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What is a Task Team?
Workers elect people to represent them on the Task Team where they can talk with manage-
ment. Teams can be made up in different ways. The Team members could be representatives 
from each department or job type, as well as special representatives for housing, youth, women, 
seasonal workers, union members or any other particular group in the workplace. The idea is 
that everyone on the farm has a representative 
in the Task Team, and that special needs are also 
taken care of.

The Task Team is a way in which workers can 
talk to management and raise issues which are 
important to them, as well as make suggestions 
to improve the workplace. By electing Task Team 
members who are responsible for certain issues, 
people often feel more responsibility about 
issues, and may even address some of them on 
their own, without management’s involvement. 
For example, a Task Team member who is respon-
sible for dealing with housing issues can make 
sure the right person is told about the problem.

The Task Team meets with management once a 
month to discuss issues that have been raised by 
the workers. Before each meeting the Task Team collects agenda items from their fellow employ-
ees. The Task Team deals with any issues which it can and puts others on the agenda for discus-
sion in the meeting with management.

Why is a Workplace Communication Channel important?
Without good workplace communication, small issues can blow up into big problems both for 
management and workers. Management may not be aware of the issues which affect workers, 

or why they feel that way. Many of these could easily be dealt 
with if there was better communication. Often there are 
misunderstandings about workplace policies and procedures 
which can be avoided when there is regular communication. 
The existence of a Task Team allows 
workers to channel their problems 
and ideas for  improving the 
workplace through an established 
forum, and will help management  
to say what they want to say  
more effectively.

Best Practice Model: Setting up a Task Team  
as a Workplace Communication Channel
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THE AIM OF A TASK TEAM

The Task Team must act as an  
effective communication channel  

at the workplace in order to:

•  promote friendly employee relations

•  address issues of workers’ welfare

•  encourage effective communication
between workers and management

•  provide a space where ideas can be 
shared to improve the workplace

NOTICE BOARD 

IRRIGATION Team: 

Mon 6 Sept: Apple orchard

Tues 7 Sept: Vineyards 

Wed 8 Sept: Canola field

EFFECTIVE 
COMMUNICATION

It's not fair... 
We never know  

WHERE  
we're going  

to work from  
day to day!

POOR 
COMMUNICATION



Key principles of a Workplace Communication Channel
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It is very important that workers are involved in starting and leading  
the process as much as possible. 
Management must not be seen to be controlling the process.

All workers must be able to choose freely who they elect as their  
Team member. 
Seasonal or part-time workers must also be included in the process.

If there are specific issues on the farm, for example, about housing or 
drug abuse, then a worker representative can be elected to deal with 
these issues.

Building trust is one of the most important challenges facing any Task 
Team. The Team must be trusted by both management and workers.  
To build this trust there needs to be transparency. 
The Task Team has to be responsible and work with management on 
resolving issues. 
The monthly agenda prepared by the Team must be shared with 
management in advance, and workers must also be confident that their 
issues are being raised by the Team, and addressed by management.

It is very important that if there are any union members on the farm 
they may also become a Task Team member. 
Union members should be allowed to elect their own representative so  
that they are part of a process that can add value to the activities of the 
union. Union members can also vote for their department and other 
special groups.

Minutes of meetings must be shared with all workers. These should 
be typed up as soon as possible and put up on the notice board at the 
workplace. 
Minutes should be written in or translated into the languages spoken by 
workers on the farm, including seasonal workers.

Any decisions made at the meetings must be acted upon as soon as 
possible. Each meeting should generate an action plan showing:
•  what was agreed
•  what action will be taken
•  by whom and
•  by when.

THE CHANNEL 
MUST BE  

WORKER DRIVEN

THE CHANNEL 
MUST BE  

OPEN TO ALL 

SPECIAL GROUPS 
OR INTERESTS CAN 

HAVE THEIR OWN 
TASK TEAM 

MEMBERS

TRUST BETWEEN 
WORKERS AND 
THE TEAM AND 
MANAGEMENT 
AND THE TEAM 
MUST BE BUILT  

AND MAINTAINED

THE CHANNEL  
MUST  

COMPLEMENT  
ANY UNION 
ACTIVITIES

THE CHANNEL  
MUST BE 

TRANSPARENT

ACTION  
PLANNING IS 

IMPORTANT
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How does the Task Team work?

How is the Task Team made up?

The Task Team is made up of workers who were elected by other workers. Members will represent 
different departments in the workplace. They may also represent special issues or groups in the 
workplace such as housing or seasonal workers.

Why do we need a Task Team?

The purpose of the Task Team is to provide a communication channel between workers and 
management. This allows issues to be raised in a proper forum before they become big problems 
for farm management to deal 
with. The Team also empowers 
workers to address some issues 
themselves.

Does management  
have a representative 
on the Team?

No, the Team is made up only 
of worker representatives 
who meet regularly with 
management, usually once a 
month.

Where does the  
Task Team meet?

The monthly meeting between 
the Task Team and the 
management should be held 
in a place away from workplace 
distractions. This could be a 
social room, training room  
or canteen.  
A management office is not a 
good place to meet because it  
is management’s ‘space’.

How long does the Task 
Team's term last for?

Usually elections are held 
every 2 or 3 years. A ‘Terms of 
Reference’ for the Task Team for 
a particular workplace explains:
•  how people are elected to 

the Team

Freda, why
do we need
this Task

Team?
It looks like 
more work

to me!

June, this
can work

in our
favour... 

