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ACRONYMS
Acronym Description
§ Symbol meaning Section
AICC African Institute for Corporate Citizenship
AIDS Acquired Immune Deficiency Syndrome
APEC The Asia-Pacific Economic Cooperation
AU African Union
BAAC Business Action Against Corruption
B-BBEE Broad-Based Black Economic Empowerment
BUSA Business Unity South Africa
CEO Chief Executive Officer
CIPE Center for International Private Enterprise
DANIDA Danish Development Assistance Organisation
DPSA Department of Public Service and Administration, South Africa
EITI Extractive Industries Transparency Initiative
FCPA Foreign Corrupt Practices Act, USA
FIRST For Inspiration and Recognition of Science and Technology
GC Global Compact
GIZ The Deutsche Gesellschaft fur Internationale Zusammenarbeit

(German Company for International Cooperation)

GTZ Gesellschaft flr Technische Zusammenarbeit (German
Company for Technical Cooperation). GTZ has been
reorganised and is now GIZ

IBRD The International Bank for Reconstruction and Development
ICC International Chamber of Commerce
INDEM Information Science for Democracy, Russian think tank NGO

J&J Johnson & Johnson



Acronym

KPMG

KZN
OECD

OPORA

P'nP
PACI
PRECCA
SA
SADC
SME

TI

UN
UNCAC
UNGC
us

USAID
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Description

Global network of professional firms providing Audit, Tax and
Advisory services.

KwaZulu-Natal
Organisation for Economic Cooperation and Development

Russian Non-Governmental Organisation of Small and
Medium-Sized Businesses

Pick 'n Pay

Partnering Against Corruption Initiative
Prevention and Combating of Corruption Act
South Africa

Southern Africa Development Community
Small and Medium Enterprises
Transparency International

United Nations

United Nations Convention Against Corruption
United Nations Global Compact

United States

United States Agency for International Development
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PREAMBLE

Business Unity South Africa (BUSA) is committed to promoting business integrity
within the private sector in South Africa. BUSA recognises that changing laws
and increasing enforcement of those laws alone will not end the scourge of
corruption. Rather, for corruption to be conquered, the private sector must also
get involved and show leadership in developing good governance and
entrenching business integrity.

To this end, BUSA in partnership with the Department of Public Service and
Administration (DPSA) and the Danish Embassy, is implementing a programme
to promote business integrity in South Africa. The programme promotes
business integrity through developing and implementing national anti-corruption
training, as well as a communication and awareness campaign for the South
African business sector. As part of this initiative, BUSA is rolling out a mentoring
programme on Business Integrity, with the purpose of mobilising mentees from
BUSA'’s structures and networks and linking them to business leaders who will
act as mentors for the duration of the Programme.

Our intention is that through this mentoring programme, our rising
entrepreneurs and business managers will have the opportunity of interacting
with and being mentored by key business leaders. We hope that both the
mentors and the mentees will learn from each other so that as their businesses
grow, they too grow into increasingly accountable, transparent, well-governed
businesses that model business integrity and serve as a solid basis for liberating
our society from the scourge of corruption.
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Chapter One:

ABOUT THIS GUIDE

This Guide is designed to enable mentors and mentees get the most out of the
Programme. The purpose of the Guide is to help the participants understand the
Programme and the associated mentoring process. The Guide does this by
providing insight, tips and resources to help the participants through the mentoring
process.

The objectives of this Guide are to provide:

% a user-friendly document that will make the mentoring process easier for
mentors and mentees;

% a clear understanding of the mentor-mentee relationship, as well as the
mentoring process;

% for reciprocal learning between mentors and mentees;

% valuable information for mentors, such as a discussion of the various strategies
that can be used with mentees; and

% a discussion of anti-corruption and business integrity.

This Guide is based on recognised adult education instructional skills and
knowledge, which will enable the mentors to contextualise the content and build
strategies to suit the needs of respective mentees.

This Guide is structured in four parts. The first part of the Guide (Chapters 2 to 4)
focuses on the mentoring programme and the mentoring process, while the second
part (Chapters 5 and 6) provides substantive content relating to anti-corruption
and business integrity. Chapter 7 provides a simulation of real life business
scenarios, dilemmas and case studies, while Chapter 8 provides a compendium of
useful resources on business integrity and anti-corruption.

The Guide is written in a style that is accessible, user friendly and easy to read.
While there is a section at the end of Guide with references to our sources, it is
important to note that the Guide is not an academic or legal treatise.

Finally, the Guide is not exhaustive and so where information is limited, mentors
are encouraged to expand upon the material from their experience or additional
reading.
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Chapter Two:

Programme Structure

2.1.

Programme Goals

The aim of the Programme is to promote good governance, transparency and
accountability in the business sector in South Africa. The Programme achieves
this by strengthening the institutional capacity of the business sector to
promote business integrity, as well as to develop and implement anti-corruption
programmes and policies. The Programme is designed to enable participants to:

7
0.0

7
0.0

7
0.0

7
0.0

resolve ethical and moral dilemmas regarding corruption that managers may
face in the market place;

establish structures, systems and processes within their respective
organisations to promote transparency and accountability;

increase their knowledge and ability to identify and report on corrupt
activities by officials in the business sector;

strengthen their competency to prevent, detect, and monitor corruption, as
well as increase compliance with anti-corruption laws;

increase their understanding of dealing with incidents of bribery within and
by business;

apply transparency and accountability tools in day-to-day project
management decisions and enable them to integrate these tools within their
enterprise; and

gain insight into the different resources available to help businesses manage
corruption issues.

n
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Rationale for the Mentoring Process

Merriam-Webster’s Collegiate
Dictionary defines the word The Roots of Mentoring
mentor as “a trusted counsellor
or guide, tutor, coach.” Practically
speaking, mentoring can be
described as a close
developmental relationship
between experienced individuals
and less experienced individual
leading to a legacy of shared
knowledge and skills.

