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	INTRODUCTION 

This skills programme has been designed for learners working within a Ward Committee or Local Government structure, where the acquisition of competence against this standard will add value to one's job. The completion of the standard will also add value to individuals who are seeking to develop a career pathway in local government and administration.

PROGRAMME OUTCOMES

On completion of this learning programme, learners will be able to:
· Describe and explain legislative provisions and guidelines relating to the establishment and functioning of a Ward Committee. 
· Describe Ward Committee membership, composition and roles. 
· Describe and explain the process to nominate and elect the members of a Ward Committee. 

PROGRAMME OULINE
Learning Unit 1: Institute Disciplinary Action
· Identify and classify transgressions
· Gathering information concerning an alleged transgression
· Handling transgressions
· Non-dismissible offences
· Procedure to handle dismissible offences
· Representing the employee at a disciplinary hearing
Learning Unit 2: Conduct a Disciplinary Hearing
· Asking relevant questions to ensure that proper procedure was followed prior to the hearing
· Conducting the disciplinary hearing
· Asking relevant questions for clarification (not in prosecution)
· Bias-free behaviour
· Implementing procedure to handle non-dismissible offences
· Hearing pleading
	
	· Mitigating and aggravating circumstances
· The decision to sanction
· Reaching a final decision
· Considering and weighing relevant factors
· Informing the employee of the decision
· Substantiating decisions
· Informing the employee of his/her rights
· Recording the procedure
· Recording main issues and arguments
· Recording reasons for final decisions as to guilt and sanction

METHODOLOGY

Duration:

5 Days contact session combined with practical workplace experience.

Formative Assessment:

Classroom activities will be assessed and feedback will be given by the facilitator of learning.  An Essential Embedded Knowledge Questionnaire will also be completed as part of the Portfolio of Evidence.
Summative Assessment:
In order to be awarded credits in terms of the Unit Standards to which the programme are aligned, learners will be required to submit a Portfolio of Evidence that will be assessed by a registered assessor.

NQF level: 2
Credits:	6
TARGET GROUP
· Department / Organisation Managers
· Security Personnel
· Line Managers
· Junior Staff Members

BENEFITS
· Improved competence and motivation of the workforce
· Meeting of national requirements for instituting and conducting disciplinary hearings




