure that appropriate office space and 

communications systems have been provided for the new employee. On the first day of 

employment, the Administrator or his/her designee shall assign office supplies appropriate for 

performing his/her duties including such items as staplers, overalls, manuals, keys etc along. 

A checklist shall be signed by the employee to indicate acknowledgment, acceptance and 

receipt of all items. Items shall be labelled where appropriate. The checklist will be 

maintained by the Administrator and kept in the employee’s personnel file. 

 

In addition, the Administrator or his/her designee shall arrange to introduce the new 

employee to staff, and orient them on staff policy, the location and use of all office equipment 

and facilities etc. 

 

Probation 

 

Initially, all new office staff are required to serve a six (6) month probation contract except 

for junior support staff who may serve three months probation with effect from their date of 

commencement. Details of the probation period shall be noted in the Contract of Employment 
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Agreement. During the probation period, the employee will be entitled to standard conditions 

of the Organization including salary, NSSA, medical aid, group life and accident scheme and 

use of an Organization vehicle if applicable (subject to the requirements for use of 

Organization vehicles). Other benefits will become effective after successful completion of 

probation. 

 

Probation will continue for the full period specified unless there are instances of misconduct 

in which case standard disciplinary procedures may be applied as outlined. 

 

At least two (2) weeks prior to the expiry of the probationary period, the relevant supervisor 

shall evaluate the performance of the new employee and recommend to the Management 

Committee whether the contract should continue or terminate on the expiry date. 

 

Probation may be extended by a maximum of another three months for junior staff and six 

months for senior staff. 

 

During probation, either party has the right to terminate employment given one month notice. 

Should the Organization decide not to retain the employee, he/she shall be advised in writing 

by the Administrator on or before the last day of the probation period. He/she should leave on 

the expiry date and will not be entitled to any benefits in respect of completion of the contract 

with the exception of Leave Pay and days served. The Administrator shall retain a copy of the 

letter. 

 

Should the Organization decide to retain the new employee, he/she shall be advised by the 

Administrator on or before the last day of the probation period and the Contract of 

Employment shall automatically be deemed in effect. 

 

Promotion, Lateral Transfer & Demotion 

 

The Organization is committed to a policy of promotion from within where ever possible, 

based on the concept of fairness and equal opportunity. 
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Where vacancies exist, a suitable candidate will be selected. Where the suitable candidate is a 

FCI employee, he/she will either be transferred or promoted into vacant positions at the 

discretion of the Executive Director, without the need for formal written applications from 

employees. 

 

A lateral transfer is defined as the movement of an employee from one job to another job at 

the same level. There is no form of pay adjustment in the case of such transfer. 

 

A promotion is defined as the movement of an employee from one job to a more senior 

position. In this case, the employee may be appointed to the new position on an acting basis 

for a maximum of a three (3) month trial period. During this time, the employee will receive 

an acting allowance equivalent to the difference between his current salary and the starting 

salary he would receive at the more senior position. At the end of the acting period, the 

performance of the employee will be evaluated and if it is satisfactory, the promotion will be 

finalized and the employee will be placed in the position. A new Contract of Employment 

Agreement reflecting the change in employment terms and conditions shall be initiated and 

signed (refer to Acting Allowances Section for more details). 

 

A demotion is defined as either the movement of a job to a lower position, or the movement 

of an employee from one job to another of a lower position due to performance or 

disciplinary problems. In the case of demotion for disciplinary reasons, salaries will be 

reduced. In the case of lowering the level of a job, salaries will remain unchanged. 

 

Employees will be notified of all promotions, demotions and lateral transfers in writing. 

 

Decisions about promotions and lateral transfers will be based on an employee’s experience, 

work performance, qualifications and aptitude, which will be considered in the light of the 

requirements of the vacancy and what is in the best interests of the Organization. 

 

Notice Period 

 

In general, the notice period for contract staff is one calendar month for junior employees and 

three calendar months for senior staff and shall be stipulated in the Contract of Employment 

Agreement. 
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Notice of the resignation shall be received no later than the first working day of the notice 

period. 

 

Reduction in Notice Period 

 

With the agreement of the Executive Director, employees may be released from serving all or 

part of their notice period, but in this case will forfeit the right to be paid in lieu of notice. 

 

Should the Executive Director require an employee to leave without serving the period of 

notice, then payment will be made in lieu of notice, with the provision that this will not 

necessarily apply in the case of dismissal. 

 

Exit Interviews 

 

In most cases, the Executive Director or a Senior Management staff shall carry out exit 

interviews in order to establish the reason for leaving and the employee’s view of the 

Organization. 

 

Return of Organization Property 

 

On the last day of employment, the employee shall be required to return all organization 

property. The Administrator or designee will refer to the checklist located in the employee’s 

personnel file and ensure all property has been accounted for. Employees who are leaving 

may not reallocate office equipment to other staff members. 

 

Staff terminating employment will only receive their pay on the last day of employment. It 

will be in the form of a manual cheque and will only be released to the employee with the 

Executive Director’s permission on the return of all Organization property and payment of all 

outstanding debts. 

 

Leave and Notice Period 
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It should be noted that leave may not generally be taken while serving notice. Leave would 

be authorized in exceptional cases only, and provided that this has no adverse effects on the 

work that has to be completed before the employee finishes employment. 

 

Remuneration 

 

Salaries and Wages 

 

Salary and wage rates will be agreed upon at the time of engagement and will be applicable 

for the length of the contract notwithstanding any cost of living adjustments. The agreement 

will be recorded in the Contract of Employment Agreement. 

 

Efforts are made to ensure that salaries and wages are fair, that there is internal equity and 

consistency within the Organization and that pay is as competitive as possible with market 

rates within the limits of what the Organization can afford. 

 

Cost of Living Adjustments 

 

Cost of Living reviews shall be performed as and when the state of the economy in the host 

country dictates. 

 

Payment of Salaries 

 

Salaries (including wages) will generally be paid on a 30 day calendar. 