Mentoring is an established
method for orienting and training,
as well as a valuable means of
supporting the development -
even accelerating the professional
growth - of experienced
employees, middle managers,
and executives. Corporate
mentoring programmes have
been deployed to support the

Mentoring can be traced back to Homer’s tale
of Odysseus from Greek mythology. When
development of current and Odysseus left home to fight in the Trojan War,

future leaders, to retain high he entrusted his friend and advisor, Mentor, to

protect, advise, guide, and train his son,

potential individuals, and to Telemachus.

manage collective or institutional
knowledge. Mentoring holds the
continued promise of an efficient and effective means to accelerate the transfer
of skills from more experienced to less experienced individuals. It's a process
that not only rewards the mentee, but also provides the mentor with an
opportunity to learn through teaching others.

Mentoring is a key aspect of BUSA’s Programme on Business Integrity because
it:

% is a proven method that accelerates the transfer of skills;
% quickly and efficiently taps the skills of business leaders;
% benefits both the mentee and the mentor;

% accounts for the fact that each individual learns skills at a different pace,
allowing the mentor to add emphasis where individually required; and

7
0.0

allows the mentees to select their own focus area(s).
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The Mentoring Programme provides a professional development
approach in which the mentor-mentee relationship is ongoing,
developmental, reciprocal, and non-evaluative (i.e. does not

involve the mentee writing an exam).

2.3.  Matching Mentors with Mentees

A strong mentor-mentee relationship is crucial for effective mentoring. The
Programme will formally match mentors and mentees based on the following

criteria:

A. The Programme may look for an individual (mentor) who is most suitable
and qualified to help a mentee. Therefore, the Programme may, to the
extent possible, match mentors with mentees from the same / similar
sectors / professional backgrounds.

B. Location is an important factor, especially if mentors and mentees need to
find time to meet periodically for planning, feedback conferences, and the
like. The following chart provides an overview of the advantages and
disadvantages of using mentors from the same or different geographic
locations as that of the mentee.

Table 1: Geographic Proximity of Mentors

Proximate

Different Geographical Locations

Advantages

Selecting mentors from the same
location as mentees may increase
the availability of mentors to
engage, converse with, and
provide resources to mentees.

If mentors are selected from different
locations, there may be an increased
likelihood of finding mentors able to
meet the specific needs of mentees. It
also may be more likely that mentors
will provide different perspectives and
link mentees to a range of new people
and resources.

Disadvantages

When mentors and mentees are at
the same location, mentoring may
not be as much of a priority as
other business related activities
and/or mentors might be
unavailable.

The distance between the mentor and
mentee’s locations may limit interaction.




C. Although usually the mentor-mentee
ratio is one-to-one, each mentor in
this Programme will have a group of
mentees due to the limited availability
of people to serve as mentors. The
Programme envisages that although
mentees might be mentored as a small
group, mentors may work with multiple
mentees on an individual basis. The
table below describes the advantages
and disadvantages of large and small
mentor-mentee ratios.

Table 2: Mentor—Mentee Ratios

One-to-One Ratios One Mentor to Multiple Mentees
One-to-one ratios can be One mentor and multiple mentee
Advantages particularly effective in arrangements may reduce the pressure
helping new mentees adjust. associated with having limited time for
They also may provide a safe, | both mentees and mentors. If mentees
trusting context for risk- are mentored together, it promotes
taking and problem-solving. team building and allows them to learn
from each other which increases their
skills in reflective practice
Disadvantages One-to-one ratios can be Mentors may not have enough time to
problematic due to the time meet with each mentee one-to-one. If
constraints of mentors. mentors meet with mentees as groups,
the mentees may not receive enough
individual attention.
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2.4. Shifting Mentor-Mentee Relationship
Matching mentees to mentors is not a perfect science. The subtle, intangible
factors that make a mentor-mentee relationship successful are difficult to
define. It is also important to note that the mentor-mentee relationship may
change over time especially as the mentee develops professionally with shifting
needs, concerns and tasks that may be different from the initial focus of the
mentoring exercise. The several stages in the mentoring process are indicated
in the following table.
Table 3: Stages of a Mentoring Process
CHARACTERISTICS
Stage One e Trust is established.
e Mentor and mentee get to know each other.
e Goals are determined.
e Mentoring strategies are discussed.
Stage Two e Mentees are learning new skills and knowledge.
e Mentees are improving in terms of their abilities.
e Mentees are growing professionally.
Stage Three e Culmination of formal relationship within the Programme.
e Mentor and mentee may continue relationship informally.
2.5. Difficult Mentor-Mentee Relationships

While the expectation of the Programme is that each group will be open to
working out mentor-mentee relationships, the Programme is structured with a
“"no-fault divorce” provision, which allows mentors and mentees to gracefully
end a mentoring relationship that is not working out.