...the Task Team must
meet regularly to

discuss our problems
with management.

And they must keep
a record of meetings!

No!
We choose our own 

representatives 
and vote for them

So does 
management 
choose the 
Task Team?
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•  which departments or groupsof people are represented
•  how often elections are held,and so on.

Who deals with the election of the members?

An Election Panel should be set up to manage the election process. This is made up of 3 to 5 
workers who are chosen by the 
workers, but who have clean 
disciplinary records and are 
considered trustworthy by 
workers as well as management.
(The guidelines are included on 
page 13 in the sample of the Terms 
of Reference).

Can union members  
be on the Task Team?

Yes, it is important to include 
union members if they work on 
the farm. A place on the Task 
Team can be held specially for 
any union shop steward working 
on the farm.

When does the  
Task Team meet?

The Task Team and management 
need to agree when the regular 
monthly meetings will be 
held. In quieter periods these 
could happen during working 
hours, but during busy periods 
the Task Team members and 
management will need to agree 
when will be the best time to 
meet.

What happens  
to problems  
that cannot  
be dealt with  
by the Task Team?

If there are issues to do with the workplace that can’t be dealt with through the Task Team, then 
they can be taken up through the Grievance Process.

...they can’t
be on the
Task Team
itself, but

decide with
management
how big the
Team will be

Then they will
organise the election

Who
must

organise
it?

First we have to choose
people with a clean record

for an Election Panel... 

But we know women never get
elected so single mothers
will never get houses

OK. I’ll vote
for you,

then you can
speak for us!

On the
Task Team 
there will be

positions for
members of

special groups,
even women

It will be more work,
but we’ll have a voice
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Steps to take to set up a Task Team

PROCESS  
FOR  

ESTABLISHING 
A WORKPLACE 

COMMUNICATION 
CHANNEL

HAVE AN OPEN MEETING WITH WORKERS 
TO DISCUSS THE WHOLE PROCESS1

SET UP AN ELECTION PANEL2

INVITE NOMINATIONS 
FOR TASK TEAM MEMBERS3

HOLD ELECTIONS4

ORGANISE THE FIRST (FOUNDING) MEETING

• Elect the chairperson  
and secretary for the Task Team

• Write up Terms of Reference for the  
Task Team in agreement with the chairperson

• Workers set agenda for future monthly meetings

• Task Team meets monthly with management

5

STEP 1: Have an open meeting with workers to explain the process

1  The farm manager must put up a notice which tells workers that they want to set up a
communication channel in the workplace that will be called a ‘Task Team’. Management must 
arrange a meeting to discuss it with the workers.

2  At the meeting management must explain to workers why the Task Team is being set up, and
what its goals are:

•  Team members will represent each department at the workplace and also any special
groups of workers, or any particular special areas.

•  The Team members will be elected by the workers.
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•  A panel of three (or more) workers chosen by the workers will oversee the election of
Team members.

•  The Task Team will meet with management regularly at an agreed time, usually 
once a month.

•  The Task Team will be the channel of communication between management and workers
about issues in the workplace.

3  At the end of the meeting all workers should:

•  understand why the Task Team is set up

•  understand what the Task Team is meant to do

•  choose the 3 to 5 workers who will be on the Election Panel

•  agree to a date for the Election Panel process.

STEP 2: Set up an Election Panel

1 The farm manager should ask workers to choose a few people (either 3 or 5) to work with
management on how the Task Team will be made up, and on the election process of 
members. These people should not be workers who will be asked to stand for election  
as a Task Team member.

2  The role of the Election Panel is to:

•  decide on how the Task Team should be made up; for example, which departments/special
groups should be represented on the Task Team

•  manage the nominations of people for the various posts

•  manage the election of the members of the Task Team

•  manage the election of the chair, vice-chair and secretary.

The Election Panel members must have integrity and should not have any warnings on their 
personnel file for dishonesty, or abuse of their office or abuse of authority. Once the elections 
are complete and officials have been elected the panel will be dissolved.

STEP 3: Ask for nominations for Task Team members

1  Once the Election Panel has been chosen, they will accept names (nominations) of people
who would like to serve on the Task Team.

2  The Election Panel must put up a list of the various positions in the Team on the notice board,
and ask those who are interested in a position to put their name next to it. They should also 
spell out the qualities needed by those people who want to serve on the Task Team. They 
could include the following:

•  willing to work and serve the Task Team and workers at all times according to the
responsibilities of Task Team members [see section 4 in the sample Terms of Reference]

•  not be a supervisor or manager

•  have no warnings for dishonesty or other company offences

•  have the ability to read and write

•  have diverse members on the Team to make sure all sectors are represented, e.g. women,
men, different job types
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•  know the languages of diverse workers in the workplace to make sure all workers 
are included in the communication

•  have completed a probation period.

3  Posts on the Task Team can only be
filled by people working in a 
particular department. 
For example, if there is a Task Team 
post for the pack house, then 
only people working in the pack 
house can be considered as Team 
representatives.

4  Depending on the size of the 
department or section, the Election 
Panel must decide how many 
nominations a particular post  
can have.

5  The notice should clearly state how
long people have before nominations 
close (e.g. 2 days).

6  Once the nomination period has
expired and all the nominations are in, 
the Election Panel must check them 
to make sure the people who have 
been nominated meet the conditions 
set out by the panel, for example 
that a person is working in the right 
department. After this they will start 
organising the election of the Task 
Team members.

