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IX. WELLBEING 

Principles of employee wellbeing 

275. Employee wellbeing: 
 Recognises the need to create and maintain a healthy work environment that guarantees 

the health, happiness and general wellbeing of employees in order to maximise their full 
potential and ensure success in meeting the goals of the organisation. 

 Understands general wellbeing to mean a healthy balance of the mind, body and spirit that 
results in an overall feeling of well-being. It requires that the individual maintain a 
continuum of balance and purposeful direction within the environment where s/he is 
functioning. It is not simply the absence of illness, but an improved quality of life resulting 
from enhanced physical, mental, and spiritual health. Being well combines health and 
happiness. 

 
relation to their wellbeing is realised. 

 Recognises the determinants of wellbeing to include: a feeling of control of destiny, health 
practices, spirituality, family, environment, work, money and security, health services, 
social support and leisure. 

 Is guided, by the principle that employees are one of the greatest assets an organisation 
can have, therefore the good health of the organisation depends on the good health of its 
staff. 

The Wellbeing Policy 

276. GL shall run an Employee Wellbeing Programme to help create and maintain a healthy and 
balanced team. The Wellbeing Programme is coordinated by the Wellness Champion 
assisted by a wellbeing committee. 

a. The Wellbeing Committee is responsible for: 
 Assessing the overall wellbeing of staff and of the team using such instruments and 

outside support as may be useful in conducting such assessments. 
 Conducting periodic needs assessments; devising annual programmes for fostering 

individual and team wellbeing and an annual budget for approval by the ED. 
 Ensuring that birthdays and special days are celebrated. 
 Organising periodic staff outings. 
 Helping new staff/interns/consultants to settle in and feel at home. 
 Getting suggestions from staff, including those in country offices and 

incorporating these into the wellbeing programme. 

Health and safety 
277. The Board and ED shall be responsible for ensuring that all working environments comply 

with the Occupational Health and Safety Acts and relevant Public Service Regulations on 
health and safety in relevant countries. 

278. The playing of CDs on computer, radios, TV etc. while working is not permitted. Shall staff 
wish to listen to music, news etc. they must obtain headphones at their 



41 

own cost for doing so provided, that this does not disturb others in the office and does not 

279. When transcribing tapes, playing videos etc. for work purposes staff shall use headphones 
provided, by GL or find a space not likely to disturb others. 

280. When staff are having meetings, engaging in long phone conversations etc. they shall close 
their office and speak in moderated tones. 

281. Conversations shall be held in public spaces such as the board room, kitchen and outside; 
NOT in the corridor that all office lead into. 

282. It is the responsibility of all staff members to keep their work spaces clean and tidy so that 
the office assistants and cleaners can clean properly. 

283. All staff members are responsible for keeping clean and tidy shared spaces that they use 
from time to time. These include the resource centre; kitchen; bathrooms; publications 
shelf; library and stationary cupboards. Under no circumstances shall public spaces be used 
for temporary storage of any items that do not belong in these rooms (for example 
publications). 

284. While the housekeeper shall wash tea and coffee cups at the end of each day, and lunch 
plates during workshops, individual staff members must wash their own plates and cutlery 
used for lunch. 

285. There is a refrigerator for common use. Staff shall ensure that only fresh foods are stored in 
the refrigerator and that each does not take up an excessive amount of space. At the end of 
each week the housekeeper shall clear all old food from the refrigerator. It is the 
responsibility of all staff to remove any food they do not want disposed of in this way. 

Staff assistance 

286. The organisation does not provide staff loans but may make salary advances in exceptional 
circumstances (see FORM HR05) and to purchase laptops. 

 
287. GL encourages all staff to own and utilise own laptops for work purposes. For   this purpose 

GL shall assist with interest free advances to staff to acquire laptops for work purposes (see 
FORM HR06)
in the case of new staff, against salary. This advance for a laptop shall be paid back within a 
period of 6 months. 

288. Gender Links shall pay R1800 towards the depreciation of the laptop on business usage. 

a. In the event that employment is terminated by either party before the advance is fully 
repaid a full recovery of amounts owing shall be made from the final payment. The GL 
contribution shall be pro-rata based on the period in use. 
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b. GL does not give any other salary advances except under exceptional circumstances to 
be approved by the ED
days and is payable within 30 days. 

c. Instances in which such advance could be given include emergencies such as ill 
health or family problems. 

 
289. GL subsidises the purchase of laptops to the value of R 1800 towards the cost of the 

laptop. The subsidy is repayable if the employee resigns after one year of service. 

d. If an employee laptop is damaged whilst at work or on assignment, GL will carry the 
cost of the repairs ONLY if it is not as a result of negligence. A decision to cover the 
repair of the laptop will be treated on a case by case and at the discretion of the ED. 

e. GL does not provide staff with cell phones, but will provide a salary advance of the 
purchase of an approved android cell phone. Staff with such phones are expected to 
download Lync, Skype, zoom and WhatsApp applications to enhance cost effective 
communication. 