In the event that either a mentor or mentee is unhappy or dissatisfied about a
mentor-mentee relationship, they are expected to individually approach the
Project Coordinator or the Programme Facilitator to share their concern at the
earliest opportunity. The Project Coordinator and Programme Facilitator will
engage with such concerns sensitively and if need be allow for a no-fault
divorce.




2.6.

Page |7
Frequency and Duration of the Mentor-Mentee Relationship

The duration of the formal relationship between mentors and mentees will be
six months under the Programme.

After mentors have been matched with mentees, BUSA will host a series of
Networking Sessions.

The first Networking Session will be for mentors and their mentees to get
acquainted and for some group exercises. The second Networking Session will
be convened during the last month of the Programme for more group exercises
and to share outcomes and experiences from the Programme.

The mentor-mentee relationship is not expected to be limited to the Networking
Sessions. It is envisaged that mentors and mentees will engage in between the
Networking Sessions, whether through physical meetings, @ e-mail; telephone
communication or Skype or other online collaborative platform to maintain
ongoing contact in order to ensure the effectiveness of the mentoring process.
It is the responsibility of each Mentor to mutually agree with their mentees the
frequency and modalities for their engagement.



Professional Development and Support for Mentors

2.7.1. Orientation

BUSA will convene an orientation course to
introduce the Programme to the mentors. The
orientation course will cover the purposes of
the mentoring program, the definition of
terms, and the roles and responsibilities of
participants and key role players. Other topics
that will be covered include increasing
mentors’ understanding of adult learning
strategy and enhancing their ability to
communicate and problem-solve with their
mentees. In addition, the mentors can engage
with the Programme Facilitator and Project
Coordinator as the need arises.

2.7.2. Ongoing Support

Page |8

BUSA will also provide follow-up support for mentors once the mentoring
process begins. This ongoing support for mentors is particularly important
because the mentoring process and mentoring relationships may evolve over

time.

Mentors may need help in:

mentees feel more confident

in their practices and require is practical and related to specific topics;

different kinds of support; offers opportunities to discuss concerns;

working relationships with

mentees as mentees grow; is arranged at times and places that do
and not conflict with other demands; and

Professional development for mentors is
% shifting focus when their most helpful when it:

% figuring out how to form is followed by activities that allow
practice of new skills and knowledge;

occurs frequently enough to sustain
% working out interpersonal interest and engagement.

difficulties.
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The programme will provide opportunities for ongoing support for mentors
through:

<% Meetings:

The Programme provides two formal

meetings for the mentors to interface as Professional development
. . for mentors:

a group with the Programme Facilitator

and the Project Coordinator. These Mentoring is a complex

meetings provide opportunities to process that requires an

discuss matters such as: strategies for understanding of the

mentoring, progress of individual mentoring role and the

mentees, difficulties encountered in the skills needed to mentor

mentoring process, mentoring effectively. Therefore,

professional development

resources, or other issues identified by e
for mentors is important.

the mentors. The meetings also provide
an opportunity for mentors to network
and to learn new skills.

< Internet Listservs and Chat Rooms:

Sometimes mentor schedules or geographic locations make it difficult to
meet with other mentors or the Programme Facilitator and the Project
Coordinator. Listservs and chat rooms enable mentors to connect with
their colleagues and to discuss issues that are of concern to them. They
also are a way for sharing new resources. Where the Programme employs
the use of these tools, the Programme Facilitator and the Project
Coordinator will monitor the listservs or chat rooms to address matters
arising that warrant their attention.

Mentor Newsletters:

Newsletters are another great way for sharing ideas and identifying new
resources. They can focus on different topics, reinforce what was learned
in mentor training, and offer helpful strategies for dealing with difficult
mentoring relationships. Newsletters will be disseminated electronically.

Pairing Experienced and New Mentors:

As the Programme expands, BUSA may pair more experienced mentors
with new mentors. This system helps new mentors become acclimated to
their role and provides them with the support and strategies needed to
become more effective mentors.



2.8.

2.9.

Page |10
Mentoring Content

The Participants’ Guide lay out the
mentoring content and is structured in
accordance with the needs of the
Programme.

Needs assessments are useful
because they:

e Encourage mentees to reflect
The Programme is structured flexibly to on their experiences, assess
allow the mentoring content to be their skills, and |dent|fy areas

, , where further growth is
adapted to each mentee’s needs and in etz
consonance  with the developing
relationship between the mentee and I—r|]el_p mentors learn rlnore_about
mentor. Mentors are expected to find T MENTDES (@13, EEmine

. styles); and
out the needs and expectations from
their respective mentees, at the Help mentors and mentees
beginning of the mentee-mentor EEllE ) PREIS el Eian
. _ _ _ appropriate mentoring
relationship. To assist the mentors in strategies to achieve those
discerning mentee needs, the goals.

Prgoramme includes the use of Mentee
Needs Analysis Questionnaire. This
Quastionnaire will be distributed immediatly after the selection of mentees and
completed questionnaire provided to the mentors that they are matched with.