WOMEN’S GROUP: Freda van Wyk
HOUSING: Jannie Messelaar

NOMINEES FOR
TASK TEAM

NOMINEES FOR
TASK TEAM

That will be good, but 
you have to vote

for other people too!

Freda, I want YOU for president!

Yes,
I do want 

to vote
for Thabo

too
but his
name is
not on

the list!

Make sure it’s someone
who is honourable and will
work hard on your issues

So who
should

I vote for? 

You must make up
your own mind. You’ll
be able to vote for
the women’s group
position, as
well as the
pack house
position
because 
you work
in the pack
house

It’s too
late now,
June. The

nominations
have closed.
You have to

vote for
the ones

on the list
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STEP 4: Hold elections

1  A notice must be drawn up listing the Task Team positions, and the nominations received 
and approved for each position. If some positions only have one nomination then that person 
is elected unopposed.

2  Each worker gets one vote for their department representative.

3  Each member of any special group to be represented on the Task Team will also get one vote
for that position. Examples of special groups are:

•  Seasonal workers – all seasonal workers will be able to vote for their representative on 
the Task Team.

•  Women – if there is a special post to represent women’s issues then only women will get 
to vote for that person.

•  Housing – If there is a post for Housing then only those workers living on the farm will get
to vote for the Housing representative.

Management should make up enough voting slips. They can be standard 
pieces of paper with the company stamp. The position to be voted for 
should be written on the appropriate slips (only one position should be 
written on each slip).

Each worker is given the correct number of voting slips that they are 
qualified to vote for. 

For example, a worker living on the farm would be able to vote for their 
department member as well as a housing member, plus any others 
which they are entitled to.

The Election Panel receives the votes in a box and then counts 
the votes in front of management.

The Election Panel finds out who the winning candidates are. 
The Election Panel has the power to decide what to do if  
two people get the same number of votes. The names of  
the elected Task Team members should be posted on the 
notice board.

The Election Panel arranges the first meeting with the elected 
members. At this meeting the elected members each get a 
vote for a chairperson and a vote for a secretary. The runner-
up for the Chairperson will become the Vice-Chairperson, 
who will stand in when the chair is absent.

STEP 5: Hold first meeting  
to set up the Task Team

Once the Task Team is formed and the officials are elected then a founding meeting should 
be held with the Task Team members and management.

The purpose of this meeting is to decide on the Terms of Reference which will describe how the 
Task Team will work. The Terms of Reference will be a guide to how to handle any issues in

HOUSING

WOMEN

EVERGREEN FARM
CHAIRPERSON

F van Wyk
J Smit

C de Lille

NOTICE BOARD 

EVERGREEN FARM  
TASK TEAM

CHAIR:  F. VAN WYK
SECRETARY: J. SMIT
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the Task Team in the future. They can be changed to suit each workplace, but should include 
guidelines for the following:

•  How often meetings will be held (usually once a month);

•  Place of meetings;

•  Role of the chair and secretary, and the vice-chair when the chair is not there;

•  What to do if management is not available for the meeting;

•  Quorum for the meeting (i.e. the number of Task Team members who have to be present 
for decisions to be binding);

•  Notice (time before meeting) to be given for each meeting;

•  Number of days before the meeting for the agenda to be available;

•  Time limits for writing up minutes and Action Plan after the meeting;

•  Who will sign the minutes and Action Plan;

•  Who will update the Action Plan as progress is made;

•  Where documents such as the minutes and Action Plan will be put up and filed;

•  How members will behave;

•  How to deal with disagreements in the Task Team.

Here are some key lessons learnt through 
experiences on South African Farms:

•  A lot of commitment is needed by both 
management and workers to make the Task 
Team work.

•  It is extremely important to provide ongoing
feedback to workers on the meetings between 
the Task Team and management, and what 
actions have been taken. For this reason 
minutes should be detailed, showing how 
decisions were made.

•  Workers should be able to read the minutes of
the previous meeting on the notice board and 
be able to raise any objections before the next 
meeting.

•  It is extremely important continuously to get 
‘buy-in’ from workers so the process is trusted.  
It is hard to get trust once a process has failed.

•  There should be money available for the

working of the Task Team so they can make 
decisions on things that are important to  
the workers.

•  A ‘Clerk of Works’ is very useful – someone 
who can run around and make sure that 
problems are sorted out in relation to the  
Task Team.

•  Management must acknowledge that they 
have much more power than workers in Task 
Team meetings, so they need to give workers  
a chance to speak and be heard.

•  The roles of supervisors and Task Team 
members should not be confused as it can 
cause conflict. Therefore supervisors should not 
be Task Team members.

•  Workers need to understand the limitations of 
the Task Team, since it will not be able to resolve 
everything, but provides a forum so discussion 
of issues can take place.

SOME KEY LESSONS FROM SOUTH AFRICAN FARMS
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A Task Team is a communication channel 
between workers and management to discuss 
workplace issues in a constructive manner.

Who is on the Task Team?
The Task Team is made up of workers who 
represent different departments and groups on 
the farm. These Task Team members are chosen 
by workers through an election process.

How can I be a member?
Anyone can apply to be a member of the Task 
Team. Put your name up for one of the available 
positions during nominations time. This could 
be to represent your department or be for one 
of the special positions. Then all workers will 
choose who they want to represent them  
during election.