 

Salary Advances 

 

Employees may receive their salaries in advance for periods of leave when they will be away 

over payday, providing this is authorized at least one (1) week in advance by the Executive 

Director. 

 

Staff members wishing to pursue further education while maintaining full time employment 

with the organization may be granted a salary advance up to the value of half their monthly 
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salary for a period of six months. Verification of enrolment and costs must be submitted to 

the Administrator for recording purposes. 

 

Other advances may be granted in exceptional circumstances at the discretion of the 

Executive Director. 

 

A completed Salary Advance Form stating the reasons for the advance must be submitted to 

the Administrator who shall obtain signed authorization from the Executive Director prior to 

the advancement of any funds. 

 

The maximum amount that an employee may get as salary advance is 50% of their one month 

gross salary. Any funds advanced shall be repaid in full within a maximum of consecutive 

three months payroll periods with the exception of advances used for educational purposes. 

 

In the event that the applicant is the Executive Director, the approval must be granted by the 

Board, or where applicable, the next senior staff. 

 

Deductions may be made from employee’s salaries and wages for the following: 

 PAYE 

 Medical Aid Contribution 

 Loan Repayments 

 National Social Security Organization (NSSA) 

 Group Pension/Life Assurance Scheme 

 Garnishee Orders 

 Maintenance Orders 

 Any other deduction for which the employee gives the Organization a signed 

authority. 

 

Performance Evaluations 

 

Performance Evaluations shall be conducted at the conclusion of any stipulated probation 

period and thereafter, yearly on the anniversary and expiration of all contracts. 

Performance Evaluations shall be based on mutually agreed upon performance indicators and 

goals set at the beginning of the performance appraisal period. 
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The Administrator shall maintain a schedule for evaluations and notify employees at least 

two weeks in advance. 

 

Performance Evaluations are conducted for the benefit of both the employee and the 

employer. 

 

Appraisals are designed to emphasize two-way communication and provide staff with an 

opportunity to discuss their performance, their job and their potential with the person who is 

in charge of them. 

 

Further details may be obtained from the Administration Department. 

 

Contract Renewals 

 

Prior to contract expiration, the Administrator will notify the employee at least 4 months in 

advance and organize a performance evaluation. The Administrator will then organize a 

Management Committee meeting whereby performance evaluations will be reviewed and the 

possibility of further employment discussed. 

 

In the event that the employee and the organization agree to renew their contract, a new 

Contract of Employment Agreement will be entered into. 

 

An employee is free to negotiate the terms and conditions of the new contract, however, any 

salary or wage increases/decreases shall be at the discretion of the Executive Director who 

shall consider individual performance, length of service, market trends and the financial 

position of the organization. 

 

Taxation 

 

The Income Tax Act provides for all earnings, whether permanent, contract, or temporary 

employees, to be taxed according to the national tax tables unless a directive has been 

obtained from the Inspector of Taxes. 
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The onus is upon the employee to get the directive should he/she wish to have tax deducted at 

a rate lower than that prescribed in the tables. 

 

A directive issued by the Tax Department states that full penalties and interest charges are to 

be applied where regulations are not adhered. The position in respect of employees who do 

not have tax deducted or do not have enough tax deducted is that there is an immediate 40% 

penalty on the amount of tax that was due or under-deducted and interest will be levied 

against the employee from the date that the tax should have been paid until the date of 

assessment. 

 

It is permissible to deduct tax at some rate higher than prescribed in the tables should any 

employee wish this to be done. However, this request should be submitted in writing to the 

Administration Department. 

 

Taxation of Expatriates holding TEP’s and Work Permits 

 

Excluding Independent Contractors, FCI will deduct taxes from expatriates based on the 

national tax tables as per Zimbabwean nationals. Independent Contractors are responsible for 

their own taxes and are required by law to submit tax returns to the local taxation authority. 

 

Funeral Grants 

 

On the death of a staff member, the Executive Director should be immediately advised. 

The immediate family will be entitled to receive a funeral grant of up to one month’s salary 

in respect of the death of the employee. 

 

The family will be required in due course to provide the original death certificate, as this is 

required for administrative purposes and for Group Life Assurance and NSSA benefits. 

The Administrator will be responsible for arranging the payment of final salary to date of 

death, as well as disbursing outstanding leave pay due. Any monies outstanding for any 

reason will be deducted from these final payments that will be made either to the estate or to 

the spouse or immediate family. If an employee has indicated in their personnel files that 

he/she has a will, this information will be passed onto the relevant parties. The Administrator 
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will also be responsible for advising NSSA and for arranging the payment of Group Life 

Assurance and Group Personal Accident benefits, if applicable. 

 

In the event of the death of a spouse or children of a member of staff, the Organization will 

provide support to the bereaved employee in a manner commensurate with the situation and 

the Laws of Zimbabwe. 

 

Travel Allowances 

 

Local Travel Expenses 

 

FCI shall endeavour to contribute to rising travel expenses for staff travelling to and from 

work by factoring these costs into the quarterly Cost of Living Adjustment calculations. In 

the event where travel is required during the course of the work day for work related 

business, the Organization will be responsible to arrange transportation and/or cover any 

costs incurred towards that transportation where the means of transportation will reflect the 

most cost-effective and efficient form of transportation. Travel during business trips or study-

related activities are subject to the following section on Per Diem Allowances. 

 

Authorized use of Privately Owned Vehicles 

 

Where reimbursement is required for authorized business travel, reimbursement shall be 

made at AA Zimbabwe rates. 

 

Per Diem Allowances 

 

Quoted in USD – For authorized Business and Training Related Travel 

 

Sponsored 

Incidentals - Flat Rate 

International US$ 20 per day 

Regional US$ 20 per day 

Domestic US$ 5 per day1 
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Unsponsored 

MAA 2 DLA 3 

B 4 L D I 6 

International US$ 150 US$ 15 US$ 20 US$ 20 US$ 20 

Regional US$ 150 US$ 10 US$ 15 US$ 15 US$ 20 

Domestic US$ 100 5 

 

Notes: 

1. To be converted to local currency. Local transportation and Accommodation costs are organized separately. 

2. Maximum Accommodation Allowance without approval but Receipts required where meal or other allowance 

provided. Where no meals and accommodation are provided, the same amount can be expended on 

accommodation and meals without receipts. 