Mentoring Strategies

The Programme adopts mentoring strategies that reflect the principles of adult
learning and promote growth and change. The strategies are based on the need
for the programme to be grounded in real-life experiences, foster problem
solving and reflection, and build on mentors’ knowledge and experiences.

It is |mportant tc_) consider a vane’_cy of s T
mentoring strategies because there is no relationship is reciprocal
one strategy that is best for all people. The since mentors also learn as
most  successful mentoring strategies they gain insight from their
provide ongoing opportunities for mentor mentees and reflect on their
own and their mentees
feedback and for self-assessment. They practices.
promote metacognitive awareness (the
ability to observe one’s own thinking and understand why one is thinking and
acting in a particular way). By encouraging mentees to reflect on their own
practices, mentors may help mentees come to new understandings and to
develop new approaches to business dilemmas.
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The Programme employs the following mentoring strategies:

A.

Case Study Method: Realistic scenarios that present business integrity
dillemmas will be provided for mentor-facilitated discussion within each
group.

Sharing Resources: Mentors support mentees by suggesting resources
that are appropriate to the needs of the mentees. Resources may include
written materials (e.g. books and journal articles) or referrals to other
individuals or agencies. Another way in which mentors and mentees may
share resources is by attending conferences or workshops together.
Information obtained from resources may serve as a basis of further
discussion between mentees and mentors on any number of topics (e.g.
how to implement a new skill, the theory underlying the practice, etc).

Project Support: Mentors may encourage mentees to undertake a
project to implement their learning in an area that that they identified at
the outset of the mentoring process. In this regard, mentors may to the
extent possible assist mentees with guidance towards the implementation
process.

Interaction: Routine interaction is encouraged in order to elicit questions
from practice.

Reflective Practice: is the ability to incorporate reflection into one’s
daily life. It is important because it provides an opportunity to:

% discuss relevant issues in relation to past and present experiences;
% set goals and determine areas for improvement; and

% change practices in a supportive and caring environment.
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F. Journals: Journals are written logs
that contain a mentee’s description
of and reflection upon practices,
questions, ideas and reactions over
time. Journals help mentees track
what works and does not work, and
they document mentees’ growth.
Mentors may provide non-evaluative
feedback to mentees regarding
journal entries.

Examples of the use of Journals

For Mentor Feedback: Some mentees may feel more comfortable with written communication
with their mentors. Journals can be used by mentees to write about their experiences
incorporating business integrity tools and principles into their business. They may share the
journal for the purpose of receiving feedback from their mentors.

Self-Assessment: Mentees may use a journal to write about the mentoring process, including
their feelings about their relationship with the mentor and their progress over time. Mentees keep
a record of new practices and their professional growth to help foster reflection. They can refer
back to the journal frequently to see how they have changed and improved over time. These
journals are not shown to the mentor, although information in them may be discussed with the
mentor if the mentee chooses to do so. These journal entries may also include reflections on new
philosophical or theoretical ideas or readings from journals or books the mentor has
recommended. In general, this type of journal is a private book of writing for the mentee’s own
personal use.

Peer Feedback: Mentees can use journals to get feedback from peers. It is a good idea for
mentors to set some ground rules for giving peer feedback such as: provide constructive
alternatives, do not criticise, and the like. Mentees may get useful feedback to help them handle
a situation in which they are particularly frustrated. In their journals, mentees may describe the
situation and how they have tried to handle it. Sharing a journal entry with peers and asking them
to provide written comments may give mentees several different perspectives on how to handle
the situation.
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2.10. Monitoring and Evaluation of the Mentoring Process

A. Process Evaluation
The four levels of evaluation are:

The first type of evaluation gauges
the effectiveness of the mentoring
process. This is useful for refining
and improving the mentoring
programme. For example, the
information gathered might include
whether there is adequate time for
mentors to meet with their
mentees or whether the strategies
mentors are using meet the needs

Reactions to the mentoring
experience.

Knowledge and skills gained as a
result of the mentoring experience.

Changes in mentee behaviour as
a result to the mentoring
experience.

Improved business integrity in
South Africa resulting from the
Programme.

of the mentees.

B. Outcome Evaluation
The second type of evaluation provides information on the impact of the
mentoring process on mentees, which provides an indication of whether
mentoring is achieving its goals.

There are several strategies that can be used for assessing mentees’
reactions to the mentoring experience and the knowledge and skills gained.
These may include the use of questionnaires, focus groups, and interviews.
In evaluating the effectiveness of the Programme or programme
development, it is important to keep in mind the following:

% Mentoring, like other forms of professional development, results in
change, and change takes time. Therefore, the evaluation process
should allow for sufficient time to pass before mentoring activities can
be expected to show success.

% Mentoring does not occur in a
vacuum. Evaluations should include
data regarding the context in which
the mentoring takes place. Factors
such as administrative support, the
extent to which mentees have the
opportunity to implement what was
learned during mentoring, other
professional activities mentees were
engaged in, and the amount of time
spent in mentoring activities must be
considered.

Evaluation establishes
accountability, which for
BUSA means:

e responsibility for what it
delivers;

the commitment to correct
problems early; and

the interest in continuous
programme improvement.

Evaluation is an essential
component of any mentoring
Programme.
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Chapter Three:

Mentors’ Roles and Responsibilities

3.1

Roles and Responsibilities

Mentors assume a variety of roles including coach, sponsor, nurturer, advocate,
learner, leader, and guide. They provide valuable leadership through sharing
knowledge, experiences, and skills to benefit someone else.