Who should be elected?
It’s important to think of who can represent your 
department in an effective way. Who can speak 
clearly and will be able to raise issues in the 
proper way? Who will be able to discuss things 
with the manager and not get into arguments? 
It’s important that Task Team members are 
reliable, do their duties properly and represent 
the department well. Think about:
•  Are they honest?
•  Are they reliable?
•  Can they be trusted?
•  Can they sit and discuss important issues in 

a positive way?
•  Will they be able to raise issues on your behalf?

They will usually stay in the position for 2-3 years 
until new elections are held.

Workers: How to use a Task Team  

You must
get the door
fixed quickly

in this
cold

weather!

Thabo,
what on
earth 

happened
here? 

Pieter, I’ve asked a hundred times and
management still hasn’t fixed the gutter.
Now the rain has rotted the wood
and the door fell off its hinges!

No, you must use
the Task Team...

But I don’t have
any money, and anyway
I shouldn’t have to pay
because management

is supposed to look after
the houses. Can’t the

union take it up?

...talk to Corrie,
she’s the

member for
housing.
She’ll tell

management
it’s not

your fault
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What do the Task Team 
members have to do?
The Task Team members have a number of 
responsibilities which include:
•  electing a chairperson and secretary
•  acting as a communication channel between

employees and management
•  listening to issues that co-workers may have

•  representing their department in Task Team
meetings

•  advising co-workers on company policies and
procedures.

How does the Task Team set an agenda?
The Task Team members have to find out if any of 
their department colleagues have an issue they 
want to be raised. So before an agenda is prepared 
they talk informally with their colleagues to see if 
there are any issues. The Task Team members 
first try to resolve these issues before the 
monthly meeting with management. The 
Task Team then prepares an agenda for 
discussion with management at the meeting.

It’s important that the agenda includes time 
to discuss progress from the last meeting.

This agenda must be given to the 
management one week before the meeting. 
This is very important so that management 
can look into issues before the meeting and 
find out the necessary information.

GOOD  
COMMUNICATION SKILLS

It is really important for the Task Team 
members to remember some important 

things about communicating in meetings:

•  Listening is really important.  
Do not respond to something  

until you really understand  
what the other person is saying.

•  You need to have a flexible attitude.  
The aim of a Task Team  

is for everyone to reach agreement and 
people with hardline attitudes will  

stop things from happening.

•  Not everyone has the same  
ideas about issues – it is  

important to respect everyone’s views. 
If you respect someone they will respect 

you back.

•  When there is disagreement  
it is important to discuss  

it further, and not to argue.

Corrie!
Corrie! Please
could you tell
management
my door has

fallen off!

OK. I’ll 
put it as
an urgent

issue
on the

Task Team
agenda.

...they’ve never fixed it, and now
the wood has rotted and

the door came off its hinges

Why
don’t you fix
it yourself

Thabo?

You remember that
gutter that was leaking

 above the door?...
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How long do the meetings take?
The meetings will usually take between 1 and 3 hours.

What happens in the meetings?
The chairperson will follow the agreed agenda. Each issue will be discussed by the Task Team 
members and the management. It’s very important the debate is calm and issues are addressed 
in order. For each item on the agenda an agreed way forward should be found. This may not 
mean the issue is completely resolved, but the next step can be reached so that things move 
forward. These agreements are put in an Action Plan:

•  The Action Plan is drafted by management.

•  Each unresolved agenda item is covered.

•  Each issue, the agreed action, person responsible and target completion date is included.

•  Plan is approved by the chair and secretary.

•  The Action Plan is posted on board.

How do we know what happened in the meetings?
The Task Team secretary will prepare minutes which will be posted up on the notice board so 
that everyone can read them. The Action Plan is also agreed and that should also be posted on 
the notice board so everyone on the farm knows what is going on.

➥

AGENDA

➥

HOLD 
MONTHLY 
MEETINGS

ACTION  
PLAN  

AGREED 
& POSTED 
ON BOARD 

   WITH MINUTES

BEFORE  
NEXT MEETING,  

TASK TEAM 
MEMBERS  

GATHER ISSUES 
FROM  

COLLEAGUES

TASK TEAM 
TRIES TO DEAL  
WITH ISSUES 

BEFORE  
MEETING

ISSUES  
NOT DEALT  WITH  

GO ONTO  
MEETING  
AGENDA

AGENDA  
GIVEN TO 

MANAGEMENT  
ONE WEEK  

BEFORE  
THE MEETING

THE CYCLE 
OF TASK TEAM 

MEETINGS
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The documents in this section are just examples.

Sample: Terms of Reference for a Task Team
This is an example of Terms of Reference which can be designed to fit the needs of any particular 
farm. The first (founding) meeting of the Task Team and management should be used to agree 
on the Terms of Reference that will be used. The clauses here can be used as an example for 
discussion.

Samples of Documents

Terms of Reference: Task Team for EverGreen Farm
EverGreen Farm believes in good communication between management and workers, and 
believes that a Task Team empowers workers to engage with management and to elect their 
own leaders. The Task Team provides a two-way communication channel with a view to 
encouraging worker participation and involvement.

1 GOALS
The goals of the Task Team are to:

•	Make	sure	there	are	open	relations	between	management	and	workers;

•	Address	issues	around	worker	welfare;

•	Provide	an	effective	communication	channel	between	management	and	workers;

•	Provide	a	forum	for	sharing	of	ideas	about	the	workplace.

The Task Team communicates the farm’s mission, goals and values, and employees are given a 
chance to give their views and suggestions on policies and procedures affecting them. 