3. Daily Living Allowances. To be paid as appropriate for time period away. 

4. Not applicable for hotels including breakfast (or other meals). 

5. To be converted to local currency and includes Accommodation and DLA. Transportation (airfare/bus fare 

etc) costs to and from destination are organized separately. 

6. Incidentals include all additional expenses including local airport and transportation costs. 

 

 

 

Reimbursement for any extraordinary additional costs incurred by employees shall be 

covered/reimbursed where justified (receipts must be provided where possible). 

 

Publications and Media 

 

The Executive Director prior to production or release must approve drafts for all publications, 

press releases or any printed material bearing FCI’s name. 

 

Approval shall be indicated on the appropriate Approval Form and attached to the draft copy, 

which shall be kept on file. 

 

Hours of Operation 

 

FCI’s business days of operation are Monday to Friday, excluding public holidays. 
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Office Hours: 

Monday to Thursday 08:00 - 16:30 

Friday 08:30 - 13:00 

Lunch: 13:00 - 14:00 

Before and after hour entry to staff for work-related purposes can be granted with approval 

from the Executive Director. The Administrator will issue keys. 

 

Leave 

Employees requesting any type of leave must submit an Application for Leave form to their 

supervisor. Once approved or denied by the Supervisor and signed by the Executive Director, 

a signed copy - stating reasons for denial if applicable - shall be returned to the employee and 

the original maintained in the employee’s personnel file. 

 

Annual Leave 

 

All employees, with the exception of casual labour and short-term contracts of 3 months or 

less, shall be entitled to 30 working days of leave per annum for each completed year of 

continuous service, at least 10 days leave of which will mandatorily be taken around the 

Christmas period office-shutdown. 

 

Casual labour and short-term contracts of 3 month or less are not eligible for any type of paid 

leave. 

 

Leave pay is to be paid at employee’s present rate of pay. 

 

With the exception of emergencies, applications for annual leave in excess of five (5) 

working days should be submitted at least one month in advance of the proposed 

commencement of leave. Other leave applications should be made one week prior to 

commencement, or earlier if possible. 

 

When planning leave, employees are expected to bear in mind their responsibilities to the 

Organization and work needs at that time. 
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After agreeing to an employee taking leave, if FCI finds it necessary to request the employee 

to cancel the leave causing costs to be incurred by the employee (due to deposits, bookings, 

fees, etc.), such costs will be reimbursed by the Organization on production of appropriate 

receipts. 

 

Leave may normally only be taken after employees have completed a minimum of six (6) 

months with the Organization. Only in special circumstances and at the discretion of the 

Executive Director may leave be taken earlier than this, except where leave plans have been 

discussed and approved during the recruitment process. 

 

Staff is strongly encouraged to take their annual leave in the period it is accrued. The 

organization believes this is necessary for the health and well being of the employee. All 

leave must be taken prior to the expiration of the contract and in accordance with the section 

relating to Notice. Payments of cash in lieu of leave will not be made. 

 

Notwithstanding the above, upon termination of employment, an employee who has been 

employed by the Organization for two (2) months or more shall be entitled to payment in lieu 

of leave for all leave due at the date of termination and such payment shall be calculated at 

the salary or wage rate current at that date. 

 

An employee who absents him/herself without having given the prescribed notice and 

without having received the Executive Director’s consent shall be deemed to be absent 

without leave and may be subject to disciplinary action in accordance with the Labour 

Relations Act. 

 

An employee who becomes ill or is injured during a period of vacation leave may cancel his 

vacation leave and apply for sick leave. 

 

Sick Leave 

 

Paid Sick Leave is available to all employees excluding casual labour and short-term contract 

employees of 3 months or less. 
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In the event of illness or injury, the employee is expected to notify his/her immediate superior 

on the first day of absence and to maintain regular contact thereafter. 

 

According to the Labour Relations Amendment Act, 2002, paid sick leave for up to 90 

calendar days will be granted to an employee in respect of absence from duties through 

illness or injury or if he/she must undergo medical treatment, which was not occasioned by 

his/her failure to take reasonable precautions. A certificate signed by a registered medical 

practitioner must support such leave. 

 

If, during any one year period of service of an employee, the employee has used up the 

maximum period of sick leave on full pay, additional sick leave up to a maximum of 90 days 

on half pay can be granted if supported by another certificate signed by a registered medical 

practitioner where, in the opinion of this practitioner, it is “probable” that the employee will 

be able to resume duty after such further period. 

 

An employee who so wishes may be granted accrued vacation leave instead of sick leave on 

half pay or without pay. 

 

Where additional sick leave has been granted and all leave exhausted following which the 

person is still unable to work, it may be necessary to terminate their employment in 

accordance with the Labour Regulations Act. 

 

Medical certificates issued by a Medical Practitioner are essential for periods of absence of 

three (3) days or more and must be handed in to the Administrator within two days upon 

return to work otherwise the Organization will be at liberty to proceed with disciplinary 

action against the employee concerned. Such disciplinary action shall be in accordance with 

the Labour Relations Act. All decisions in this regard are at the discretion of the Senior 

Officer or Executive Director. 

 

Failure to produce a certificate can result in the days being booked against annual leave. In 

addition, the Organization reserves the right to request certificates for shorter periods of 

absence and if sick leave is regularly taken or after pay-days or days off. 
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Staff who return to work after a period of illness without notifying their superiors may be sent 

home on one day’s unpaid leave where arrangements have already been made for 

relief/casual staff to cover the shift/day in question. 

 

Traditional Healer’s certificates from a registered ZINATHA practitioner may be accepted 

based on the discretion of the Executive Director. 