In addition to mentors being individuals with a good track regarding integrity in
business dealings, it is also important to have mentors who are capable of
forming strong, supportive relationships with mentees, have strong content
knowledge, excellent interpersonal skills (including relationship building, team
building, and communication skills), and the ability to grapple with issues in a
changing relationship. Furthermore, mentors are expected to imbibe the
mentoring principles and strategies contained in this Guide. Mentors should also
have a strong reflective attitude and an interest in and willingness to improve
their own performance.

Mentors are expected to keep any information from the
mentor-mentee relationship confidential.

MOtivatek
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Table 3: Expectations on Mentors

Skill / Knowledge Qualities of Mentors

Areas

Interpersonal Are amiable, patient, compassionate, empathic, and honest.
Are self-confident.

Are open and friendly.

Communication Can pick up on mentees’ verbal and nonverbal cues.
Recognise and understand different communication styles.

Are skilled in conflict management / resolution.

Are active listeners.
Listen for what is not said, as well as what is said.

Listening

Content Area Are experts in the areas in which their mentees require assistance.
Have a broad knowledge base in their field.

Keep up with current trends and latest research.

Awareness of
Diversity

Are sensitive to mentees’ individual learning styles.
Are comfortable with people of diverse backgrounds.
Can accept different points of view.

Reflective Supervision
Skills

Engage in self-reflection.

Have strong skills in observing and giving feedback.

Build on past experience to advise and assist mentees with their
current dilemmas.

SN N N N N N N N N NN R VNN

Please note that selection as a mentor under this Programme does not imply BUSA’s endorsement or
validation regarding the standard of business integrity being exercised by selected mentors. However,
BUSA has selected mentors (from BUSA’s structures and networks) on the basis of the experience and
business leadership displayed by the respective individuals.

3.2. Coaching Through Facilitation

Facilitation is a process through which a person helps a group complete its work
and improve the way it works together. In other words, this person has the
necessary knowledge, explains the process to the team members, guides and
encourages them to contribute ideas, and in the mentoring spirit, enables the
team to work together better.

A. Facilitation vs. Teaching

Facilitators enable communication within a group so that everyone
contributes knowledge and experience toward the solution. In a properly
facilitated session, everyone should feel comfortable and empowered to
contribute. The primary job of the facilitator is to help the group feel
comfortable enough to offer suggestions during any part of the project
without feeling stupid or incompetent. This will help achieve the best
outcome for the team and the project.
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B. Promote Independent Thought
Mentors promote independent thought within their teams through:

% Approaching all problems with an open mind.
% Treating all ideas as equal.

% Resisting any impulse to judge ideas.

% Capturing ideas as stated.

% Using creative problem solving strategies to move beyond conventional
solutions.

C. Develop Roles Within the Team

Instead of just assigning roles, think of ways to accomplish this so that team
members feel as though they have a part in the process. Talk about skill
sets, projects and subprojects, sub-teams, enjoyment, time constraints, and
Programme rules.

D. Foster Reciprocal Trust and Respect

It is important to foster reciprocal trust and respect in a mentor-mentee
relationship. The mentor-mentee relationship is based on common goals and
should continue to build on mutual trust and respect.

E. Know the Basic Facilitation Process

During the Networking Sessions, mentors need to understand each task,
themselves, and their group, combined with a set of interactive and quality
tools to achieve group results. The following are good guidelines:

% Make sure everyone understands why you are meeting.

% Identify what it is you are going to accomplish and establish criteria for
agreement. It may help to write it down so everyone stays focused on
what “it” is. This can be a simple phrase on a flip chart.

X3

%

Use brainstorming techniques to get input from everyone, and write down
all ideas.
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% Weigh alternatives against previously established objective criteria. You
can use various techniques for this and the technique might depend upon
the circumstances. A good facilitator will be able to get the group to
narrow down the ideas. Some common techniques are weighted voting,
combining similar ideas, testing the feasibility of an idea and group
consensus.

% Avoid the “we have always done it that way” mind-set.

X3

%

Write down any decisions and state what you want to implement.

X3

%

Be sure to ask if there is anyone who does not understand the
solution, plan, process, question or task.

X3

%

Implement the selected solution, and make sure what you put into
practice meets the original intent.

3.3. Facilitation Techniques

The following points provide helpful techniques for drawing out the best of each
person on your team.

A.

Listen and Watch for Cues

Effective communication is key to team success. Mentors play a major role
in establishing an environment conducive to good communication. He or
she sets the stage by actively listening to contributions without judging and
being conscious of verbal and nonverbal cues.

Be an Active Listener

% Sense: Listen before speaking.
% Interpret: Evaluate what is being said.
% Check: Test your understanding of what was said through paraphrasing.

% Establish meaningful conversations with team members and never talk
down to them.

% Attempt to identify with what the person is saying. Be understanding.
Try to put yourself in his/her shoes.