2 SCOPE
This Task Team is open to all employees in the workplace except for employees in management 
positions. For full employee involvement in the Task Team:

•	The	Task	Team	must	be	worker	driven	and	open	to	all;

•	Special	groups	or	interests	can	have	their	own	Task	Team	members;

•	Trust	between	workers	and	the	Task	Team,	and	management	and	the	Task	Team	must	be	built
and	maintained;

•	They	must	complement	any	union	activities;

•	There	must	be	commitment	to	Action	Planning;

•	There	must	be	transparency	–	sharing	of	minutes	and	agreed	action	with	other	workers.

1
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3 EXPECTATIONS
•	Both	management	and	workers	are	expected	to	be	punctual	for	Task	Team	meetings.

•	Task	Team	members	and	management	are	expected	to	discuss	issues	in	a	calm	
and professional manner.

•	The	focus	should	be	on	reaching	consensus	rather	than	confrontation.

•	All	members	must	accept	the	results	of	any	votes	or	similar	processes.

•	No	swearing	or	other	bad	language	will	be	accepted	in	Task	Team	meetings.

4  ROLES AND RESPONSIBILITIES
CHAIRPERSON

•	Chair	scheduled	meetings	between	the	Task	Team	and	management	representatives.

•	Approve	minutes	and	Action	Plans	arising	from	Task	Team	meetings.

•	Represent	workers	when	they	have	grievances	(if	they	so	wish).

•	Promote	communication	between	management	and	Task	Team	members.

SECRETARY

•	Accurately	write	up	minutes	of	each	meeting.

•	Prepare	the	agenda	with	the	support	of	the	chair.

•	Distribute	the	agenda	to	Task	Team	members	and	management	representatives.

•	Communicate	dates	of	meetings	to	members	ahead	of	schedule.

MEMBERS

•	Act	as	a	go-between	between	management	and	employees.

•	Listen	to	grievances	from	colleagues	in	the	same	department.

•	Represent	their	department	in	Task	Team	meetings.

•	Advise	workers	on	company	policies	and	procedures.

•	Inform	workers	on	the	discussions	in	the	meetings	and	any	outcomes.

•	Participate	in	grievance	handling	procedures	on	behalf	of	department	colleagues.

Support	may	be	provided	by	the	HR	department	as	follows:

•	Providing	the	Task	Team	with	administrative	back	up,	like	copying	and	phone	calls.

•	Advising	Task	Team	members	on	employee	relations,	labour	law,	staff	regulations,	statutory
deductions and grievance handling procedures.

•	Helping	to	make	the	election	process	run	smoothly.

•	Training	members	so	they	may	be	able	to	carry	out	their	duties	more	effectively.

5 GUIDELINES ON THE ELECTION PROCESS
The election process is divided into the following tasks:

1.		Setting	up	an	Election	Panel.

2.		Defining	what	would	make	suitable	candidates.
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3.	Nomination	of	candidates.

4.	Election	of	Members.

5.	Election	of	Chairperson.

Establishing an Election Panel

An	Election	Panel	is	set	up	with	the	following	conditions:

•	They	have	to	be	impartial	and	not	influenced	by	either	management	or	workers.

•	Their	decisions	are	binding	and	final.

•	Their	responsibility	will	end	when	they	submit	the	names	of	elected	office	bearers.

•	When	forming	a	Task	Team	for	the	first	time	the	Election	Panel	could	either	be	a	combination
of	3	workers	and	2	management	personnel	where	good	worker–management	relations	exist;	
or if there is distrust, then the 5 representatives could all be workers.

•	Once	the	panel	has	been	chosen	then	the	HR	or	General	Manager	will	look	over	their	files	to
make sure that they are honourable people.

•	Any	warnings	on	file	concerning	dishonesty	or	abuse	of	office	or	authority	will	disqualify	the
individual	from	sitting	on	the	Election	Panel.

•	The	HR/General	Manager	will	then	confirm	the	existence	of	the	Election	Panel	with	the	
5 members.

•	The	Election	Panel	is	responsible	for	elections	and	for	determining	what	to	do	in	the	event	of	
equal	votes	being	cast	for	one	candidate.

•	Once	the	Task	Team	is	operating,	the	Panel	is	made	up	of	3	members	of	staff	who	are	selected
by the outgoing Task Team.

Suitability of Candidates

The	criteria	below	will	be	used	by	the	Election	Panel	to	decide	whether	a	nominated	person	
can stand for election to the Task Team. Each department will have one representative, so every 
department nominates their own candidate to stand for election as a representative for that 
department.	Members	of	special	groups	can	also	nominate	a	candidate	to	represent	that	group.

Criteria:

•	Ability	to	read/write	Afrikaans	and/or	English	and	other	languages	spoken	on	the	farm.

•	Have	finished	their	probation	period	on	the	farm	(this	is	not	necessary	for	representatives	of
casual	workers).

•	Should	have	no	warnings	for	dishonesty	or	other	offences	in	the	farm	policies.

•	Should	not	be	a	supervisor	or	management	staff.

•	Should	be	willing	to	work	and	serve	the	Task	Team	and	workers	at	all	times.

Nomination of Candidates

•	The	Election	Panel	will	put	up	a	notice	asking	workers	who	are	interested	in	representing
their department to put their names forward. The notice will include a time limit for getting 
in application letters.

•	The	Election	Panel	will	then	review	all	applications	for	their	suitability	according	to	the	
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criteria	and	declare	the	nominations	for	each	department	by	a	certain	date.	A	notice	will	
be put up at an agreed place showing each department’s and special sections’ nominated 
candidates. The procedure for campaigning and the elections will also be put up.