 

All Sick Leave must be recorded on the relevant leave form by the Administrator and be 

authorized accordingly before submission to the Executive Director for signature. Separate 

recording of sick leave is essential. It is necessary to record absence due to sickness, whether 

a Medical Certificate is provided or not. 

 

In the event of an employee receiving compensation for a period of sick leave from any 

external sources, the amount of payment by FCI for sick leave will be recovered from the 

employee. 

 

It should be noted that all sick leave procedures are subject to relevant legislation and 

regulations. 

Leave, which is taken to care for other family members who are ill, must be taken as vacation 

leave or with approval, as compassionate leave. 

 

Leave Without Pay 

 

Leave without pay will only be granted in exceptional circumstances and at the discretion of 

the Executive Director. 

Leave without pay will only be granted after vacation leave has been exhausted. 

 

Maternity Leave 

 

The Labour Relations Act entitles a pregnant employee who has served for at least a year, a 

minimum of 90 days (including weekends) maternity leave on full pay, provided she 

furnishes her employer with a certificate showing that the birth is expected within 45 days. 

The leave must commence at least two weeks prior to the expected date of birth and not 

earlier than the forty-fifth day prior to the expected date of delivery. 
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Pay in respect of maternity leave is paid on the normal payday. 

A female employee is entitled to maternity leave only once during every two year 

employment period and shall be calculated from the day any previous maternity leave was 

granted. 

A female employee who has served for less than one year and who requires leave for 

maternity purposes, shall, at her request, be granted ninety days maternity leave without pay 

provided that if, during such leave, her position can be appropriately covered by another staff 

member or additional assistance secured at a reasonable cost and minimum inconvenience to 

the Organization. 

 

If, after birth, the employee does not work for a period equivalent to the duration of her 

maternity leave, she is obliged to pay back the money she was paid during maternity leave. 

If the birth is late, the employer shall extend the period of maternity leave by the number of 

days it is late. The period of the extension is unpaid however sick leave benefits can be 

applied for if available. If, after birth, the employee cannot return to work for health reasons, 

the employer shall also extend the period of leave to the date recommended by a Doctor or 

State Registered Nurse. Again, the period of the extension is unpaid. 

All benefits continue during maternity leave, including the accumulation of seniority. 

 

Suckling Child 

 

According to the Labour Relations Act, a suckling mother is entitled to breast-feed her baby 

for either two half-hour sessions or a single one-hour session per day for a maximum period 

of six months, provided that she can show that she is breast-feeding. If not, her right to time 

off for this purpose falls away. 

 

The Organization may extend this benefit granting mothers an additional 2 hours per day for 

a total of 3 hours per day which may be taken in one block or two one and a half hour blocks 

until the baby is six months old providing this does not interfere with the employee’s normal 

productivity. This extended benefit shall be at the discretion of the Executive Director who 

shall make every effort to ensure that adequate job coverage can be achieved. 

 

Paternity Leave 
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Paternity leave of two (2) weeks at full pay will be granted to fathers subject to the same 

conditions as maternity leave and excluding hourly paid employees. 

 

Special (Compassionate) Leave 

 

Special Leave on full pay not exceeding (12) twelve days in a calendar year shall be granted 

to an employee on the death of a spouse, parent, child or legal dependant or according to the 

Labour Relations Amendment Act, 2002, “on any justifiable compassionate ground”. 

Regretfully, in the event of bereavements involving more distant relatives, vacation leave 

must be taken. Where longer periods of leave are required, it may be taken as vacation leave. 

Time off may be approved to attend other funerals. The amount of time off taken for this 

purpose shall be monitored and there may be instances where limitations will be placed at the 

discretion of the employee’s superior and/or Executive Director especially in cases where the 

employee has taken excessive leave. 

 

Overtime 

 

The Organization does not pay overtime. Any overtime accrued must be taken in the form of 

additional time off and in accordance with the Labour Act. 

 

In the event that a junior employee is specifically requested to work overtime on non-

expected assignment by the Organization, it must be approved by the Administrator and 

recorded on the appropriate logbook. In such event, the employee will be entitled to overtime 

payment as follows: 

Time and Half from Monday through Saturday; and Double Time on Sundays and public 

holidays. 

Overtime does not apply to Senior Staff or for ordinary day-to-day activities requiring 

completion after normal working hours. 

 

Holidays 

 

The Organization observes all official Zimbabwean public holidays of the calendar year 

which include: 

 January 1 - New Year’s Day 
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 April - Good Friday 

 April - Easter Monday 

 April 18 - Independence Day 

 May 1 - Worker’s Day 

 May 25 - Africa Day 

 August 11 - Heroes’ Day 

 August 12 - Defence Forces National Day 

 December 22 - Unity Day 

 December 25 - Christmas Day 

 December 26 - Boxing Day 

 And other government pronounced public holidays 

 

Staff Development 

 

Study Leave 

 

This scheme shall apply to any course of study which the Executive Director recommends as 

being necessary to enable an employee to carry out his/her duties more efficiently and which 

will enable him/her to act in a more senior position in regard to situations where such staff 

are not available on the labour market Study leave must be approved by the Board of 

Directors. 

The Executive Director, who recommends to the Board of Directors, that an application be 

granted must: 

 Certify that it is in the best interest of the Organization for the staff member to take 

the course of study. 

 Ascertain that the staff member has the required entry qualifications to take the course 

of study. 

 

Assistance in accordance with this scheme shall be in respect of correspondence courses, 

Harare-based colleges/universities, or any other institution deemed to be appropriate by the 

Organization and shall conform to the qualifications desired by the Organization. 

 



 

Page 43 of 59 
 

In considering whether assistance shall be given in any particular case, the Organization will 

ascertain what contribution the staff member is willing to make towards the cost of the course 

in the form of vacation leave/unpaid leave, scholarships or money. 

 

Following approval by the Organization, the Administrator shall administer the scheme. 

Where applicable, the Organization may pay or contribute to entry fees, tuition fees of the 

course of study, book costs and transportation fares to the course venue and return to Harare. 

The member of staff will be responsible for the payment of all residence, accommodation 

fees and incidental costs and expenses. 