X3

%

Listen for the contribution that the person is trying to make and ask
clarifying questions if they are not clear.
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Look for Verbal and Nonverbal Cues

These sighals are sometimes important in understanding communications
and knowing whether you are getting through. Some things to look for
include:

Raising or lowering of voice
Body positioning

Rapid speech

Raising eyebrows

Tone of speech

Person shifts in his/her seat

Unfocused attitude

Listen and Ask

X3

%

X3

%

X3

%

*

.0

X3

%

X3

%

Resist doing most of the talking even if you know the correct answers.
When communication is “one way” and the mentor has all of the
answers, the other team members will not feel valued and may not
engage. To break through this challenge, learn to be an active listener.

Encourage open communication.

Ask open-ended questions such as "what do you think" or "how do you
think we should approach this?"

Conversely, stay away from questions that require a simple yes or no
answer.

Don't jump in with your idea for the solution. Let the team member
finish his/her thought.

Take the time to make sure everyone understands.

Encourage them to ask questions when you see that something is not
clear.

Always ask if there is anyone who does not understand, and clarify
discussions when there is a topic that some mentees don’t “get” or there
is a word used that has multiple meanings.

The effective mentor will pay close attention to what and how something
is said. Try to eliminate frustration by letting the team member talk it
out. You may agree to do this one-on-one if it would take too much
team time.



Page |19

Try to diffuse team sparks by mollifying a sombre, defensive, or
explosive atmosphere. Sometimes just noticing and showing concern will
do it, but one of the best ways is to inject some kind of humour into the
situation. It's hard to resist a smile, pat on the back, silly walk, or wacky
voice. A LITTLE HUMOUR GOES A LONG WAY.

Provide Feedback —-Positive, Objective, Constructive

Observe what the mentees contribute and provide positive, objective, and
constructive feedback to build confidence and help them work through their
focus areas.

7
0.0

If there is a problem, provide constructive criticism immediately
following the behaviour.

Be sensitive to things that could be embarrassing.

Be aware that not all people are receptive to feedback. Some view it as
criticism and may be hurt and react defensively. The way you deliver the
message will have an impact on the reaction.

Be direct, treat the person with respect, and deliver positive and
constructive comments. For some individuals and some situations, ask
the mentee if he or she would like to receive comments on his or her
work. If he or she does, the engagement should be two-way, allowing
him or her to ask questions and clarify the delivered message.

Criticism is a gift

Oh no - bad
feedback, what
a disaster

Hang on - feedback
is how we learn to
grow!

graham®@ogilviedesign.co.uk
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F. Coaching Awareness

The following facilitation skills are helpful in terms of alleviating team stress
and misunderstandings:

Y/
°

Y/
°

0/
0.0

Clarify the Task: The mentees should understand how the task fits in
with their goals and objectives.

Know Yourself: Mentors must know themselves and how they impact
their mentees. Facilitators do not need to be experts in the topic being
discussed, but if they are, they must be careful not to lead the
discussion to a preconceived outcome.

Know Your Mentees: Know your mentees and the team in general,
their goals, and their differences to better understand the team and
make a positive connection. This helps anticipate conflict and turn the
experience into productive learning. Ask yourself questions such as,
“Have I seen this behaviour before?” By asking questions you will
begin to notice the group dynamics within the team.

Prevent Group Paralysis: Watch

for the group having problems / , /

in achieving consensus. Allow CO/?SU/[//)g men{oﬂ'[)g
time for discussion and be

prepared to step in if the group /

cannot make decisions and has COAO‘//AE

“group paralysis.”  Knowing
when to push the decision on /’ i

the group, or to make it, is a COU/?SG///hg tfa/h/hg
skill that good mentors develop
over time.




Some Useful Coaching Tips...

Unite the group. If there is a problem within the team, allow the
team to communicate its frustration, decide on a course of action,
and then help them move forward.

Don’t t ak eKeep abmversations to facts not emotions. Don't
let things get personal.

Keep the Group Focused. It is the facilitator’s job to keep the team
focused on the topic.

Always be an alert and active listener.

Paraphrase what you hear from the others, or get someone else
to do it. This keeps communication open because they can correct or
explain what you hear if it is not what they said.

Include everyone. Bring quiet team members into the discussion
and keep those who feel comfortable with communication from
monopolising the conversation.

Build on ideas. Encourage people to build on ideas already been
presented.

Respect all ideas. Make sure everyone treats all brainstorming and
ideas with respect. Allow people to disagree with or challenge an
idea, but not to judge the individual.

Record ideas. Document brainstorming ideas and decisions for
future team reference.

Avoid re-hash. Don't re-open finished discussions. Everyone should
agree up front not to rehash unless all members of the team agree to
do so.

Encourage laughter.

Keep It Simple. Simplicity of design is a key component to a
successful outcome and mentee involvement.

Facilitate: Make things simple and as easy as possible for the
mentees to understand. If the mentees don't understand,
explain or demonstrate the concept in another way.

Demonstrate: Challenge the mentees to think ideas through
in a constructive and positive way. Try as hard as you can to
avoid using the words “can’t be done” or “not possible.”
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Chapter Four:

Mentees’ Roles and Responsibilities

4.1.

4.2

Mentees

BUSA has selected mentees from its
networks and structures through:

% invitations extended to participants of
BUSA's National Anti-corruption
Workshops and E-Learning Training
Programme; and

% a self-selection process in which
prospective mentees indicated their
interest in the mentoring process.