Election of Task Team Representatives

•	Campaigning	starts	immediately	after	the	nominations	and	is	for	a	fixed	period	(2-3	days)	as	
decided	by	the	Election	Panel.

•	The	Election	Panel	can	make	additional	rules	on	campaigning.

•	The	HR	department	will	facilitate	the	election	process	in	terms	of	providing	a	venue,	
stationery and other materials that may be needed. They will not to be involved in the actual 
election process.

•	Each	employee	will	have	the	right	to	vote	once	and	only	for	one	of	the	candidates	in	their	
own department.

•	Employees	falling	into	special	groups	will	be	able	to	vote	for	a	candidate	in	that	group	if	
there is a post on the Task Team.

•	Each	employee	will	vote	on	a	slip	of	paper	bearing	Evergreen's	official	stamp.

•	Each	candidate	can	nominate	their	own	representative	to	oversee	voting.

•	The	Panel	will	count	the	votes.

•	The	candidate	with	the	most	votes	for	their	department	is	elected	as	the	Task	Team
representative for that department.

•	The	decision	of	the	Panel	will	be	final.

•	After	the	vote	count	the	Election	Panel	will	announce	the	results	based	on	the	number	of
votes for each candidate and post these on the notice board.

Election of Chairperson

•	The	election	of	the	chairperson	is	done	2	days	after	the	election	of	the	Task	Team	members.

•	The	chair	must	be	a	permanent	employee	and	must	be	an	elected	representative	to	the	
Task Team.

•	Elected	representatives	who	wish	to	be	considered	for	the	role	of	chair	must	put	a	letter	in
writing	to	the	Election	Panel.

•	The	Panel	will	review	their	suitability	as	per	the	criteria	and	then	provide	a	list	of	the
candidates for the post of chair.

•	Each	elected	Task	Team	member	will	vote	on	a	slip	of	paper	bearing	Evergreen's	
official	stamp.

•	Each	candidate	can	nominate	their	own	representative	to	oversee	voting.

•	The	Panel	shall	undertake	the	counting	of	votes.

•	The	candidate	with	the	most	number	of	votes	is	elected	as	the	chair.

•	The	decision	of	the	Panel	will	be	final.

•	After	the	vote	count	the	Election	Panel	will	announce	the	results	based	on	the	number	of
votes received per candidate and post these on the notice board.
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•	Once	Task	Team	is	established	the	Election	Panel	is	dissolved.

•	At	the	first	meeting	a	secretary	will	be	nominated.

6  PROCEDURES FOR TASK TEAM MEETINGS
•	Evergreen	may	decide	to	pay	the	Task	Team	members	a	modest	stipend	when	they	attend

meetings	–	this	allowance	will	stop	when	they	stop	being	a	member	of	the	Task	Team.

•	The	departmental	representatives	must	draw	up	the	agenda	of	the	meetings	based	on	issues
raised by employees.

•	Meetings	will	be	held	once	a	month.

•	Minutes	of	the	Task	Team	meetings	will	be	posted	on	staff	notice	boards.

•	The	chairperson	and	Task	Team	members	will	oversee	replacing	of	departmental
representatives if one can’t be a member any more.

•	Management	may	not	victimise	Task	Team	members.

•	Retiring	Task	Team	members	will	be	given	certificates	of	appreciation.	A	copy	of	the
certificate	will	be	kept	in	the	employee’s	file.

•	Minutes	of	the	meetings	must	be	taken.

•	Minutes	must	be	filed	for	the	record.

•	Minutes	must	be	circulated	and	put	on	notice	boards	so	workers	can	read	them.

7 RECORDS
•	All	records	must	be	maintained	according	to	the	Farm	Procedures.
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Sample: An Agenda
This is an example of an Agenda which can be adapted to suit your needs.

AGENDA:
Meeting for the Evergreen Farm Task Team 

12 October 2010  
Meeting to start at 9am in the Recreation Area.

PRESENT

[Names	of	people	at	the	meeting]

APOLOGIES

[Names	of	people	who	have	apologised	for	not	being	able	to	come	to	the	meeting]

FORMAL AGREEMENT OF THE MINUTES OF THE LAST MEETING

[Accept	that	the	minutes	accurately	reflect	what	was	discussed	and	decided	at	the	last	meeting]

ACTION UNDERTAKEN SINCE LAST MEETING AS PER ACTION PLAN

[Report-backs	from	members	to	show	what	progress	has	been	made	on	the	Action	Plan]

ISSUES RAISED BY TASK TEAM MEMBERS

1.	PPE	worn	out	for	sprayers.

2.	Irrigation	department	not	clear	on	division	of	work.

3.	Seasonal	workers	do	not	understand	the	Target	system.

4.	Request	for	an	end	of	season	braai.

ISSUES RAISED BY MANAGEMENT

1.	Some	workers'	houses	are	not	being	looked	after.

2.	Rubbish	disposal	on	farm.

ACTION PLAN TO BE UPDATED

[New	items	to	go	on	the	Action	Plan,	who	is	to	address	the	issue,	and	by	when]

ANY OTHER BUSINESS (AOB)

[Any	other	issues,	for	example,	if	there	is	a	public	holiday	with	some	event	happening	on	the	
farm]

NEXT MEETING

[Agree	the	date	for	next	meeting	and	close	the	meeting].
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MINUTES:
Meeting of the Evergreen Farm Task Team 

on 12 October 2010  
held at 9am in the Recreation Area.