The member of staff will bind him/herself to remain with the Organization for a period of one 

year for each annual segment of the course of study, i.e. for a period equal to the study leave 

granted. A minimum bonding period of one year shall apply. 

Upon completion of study, the employee shall provide a copy of the certificate or relevant 

qualification to the Administrator. 

Should the staff member fail to obtain a qualification, he/she will be required to refund to the 

Organization, the full value of the study leave paid to him/her while on the course of study. 

This shall be repaid over a period not exceeding the bonding period. 

In respect of any sum due to the Organization in terms of this scheme, the Organization shall 

have the right to deduct the said sum from salary, leave pay or other monies due to the staff 

member from the Organization. 

 

Where it is stated in these conditions that an applicant shall refund to the Organization the 

value of any study leave granted, he/she may instead be required to have the study leave 

converted to vacation leave. 

 

The member of staff will be required to resume duty on the next working day following the 

date that the course terminates unless prior arrangements are made with regard to leave. 

 

In the event of a member of staff resigning from the Organization before completion of 

his/her bonding period, he/she will be required to refund the study leave pay, tuition fees and 

travel expenses on a pro rata basis. 

 

An employee may only qualify for study leave after being employed with the Organization 

for a minimum period of two (2) years. 



 

Page 44 of 59 
 

 

Study leave must be negotiated at the beginning of a contract renewal and be reflected in the 

Contract Agreement. Acknowledgement of debt on the appropriate form shall be signed prior 

to any assistance. 

 

Applications for study leave shall be limited to one course per year except at the discretion of 

the Executive Director and subject to approval by the Board of Directors. 

 

Any outstanding loans must be repaid prior to additional courses being applied for. 

 

Workshops and Seminars as Participant 

 

Based on the recommendation of the Management Committee and with approval of the 

Executive Director, an employee may be required to attend or in some cases, apply to attend 

various workshops/seminars directly relevant to their work during the term of employment. 

Where attendance has been approved, the member of staff is deemed to be at work for the 

duration of the workshop/seminar and is expected to report for work immediately after the 

workshop/seminar is concluded. For workshops/seminars requiring travel outside Zimbabwe 

for periods of 4 or more days, employees may request a day off after their return to Harare if 

the day following return falls on a weekday. Such a request should be communicated to the 

Administrator and will not be unreasonably withheld. 

 

All costs related to the workshop/seminar shall be paid by the Organization. 

 

Skills Training and Short-Term Courses 

 

FCI encourages employees to advance their skills and upgrade their knowledge and offers the 

following incentives: 

Where a staff member applies to attend a course for professional self-development with no 

direct benefits applying to the Organization, study leave without pay may be granted to a 

maximum of fifteen (15) working days per annum. Employees are only eligible after serving 

with the Organization for a period of two years. The employee shall pay all costs relating to 

the training/course. 
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Where the Management Committee agrees that skills training shall directly benefit the 

Organization, study leave with pay may be granted to a maximum of fifteen (15) working 

days per annum and up to 100% of the costs relating to the course paid by the Organization 

depending on the nature and cost of the course. Skills training and short-term courses shall 

only be available to Contract Employees after completion of any probationary period. 

 

Upon completion of the training/course, the employee shall provide a copy of the certificate 

or relevant qualification to the Administrator. 

 

With the exception of reasons beyond the control of the employee, in the event that the 

employee does not complete the training/course, the employee shall reimburse the 

Organization for all costs incurred by the Organization and any leave granted shall be 

converted to leave without pay and/or holiday leave. 

 

Insurance 

 

Admission of Liability 

 

FCI insurance policies contain a clause requiring that FCI and its employees do not admit 

liability for any claim, which will be forwarded at a future date to our insurers. Any breach of 

this clause gives our insurers the right to repudiate liability under that policy. Employees are 

therefore not permitted to make any statement regarding a potential claim to any party prior 

to consultation with the Administrator. 

 

Submission of Claim 

 

Insurers must be advised as soon as possible after the event of a potential claim. Failure to 

comply with this requirement can nullify the Insurer’s liability and require FCI to bear the 

cost, if any. 

 

Therefore, all potential insurance claims must be advised in writing to the Administrator 

within 72 hours of occurrence. The Administrator shall be responsible for advising the 

brokers as soon as is reasonably possible, even if the investigation is not fully completed. 
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Medical Insurance 

 

The Organization shall maintain membership to a State-Approved Private Hospital Scheme. 

Employees are required to apply for membership of this scheme unless they are covered as 

dependents under another recognized scheme and such details recorded in the employee’s 

personnel file. 

 

The scheme shall be made available to the employee’s immediate family (spouse, children 

below the age of 18 years of age). 

 

FCI will pay 50% of the contributions and the employee will be responsible for the other 

50%. The benefit cannot be commuted to a cash payment. 

 

HIV/AIDS Policy 

For information regarding an employee’s legal rights with respect to HIV/AIDS in 

Zimbabwe, employees should refer to Statutory Instrument 202 of 1998, the Labour Relations 

(HIV and AIDS) 

Regulations, based on the provisions of the Constitution of Zimbabwe. A copy of this statute 

is included in the Appendix. 

 

The following points highlight some of the basic rights of employees: 

 FCI shall not require any direct or indirect pre-employment testing for HIV. As long 

as a person is medically fit for the job, they shall not be discriminated against because 

of HIV status. 

 HIV status shall not be considered a factor in job status, promotions, training or 

transfers. 

 Testing and disclosure for HIV/AIDS are voluntary. 

 Where an employee has chosen to disclose information regarding his/her HIV status, 

the Organization shall support HIV positive employees in the form of information 

where applicable and consider possible workload adjustments where possible. 

 Any medical and HIV status information received by the Organization shall be 

considered strictly confidential. 
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 Employees are entitled to all benefits normally available regardless of HIV status. If 

an employee becomes too ill to perform his/her agreed duties because of AIDS, the 

standard benefits and conditions and standard procedures for termination of service 

for comparable life threatening conditions shall apply without discrimination. 