Everyone knows what to call a

me n t cout&hat do you call a
person who has a mentor? Mentee,
apprentice, mentoree student,

learner, and peer are some common
terms. We use the term “mentee”
which is akin to the word “protégé”,
whichWe bst er 6 s dBfinest i
assomeonefiwhose wel f a
training or career is promoted by
an influenti al per

It is important to note that each mentee comes from a different background,
and everyone grows and learns at a different rate. The Programme’s selection
of mentees is hinged on a philosophy of celebrating and facilitating each
person’s accomplishments, both large and small.

Roles and Responsibilities

% Commit to the project

% Be accountable for his/her part of the team

% Take individual responsibility

% Develop trust and respect for mentor and other team members

0'0

X3

%

Work to gain skills and knowledge

*

K/
*

Focus on completing directed tasks

*,

X3

%

Be accountable for individual commitments

Assume leadership responsibilities whenever possible

Mentees are also expected to keep any information from the
mentor-mentee relationship confidential.
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Chapter Five:

Defining Corruption

5.1

5.2.

Basic Definitions

There is no one comprehensive, universally accepted definition of corruption.
Attempts to develop such a definition invariably run into legal, criminological,
and in many countries, political
problems. Instead we will use

working definitions. I"m]e!ﬂﬂ m“nnm H "l
“sm[s =§.S...smnnm ACTIONZ: & PERSON
corruption simply as abusing mc“nc“ zgf"ﬂ%'
entrusted power for private gain. } “vlsm S:EWWEHS ﬂmmm" Q"B[“[H )
2 aemng 50UTEN GOST =1 mrnclu

In South Africa, the Prevention =
and Combating of Corruption =|-
Act (PRECCA) creates a general 5:00“““
offense of corruption, in which “any (]

person who directly or indirectly

accepts or agrees or offers to 1 hlll!ﬁlllMTlnu[GlfTSNEPUTISM

accept any gratification from any : w!l”“ﬂwsmlm"‘"'"""BBIB["""“”ﬂﬂ"\"“fsE
other person for the benefit of that oM & 25 Im“[snmmnu IIBWIWMSH“MSBMBES

’: Z ATH
person or for the benefit of another ﬂlllﬁgua%ms& INCREASES 2 mlm CORPORATIONS
person,” would be guilty of g PRPOSES im

corruption in terms of the Act [§3].

Transparency International defines

Finally, while we often think of corruption as being restricted to government
officers, private parties are also participants in corrupt practices in their own
private dealings, as well as in their interface with government.

The Forms and Dimensions of Corruption

We often conceive of corruption as the giving and taking of bribes or being
extorted. However, corruption encompasses many other practices, such as:

A. Public Corruption: is the misuse of public office for private gain.

! Compiled from: The Public Service Anti Corruption Strategy (Jan. 2002). Department of Public
Service and Administration pg. 7-8, as adapted from Petter Langseth, Integrated vs Quantitative
Methods, Lessons Learned: 2000 (presented at NORAD Conference, Oslo, 21 October 2000) and
United Nations Office of Drugs and Crime (UNODC), (Sept. 2004). Anti-Corruption Toolkit. The Global
Programme against corruption. 3 Edition. See
http://www.unodc.org/documents/corruption/publications toolkit sep04.pdf



http://www.unodc.org/documents/corruption/publications_toolkit_sep04.pdf
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. Private corruption is between individuals in the private sector

Grand Corruption invovles substantial amounts of money and usually
high-level officials.

Petty Corruption involves smaller sums and typically more junior officials.

Bribery involves the promise, offering or giving of
a benefit that improperly affects the actions or
decisions of a public servant. The benefit may
accrue to the public servant or another
person/entity. Bribery is a very common and
pervasive form of corruption globally and is
probably the most easily identifiable form of
corruption.

Example: A traffic officer accepts money in order
not to give a speed fine.

. Embezzlement involves theft of resources by persons entrusted with the
authority and control of such resources.

Example: Hospital staff that steals medicines and in turn sells these to
private pharmacists.

. Fraud involves an action or behaviour by a public servant or other person
or entity that decives others towards obtaining a benefit that would not
normally accrue to the public servant, other persons or entity.

Example: A public servant that registers a fictitious employee in order to
collect the salary of that fictitious employee.

. Nepotism involves a public servant ensuring that family members are
appointed to public service positions or that family members receive
government contracts. This relates to conflict of interest and favouritism.
Example: A head of department appoints his/her sister’s child to a position
even when more suitable candidates have applied for the position.

Favouritism involves the provision of services or resources according to
personal affiliations (for example ethnic, religious, party political affiliations,
etc.) of a public servant.

Example: A regional manager in a particular Province ensures that only
persons from the same tribe are successful in tenders for the supply of
foods in to the manager’s geographic are of responsibility.
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Abuse of power involves a public servant using his or her vested authority
improperly to benefit another public servant, person or entity (or using the
vested authority improperly to discriminate against another public servant,
person or entity).

Example: During a tender process but before actual selection of a successful
contractor, the head of department expresses his/her wish to see the
contract awarded to a specific person.

. Conflict of interest involves a public servant acting or failing to act on a
matter where the public servant has an interest or another person or entity
that stands in a relationship with the public servant has an interest.
Example: A public servant considers tenders for a contract and awards the
tender to a company of which his/her partner is a director.