PRESENT
Hansie	de	Villiers	(Chair)

Imelda	Cronje	(Member,	pack	store)

Maggie	Jacobus	(Member,	women’s	group)

Thandi	Khumalo	(Member,	seasonal	workers)

Corrie	De	Lille	(Member,	housing)

Brian	Pieterse	(Member,	spraying	department)

Quinton	Pienaar	(Member,	irrigation	section)

Pieter	De	Jager	(Member,	shop	steward)

Nonkululeko	Ndubisa	(Secretary)

Jaco	van	der	Westhuizen	(Farm	Manager)

Frannie	du	Plessis	(Administration)

APOLOGIES

Jaco	Smit

ABSENT

None

The	meeting	opened	at	9am.	The	chair	welcomed	everyone.	The	chair	stated	that	Jaco	
Smit	had	sent	his	apologies.	He	could	not	attend	as	he	had	a	doctor’s	appointment.

The	minutes	of	the	last	meeting	were	formally	approved	by	Ms.	Jacobus	and	Ms.	Khumalo.

The	agenda	was	followed	with	the	first	item	being	PPE	for	workers.

ACTION UNDERTAKEN SINCE LAST MEETING

The	women’s	toilets	that	were	leaking	in	the	pack	store	have	been	fixed.

20 new pruning shears have been added to the stock.

ISSUES RAISED BY TASK TEAM MEMBERS

PPE is worn out

Mr.	Pieterse	of	the	spraying	department	stated	that	some	of	the	boots	that	workers	are	
wearing	have	are	worn	out,	with	holes	in	the	soles	of	some.	He	also	said	that	there	had	been	

Sample: Minutes of a Meeting
In this example these minutes are quite long because they show how decisions were reached.



20

2

delays	in	getting	new	gloves,	though	they	were	now	in	place.	Mr.	Van	der	Westhuizen	
explained that new boots are normally given out at the start of the season and that 
they	should	last	the	full	period.	Mr.	Petersen	said	that	some	seem	to	have	worn	
out	more	quickly	and	the	quality	of	the	current	ones	was	not	so	good.	Mr.	Van	der	
Westhuizen	said	that	he	would	look	into	a	better	supplier	and	order	some	more,	but	any	
replacements would need to be signed for by the worker and the old boots returned.

Irrigation department not clear on division of work

Mr	Pienaar	of	the	irrigation	section	then	was	given	the	chance	to	explain	the	problem	that	
irrigation	had.	He	said	some	of	his	Team	are	demotivated	as	they	start	a	job	one	day,	but	
then the next day it is given to someone else to complete. The workers see that the people 
who	complete	the	work	do	not	always	do	a	good	job	yet	the	irrigation	Team	is	blamed.	Mr.	
Van	der	Westhuizen	responded	that	as	the	farm	was	very	busy	sometimes	the	specialist	
irrigation	Team	had	to	start	the	work	which	was	the	most	difficult	part,	and	then	the	next	
day	they	would	have	to	start	another	job,	so	other	general	workers	could	complete	the	first	
one.	A	discussion	started	about	planning	of	work	with	other	Task	Team	members	saying	they	
did	not	know	what	they	would	be	doing	each	day	of	the	week.	It	was	eventually	agreed	
that	a	weekly	plan	for	each	department	would	be	put	on	the	notice	board	every	Monday	
morning. This plan would be agreed with supervisors and where possible would describe the 
jobs	to	be	done	when.	However	Mr.	Van	der	Westhuizen	said	that	the	farm	situation	can	
change daily, as can the weather, so it will not always be possible to stick to the plan.

Seasonal workers do not understand the target system

Ms.	Khumalo	representing	the	seasonal	workers	was	given	the	chance	to	speak.	She	said	
that the seasonal workers who are paid on a piece rate system do not understand exactly 
how	much	they	will	get	paid	and	what	the	various	bonuses	are.	She	said	the	only	written	
information	is	in	Afrikaans	and	only	one	of	the	workers	speaks	Afrikaans	and	he	could	not	
read	it	very	well.	Ms.	Du	Plessis	then	explained	the	piece	rate	system	to	everyone	and	the	
bonus	system	which	was	in	place.	It	was	agreed	that	this	would	be	written	down	clearly	
and	then	Ms.	Khumalo	would	translate	it	into	isiXhosa	for	the	seasonal	workers.	This	
would	then	be	posted	on	the	notice	board.	It	was	also	agreed	that	Ms.	Khumalo	would	
organise a meeting with the seasonal workers and explain the target system to them.

End of season braai

Mr.	De	Villiers	then	spoke	himself,	saying	that	as	chair	of	the	Task	Team	a	number	of	other	
Team members and even individual workers had asked him to raise the issue of an end of 
season	braai	with	the	management.	Ms.	Khumalo	also	stated	that	many	of	the	seasonal	
workers had also asked her about it, saying they would like to have such an event before 
they	go	back	to	their	family	homes.	Mr.	De	Villiers	said	a	number	of	workers	had	seen	
such braais on other farms and thought it would be good for Evergreen Farm too.

Mr.	Van	der	Westhuizen	said	it	had	not	been	a	very	good	year,	and	the	farm	did	
not have much money but promised to look into it and get back to the Task Team 
at	the	next	meeting.	Mr.	De	Villiers	said	he	wished	they	could	tell	the	workers	
something	so	they	could	be	more	motivated	over	the	next	month	or	so.	At	this	point	
Mr.	Van	der	Westhuizen	agreed	that	they	would	have	a	braai,	but	said	he	was	not	
providing any alcohol, only soft drinks. The Task Team members agreed to this.