 

National Social Security and Worker’s Compensation 

 

General 

 

The National Social Security Authority (NSSA) provides benefits for work-related injuries 

under Accident Prevention and Workmen’s Compensation legislation and provides benefits 

for retirement, invalidity, survivors’ benefits and funeral grants, through the Pension and 

other Benefits Scheme. 

 

It is compulsory for all employees between the age of sixteen and fifty-nine years to register 

for NSSA. 

 

Contribution Rates 

Employees’ basic salary will be deducted and paid to NSSA in accordance with the Laws of 

Zimbabwe, which at present has maximum contribution of US$6 per month from an 

employee’s basic salary, an amount which is matched by FCI. 

 

Workmen’s Compensation 

 

Workmen’s Compensation normally covers non-managerial employees for accidents during 

working hours. 

Claims in terms of Workmen’s compensation are required to be submitted in a very short 

period of time, so employees who have accidents are required to advise the Administrator 

within 72 hours of occurrence. 

Further details of both schemes are available from the Administration Department. 

 

Vehicle Policy 
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General Conditions 

 

Before being permitted to drive a FCI vehicle, the Administrator must ensure that the person 

is in possession of an appropriate class and valid Zimbabwe Driving License or equivalent 

acceptable by Zimbabwe Law. An up-to-date copy must be retained in the employee’s 

personnel file. 

 

It is incumbent on staff to report endorsements or any other change to their licenses or in their 

driving records. Failure to do so may result in disciplinary action being taken, suspension of 

vehicle use privileges, or both. 

 

Employees who drive vehicles belonging to the Organization may be required to undergo a 

driving assessment on the commencement of employment. Dependent on the results of this 

assessment and/or subsequent events, management reserves the right to prohibit, either 

temporarily or permanently, an employee from driving a vehicle belonging to the 

Organization. 

 

The Organization may also require staff who are authorized to drive vehicles belonging to the 

Organization to complete a Safe Driving Course within three (3) months of such 

authorization. 

Unless specifically approved in writing by the Executive Director, staff shall not be allocated 

a vehicle for business use until they have held a valid driver’s license and accident-free 

driving record for a period not less than 6 months. In this event, successful completion of a 

Safe Driving Course must be achieved prior to approval. 

 

Unless exceptional circumstances apply, no person other than staff and volunteers of the 

Organization will be permitted to drive a vehicle belonging to the Organization. 

 

All staff using FCI’s vehicles must sign the Motor Vehicle Scheme Agreement form laying 

out the conditions applicable to employees who drive an organization vehicle. The 

Administrator (or designee) will ensure that a copy of this form will be given to the employee 

prior to assignment and the original will be maintained in the employee files. 

 

Speed Limits 
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No Organization vehicle shall be driven in excess of road safety designated speed limits. Any 

driver prosecuted for exceeding any National Speed Limit will be responsible for the 

payment of any fines and/or court action. 

 

Traffic Offences 

 

FCI does not accept any responsibility for offences by the person to whom the vehicle is 

allocated, and all penalties for such offences will be the sole responsibility of the staff 

member concerned. 

 

Should any employee be prosecuted or pay an Admission of Guilt, Deposit Fine for any 

motoring offence, then this must be communicated to the Administrator. 

 

Should any vehicle belonging to the Organization be damaged or involved in an accident, the 

responsible driver may, if found liable, shall be required to pay the full cost of the deductible. 

If the amount of damage exceeds this amount, he/she may be required to pay a portion or the 

full cost of repairs. This decision will be based on the extent of the liability of the staff 

member driving the vehicle in question such determination being made by the Management 

Committee based on advice from the insurance company and/or police report. 

 

In the event of a vehicle being damaged, irrespective of extent, it shall be the duty of the 

driver to report such accident immediately to the Administrator who will initiate an 

investigation. 

 

The Administrator shall be responsible for disclosures of any material facts to the Insurers. 

Accident Claim Forms should be completed in respect of ALL accidents, whether or not a 

claim is made against FCI. The completion and submission of forms must be undertaken 

without delay by the Administration Department. 

 

Under no circumstances should a driver of an FCI vehicle admit liability for any accident 

BEFORE contacting the Administrator who in turn shall seek the advice of FCI’s Lawyers 

and/or Insurers. 
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Care and use of Vehicles 

 

Every employee who drives an Organization vehicle will maintain such in a safe, clean and 

roadworthy condition at all times and strictly adheres to the manufacturer’s servicing 

schedule, as advised by the Administrator. 

 

Organization vehicles are valuable assets and as such, FCI reserves the right to take 

appropriate action in any case of misuse or abuse. Action could include restricting or denying 

use of FCI vehicles indefinitely or for a specified period of time depending on the 

circumstances. 

 

The giving of lifts to third parties (other than FCI employees, patients or volunteer workers) 

is discouraged. The giving of lifts to hitch hikers is strictly forbidden in Organization 

vehicles. Drivers (staff or volunteers) are advised that any claim by a hitchhiker for injury 

will be the responsibility of the driver concerned. 

 

Vehicle safety belts are to be worn at all times. 

All pool vehicles shall utilize a logbook system, which shall be monitored regularly by the 

Administrator. Drivers using this system are to ensure the necessary entries are made in the 

logbook after the completion of each journey. 

 

Motor Vehicle Insurance 

 

The Administrator or designee shall ensure that Organization vehicles are fully insured at all 

times. 

 

Private Vehicles 

 

It may be necessary to authorize the use of a private vehicle on FCI business. Only the 

Executive Director and the Administrator in writing may authorize such use. Employees 

using private vehicles for business, for which authority has been obtained, will be paid the 

designated rate per kilometre based on AA Zimbabwe rates. The Administrator shall ensure 

that an indemnity be completed and signed by the employee BEFORE he/she uses his/her 

vehicle on official business. 
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Vendor Ratings 

 

The Administration department shall provide a list of authorized vendors, which will be 

updated as necessary. The approval system for any service or expenditure by employees over 

$25 shall in general require three (3) quotations where practical. Comparisons should 

consider the overall price, quality and any other relevant factors prior to acceptance. 