Facilitation payments are similar to bribes. Facilitation payments are
relatively small payments (money or other benefits) that are made to
induce an official to expedite the performance of some routine function that
they are required to perform. This is commonly found in government offices
where employees have routine but necessary administrative responsibilities
like processing paperwork for licenses or other official documentation.

. Use of agents and intermediaries occurs when an entity uses a
middleman to make what is really a bribe appear to be a legitimate
payment. The middleman might, for instance, pose as a consultant of some
kind so that payments that are actually bribes look like compensation for
genuine services.

. Improper Political Contributions is basically a political donation made
with strings attached. Indeed, the line between corrupt and non-corrupt
political donations can be very blurry. In the corrupt variety, funds are
donated with an expectation that a succesful candidate will be partial to the
interests of the donor at the cost of what is best for the public.

. Money Laundering is a process by which
criminals attempt to conceal the illegal
origin and illegitimate ownership of
property and assets that are the fruits or
proceeds of their criminal activities.

. Tax Evasion is the illegal non-payment
or underpayment of tax. In contrast, tax
avoidance is the minimisation of tax
liability by lawful methods.
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. Cover quoting or bid rigging is an illegal scheme whereby a bidder
colludes with either other bidders or with the entity that puts out an offer
for bids to guarantee that their bid is selected regardless of the quality of
other bids and usually a price that is not actually market competetive. In
some cases a group of bidders may agree to rotate winning bids and then
the non-winning bids articfically inflate their bids so that their chosen
‘winner’ has the lowest bid and is chosen.

. Extortion involves coercing a person or entity to provide a benefit to a
public servant, another person or an entity in exchange for acting (or failing
to act) in a particular manner. The line between bribery and corruption can
be unclear but will usually depend on the degree of coercion involved.
Example: A public health official threatens to close a restaurant on the basis
of fabricated health transgression unless the owner provides the public
health official with regular meals.

. Intimidation: The Intimidation Act of 1982 (§1) defines intimidation as
“conduct whereby a person assaults, injures or damages another or
threatens to kill, assault, injure or cause damage to another unless that
person does or abstains from doing any act or assumes or abandons a
particular viewpoint.”

. Insider trading/Abuseof Privileged Information involves the use of
privileged information and knowledge that a public servant posses as a
result of his/her office to provide unfair advantage to another person or
entity to obtain a benefit, or to accrue a benefit himself/herself.

Example: A local government official has, as a result of her particular office,
knowledge of residential areas that are to be rezoned as business areas.
She informs friends and family to acquire the residential properties with a
view to selling these as business properties at a premium.

. Fronting involves the misrepresentation of a person or entity so as to
increase the probability of attaining some kind of benefit or in order to hide
illegal practices that are going on. An example from the South African
context might be a non B-BBEE company paying a commission to a B-BEE
compliant company to put in a tender for a government contract on their
behalf. Fronting can manifest in many forms for example tokenism and
window-dressing.

. Price fixing or anti-competitive practices is an illegal practice whereby
buyers or sellers who would normally comptete against each other agree to
only buy or sell their products or services at prices they collude to set. This
preempts the benefits to consumers from business competing to provide
them the lowest possible market prices.
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South African Legislative Framework

There are a number of anti-corruption related
statutes in South Africa, which include the
following:

The Prevention and Combating of
Corruption Act (No. 12 of 2004), also
known as PRECCA, aims to prevent and
combat corruption in both the government and
private sectors. A few important things about
PRECCA are as follows:

% PRECCA fulfils South African’s obligations as a signatory country to various
international conventions (e.g. UNCAC, AU, SADC). The obligations include
imposing stringent sanctions on corrupt activity.

% It strengthens measures to prevent and combat corruption and corrupt
activities.

% PRECCA creates a general offense of corruption. As such, any person who
directly or indirectly accepts or agrees or offers to accept any gratification
from any other person for the benefit of that person or another person, is
guilty for the offence [§3].

% PRECCA also places a duty on certain persons holding a position of authority
to report certain corrupt transactions.

7
0.0

The Act also provides for extraterritorial jurisdiction in respect of the offence
of corruption and offences relating to corrupt activities.

The Promotion of Access to Information Act (No. 2 of 2000) gives effect to
the public’s right of access to information from public and private bodies
contained in the Constitution. Subject to the legislated grounds for refusal (such
as trade secrets), the public is entitled to information relating to a company in
order to be able to exercise or protect their rights.

The Competition Act (No. 89 of 1998) provides a significant reform of South
African’s competition legislation. The aim of the Act includes promoting:
competition in the South African market in order to ensure efficiency,
adaptability and development; employment and general economic welfare; and
a greater spread of ownership in the economy. The Act also aims to provide
consumers with competitive prices and produce choices. The Act gives more
power to competition authorities — especially the Competition Commission - to
enforce the law against prohibited anti-competitive corporate conduct such as
price fixing, predatory pricing and collusive tendering by “dominant” firms.
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The Protected Disclosures Act (No. 26 of
2000) enables employees in both the private
and public sectors to disclose information
regarding unlawful or irregular conduct by
their employers or colleagues without fear of
reprisal. The Act also creates remedies in
connection with any “occupational detriment”
suffered by an employee for making a
protected disclosure.

The Public Finance Management Act
(No.1 of 1999) gives effect to §213 and