With	the	issues	raised	by	the	Task	Team	members	complete	Mr.	Van	der	Westhuizen	
then stated he had two things on the agenda to discuss with the Team.
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ISSUES RAISED BY MANAGEMENT

Some workers' housing is not being looked after

Ms.	De	Lille	representing	the	housing	section	stated	that	it	is	true	that	some	workers	
need	to	take	better	care	of	the	housing.	She	said	a	fight	had	taken	place	at	one	house	
after two workers became very drunk one weekend, and some windows were broken.

In	regards	to	the	door	in	Thabo’s	house,	she	said	that	the	wood	on	the	door	frame	had	
rotted badly during the recent rains as there was a hole in the guttering, and rain water 
flowed	down	the	door.	This	had	caused	the	screws	holding	the	hinges	to	come	out.

A	discussion	continued	around	alcohol	and	the	weekends.	Ms.	De	Lille	said	many	workers	
who	lived	on	the	farm	were	bored	without	much	to	do.	Often	they	resorted	to	drinking	too	
much	and	sometimes	trouble	would	start.	It	was	agreed	that	Ms.	De	Lille	would	try	to	engage	
a	social	worker	who	could	visit	the	farm	to	assess	the	situation.	Mr.	Van	der	Westhuizen	
agreed	he	would	fix	the	TV	in	the	recreation	room	and	also	buy	new	cues	for	the	pool	table.

Mr.	Van	der	Westhuizen	also	said	the	door	frame	which	had	rotted	would	be	replaced	and	the	
gutter would be mended, but the broken windows would have to replaced by the people living 
in the house.

Rubbish disposal on farm

Mr.	Van	der	Westhuizen	reported	that	at	times	the	farm	looked	untidy,	with	some	
items	of	rubbish	just	dropped	on	pathways,	and	some	houses	had	litter	outside.	He	
also noted some farm refuse was not being taken to the proper disposal sites.

Mr.	Pienaar	said	that	the	main	disposal	pit	was	a	bit	too	far	so	sometimes	
workers	were	lazy	and	dropped	the	farm	waste	in	other	places.	Ms.	De	Lille	also	
said that there was a need for some rubbish bins at the worker housing.

Mr.	Van	der	Westhuizen	agreed	to	provide	rubbish	bins	at	the	housing,	and	Ms.	De	Lille	
and	Ms.	Khumalo	said	they	would	encourage	workers	to	use	them	properly,	and	would	
put	up	signs	in	Xhosa	and	Afrikaans	about	the	plan.	Mr.	Van	der	Westhuizen	said	he	
would look at the possibility of another disposal site and report back at the next meeting. 
In	the	meantime	workers	must	be	instructed	to	dispose	of	waste	at	the	correct	sites	
or	the	company	risked	losing	certification	and	business	which	would	affect	everyone.	
The members agreed to ensure their colleagues would use the right disposal site.

ANY OTHER BUSINESS

Pieter	De	Jager	said	the	union	was	having	a	membership	drive	in	November,	and	they	
needed	to	talk	to	the	workers	one	lunchtime.	Mr.	Van	der	Westhuizen	reminded	them	that	
it	was	high	season	and	he	expected	them	to	be	on	time	from	lunch.	He	said	they	could	use	
the	recreation	hall	for	the	meeting.	The	meeting	was	set	for	Wednesday	17	November.

NEXT MEETING

The	next	meeting	was	scheduled	for	28	November	at	9.30	am.

The meeting closed at 11.15 am.



22

Sample: An Action Plan
This is an example of an Action Plan which can be adapted to suit your needs.

AGENDA ISSUE

1.		Some	PPE	for	
sprayers is worn out

2.		Irrigation	
department not clear 
on divisions of work

3.		Seasonal	workers	
do not understand 
target system

4.		Worker	Housing

5.		Rubbish	disposal

TASK

Look	into	a	different	
supplier with better  
quality

Buy	more	Boots

Make	sure	
replacement	PPE	is	in	
exchange for old

Organise	weekly	
planning meeting with 
supervisors	and	put	Plan	
on	board	each	Monday

Translate the document 
explaining the system 
into	isiXhosa

Arrange	a	meeting	
to explain system to 
seasonal workers

Invite	social	
workers to farm

Fix	TV	and	replace	
pool table cues

Replace	door	frame

Provide	rubbish	bins	
at worker housing

Put	up	signs	on	
use of bins

Look	at	options	for	
other disposal sites

WHO

Mr.	Van	der	Westhuizen

Mr.	Van	der	Westhuizen

Mr.	Pieterse

Mr.	Van	der	Westhuizen

Ms.	Khumalo

Ms.	Khumalo

Ms.	De	Lille

Mr.	Van	der	Westhuizen

Mr.	Van	der	Westhuizen

Mr.	Van	der	Westhuizen

Ms.	Khumalo

Mr.	Van	der	Westhuizen

BY WHEN

15	Nov

20	Nov

20	Nov

31	Oct

31	Oct

31	Oct

31	Oct

31	Oct

15	Nov

31	Oct

31	Oct

28	Nov

PROGRESS REPORT

Two	quotations	
provided, management 
looking at them

Awaiting	decision	
on which supplier

Set	up

Plan	prepared

Completed

Completed

They will come on 
18	November

Completed

In	progress

Completed

Completed

VERIFIED
AGREEMENTS IN MEETING
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