 

Telephones 

 

Telephone Use by Employees 

 

Employees are expected to restrict the use of office telephones for personal purposes to 

essential calls only. If it is necessary to make or receive such calls, they should be kept as 

short as possible. 

International dialling facilities are restricted to those staff who require them in the normal 

course of business. 

The Management reserves the right to monitor both in-coming and out-going calls. 

Where staff is considered to have abused the telephone facility, the Organization reserves the 

right to charge them accordingly and take appropriate disciplinary action if deemed 

necessary. Such action shall be determined by the Management Committee and be in 

compliance with the Labour Relations Act. 

 

Fire Procedures 

 

It is the responsibility of the Administrator to designate a pre-arranged fire assembly point 

outside the office where employees will gather in the event of a fire. 

 

The Administrator shall ensure that new employees are briefed during the orientation process 

and procedures are discussed on a regular basis. 

 

Staff should make themselves familiar with the locations of fire extinguishers in the office 

and outside as well as the location of electrical mains. 
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In the event of a fire: 

 Call your colleagues for assistance. 

 Warn all occupants in the building and give the location of the fire. 

 To call the Fire Brigade, DIAL 993. 

 Switch off mains of electricity. 

 Use appropriate fire extinguishers to put out the fire or keep it under control until the 

arrival of the Fire Brigade. 

 Persons not assisting in fire control should vacate the building and proceed to the 

designated assembly point. 

 

Types of Fire Extinguishers 

 

 RED: Watergas Fire Extinguisher - Wood, paper, cloth and rubber. 

 BLUE: Dry powder Fire Extinguisher – Flammable Liquids and Gases and Electrical 

Fires, including Vehicle Engine Fires. 

 CREAM: Foam Fire Extinguisher – Flammable Liquids including Fuel and Fuel 

Containers. 

 

Important: Never extinguisher a flame from a leaking fuel container. Cool the container by 

spraying the opposite side to avoid explosions. If in doubt, evacuate the area immediately. 

 BLACK: CO2 Fire Extinguisher – Flammable Liquids and Gases and Live Electrical 

Equipment (photocopiers, computers etc). 

 

Directions On Use 

 

Hold upright, remove safety clip or pin, strike plunger firmly and direct stream at base of fire 

with sweeping motion. 

Servicing is required immediately after use and yearly. 

 

NOTE: FOR POLICE AND GENERAL EMERGENCIES, DIAL 999 

Standards of Conduct 
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Performance 

 

FCI expects that after gaining some initial practical experience with the organization and 

allowing time to adapt to the job requirements, staff should be able to demonstrate a high 

standard of performance and responsibility in their work. FCI is committed to the training 

and development of its employees and expects a high standard of commitment from them. 

Teamwork is considered very important and everyone is expected to contribute to the overall 

success of the Organization. 

 

As a public Organisation, FCI has a responsibility to safeguard its integrity and assets of the 

organization on behalf of Donors and staff alike. 

 

Professionalism 

The conduct of FCI employees in relations with stakeholders, contacts, members of the 

public and colleagues reflects upon the image of FCI as an organization. A high standard of 

ethics, integrity and professionalism is expected from all employees. 

 

Confidentiality 

No employee shall disclose confidential information without permission from the 

Organization. A breach of this confidence may result in dismissal. 

 

CODE OF CONDUCT 

 

FCI’s Code of Conduct and Disciplinary and Grievance issues will be handled in terms of 

industry regulations and the Zimbabwe Code of Conduct. The Disciplinary and Grievance 

procedure is outlined in Part IV, page 9, of the Code of Conduct Guidelines and shall be 

available by request from the Administration department. 

 

When an employee breaks the Terms and Conditions of his/her contract, or behaves in an 

unacceptable manner, he/she must be disciplined in accordance with the procedure set out in 

these guidelines without undue delay. The offender should be dealt with fairly, promptly, 

firmly and impartially. 

 

Behaviours Requiring Disciplinary Procedures 
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Conflict of Interests 

 

Employees are required to devote their attention to the affairs of FCI and must not be 

involved, either directly or indirectly, in any undertaking that is adverse to, prejudicial to or 

competing with the interests of FCI or for personal financial gain without the express consent 

of the Management Committee or in the case of the Executive Director, the Chairman of the 

Board. The following guidelines shall apply: 

a) Any interest in any business activity must be disclosed in writing to the Executive 

Director, who will consider any likelihood of a conflict of interest with the organisation’s 

affairs. Any business activity deemed not to be in conflict with the interests of the 

organization would be agreed in writing. Interest in a business activity shall include a 

business activity carried on by the spouse on partner of an employee, or by any close relative 

of the employee; 

b) It will be considered a conflict of interest if a member of staff conducts business on his 

/her own account during the business hours of FCI; 

c) Any connection, family or otherwise with a supplier, customer, or contractor of FCI, must 

be declared in writing to the Executive Director. Thereafter, that member of staff should not 

be directly involved in FCI’s dealings with that supplier, customer or contractor, so long as 

that connection continues; 

d) Before any member of staff undertakes any part-time employment outside the working 

hours of FCI, the written approval of the Executive Director must be obtained. Approval shall 

only be granted if the interests of FCI shall not be prejudiced; 

e) An employee should not serve as a Director of another organisation or corporation without 

the written approval of the Executive Director. 

 

Misuse of Position 

 

a) Employees must not use FCI’s name or facilities for personal advantage; 

b) Employees must not solicit or accept inducement, either directly or indirectly, whether in 

cash or in kind, in order to favour any supplier or contractor in the supplying of goods or 

services to FCI. 

 

Misuse of Information 
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a) Confidential FCI information (whether technical, commercial, financial, personnel or 

other) must not be discussed or disclosed to any outside party so as to place FCI at a potential 

or actual commercial disadvantage, or for the benefit of another party who is not entitled to 

receive; 

b) Employees should report to management any attempt to obtain from them confidential FCI 

information. 

 

Misuse of FCI Assets 

 

The use of any FCI property without obtaining prior approval from the Director shall 

constitute misuse of property. 

Any employee found misusing the organization’s property should be charged for such use 

and the appropriate disciplinary action taken against them. 

Maintenance of an Adequate System of Internal Control 

 

Management and staff are responsible to ensure that, within their respective areas of 

responsibility, necessary arrangements, at acceptable cost, are in place and are complied with 

to give reasonable assurance that the objectives of internal control are met. These objectives 

include: 

a) The achievement of operational objectives efficiently and economically; 

b) The reliability of information used internally and for external reporting; 

c) The safeguarding of FCI resources; and 

d) Compliance with laws, regulations and policies of Zimbabwe. 

All incidents involving a breakdown of control leading to any actual or potential losses 

should be reported upwards immediately to senior management and to the Management 

committee. 

 

Integrity of Records 

a) Accounting records and reports must be complete and accurate. Employees shall never 

make entries or allow entries to be made for any account, record, or document of FCI that are 

false or would obscure the true nature of the transaction; 
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b) All records, files and computer files and programmes of FCI, including personal files, 

financial statements and Donor information must be accessed and used only for the 

management purpose for which they were originally intended; and 

c) Any defects, malfunction or fault in any of FCI’s control or recording machinery, 

including computers, fax, email, or other devices, shall be immediately reported to 

management. 

 

Disciplinary Policy and Procedures 

 

Introduction 

It is FCI’s policy that if disciplinary action has to be taken against any one of its employees it 

shall be: 

a) Taken only in cases where good reason and clear evidence exists; and 

b) Appropriate to the size of the offence that has been committed. 

An employee shall define Disciplinary Action as any such action started by management, or 

its representative in response to unsatisfactory performance or behaviour. 

 

Rules and Regulations 

 

FCI’s management shall be responsible for ensuring that up-to-date rules and regulations 

governing conduct are communicated to all employees. 

 

Purpose of Disciplinary Action 

 

The disciplinary procedure is meant to be a corrective measure wherever possible. The 

supervisor shall therefore always try to correct the unsatisfactory action of the employee 

towards making him/her a productive member of the organization. 

All disciplinary action shall be in conformity with the policy of the organization, and the 

relevant Labour Relations Act of Zimbabwe and its subsidiary regulations. 

 

Handling Procedure 

a) Stage A – Verbal Warning 
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For relatively minor offences as in examples given below, a formal verbal warning shall be 

given. This shall be the first warning given by the Director in the presence of a witness. The 

full consequences of continued lack of improvement shall be explained to the employee. This 

counselling shall be recorded and kept in the employee’s file, it shall not be referred to and / 

used against the employee after a period of six months. 

Examples of some Stage A offences are: 

 Persistent lateness and poor time keeping; 

 Using abusive and offensive language at work; 

 Poor work performance and bad work habits. 

 

b) Stage B – First & Second Written Warnings 

If Stage A offences are repeated within six months or if a Stage B offence is committed, 

written warning copied to the Management Committee shall be given personally to the 

employee by the Director and discussed with the employee in the presence of another person. 

As in Stage A, the full consequences of repeating the offence shall be discussed. A copy of 

the warning letter shall then be kept on the employee’s file but shall be disregarded twelve 

(12) months following the date on which it was given if the subsequent performance has 

proved satisfactory. 

Examples of some Stage B offences: 

 Continuation of Stage A offences; 

 Absence from work without permission for a period of up to two (2) consecutive 

days; 

 Leaving the office without permission; 

 Negligence (of relatively minor nature); 

 Wilful lack of efficiency; and 

 Failure to comply with company rules and policies communicated in writing. 

c) Stage C – Suspension Without Pay and Benefits Pending Approval of Dismissal 

 

In the event an employee repeats Stage B offences after the second written warning as 

outlined above within twelve (12) months or committing a stage C offence, he/she shall be 

summarily suspended without pay and benefits or even dismissed. 

 

All dismissals shall be conducted in terms of the prevailing legislation in Zimbabwe. 

Examples of Stage C offences are: 
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 Organizing or taking part in illegal labour action; 

 Fighting on the office premises; 

 Theft and dishonesty; 

 Wilful damage of the organization’s property and sabotage; 

 Unauthorized absence from work for five (5) consecutive days or more; and 

 Any other violation of the organization’s rules and policies. 

Handling of Grievances 

a) Definition of Grievance 

A grievance is any dissatisfaction of feeling of injustice an employee may have in connection 

with his/her work that is brought to the attention of management. 

This may be between any two people in the workplace, for example:- 

 Employee and another employee; or 

 Employee and supervisor. 

The grievance may also concern, for example:- 

 Other sections / departments; or 

 Working conditions. 

b) Grievance Solution 

Most grievances shall be mutually resolved between individuals in an informal way, without 

using a formal procedure. If this is not feasible for any reason, the employee after informing 

the person concerned shall involve a third party. If this still does not resolve the problem, the 

Director shall be made aware of the grievance. Being a small team, the employee may raise 

the issue at a staff meeting chaired by the Director and open to all members of staff. 

An employee’s problem is an organization’s problem and it is in the interest of all to have 

grievances settled as quickly and as fairly as possible. 

c) Appeals 

An employee shall appeal against a disciplinary decision that is felt to be unfair in the same 

way as in (b) above. If so desired, the employee shall also appeal through the Labour 

Relations Officer for redress if disciplinary decision is felt to be unfair. 

 

Termination of Employment 

 

In the case of termination initiated by the employee, a minimum of one calendar month notice 

shall be required for junior employee and three calendar months for senior employees. Notice 

must be given in writing to the Executive Director. If notice is not given, an equivalent of one 
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month’s or three months salary may be deducted from whatever terminal benefits the junior 

employee and senior employee was entitled to respectively. Leave days shall not be taken 

once notice has been given, except if the Executive Director authorizes it. 


