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Purpose of This Manual 

 

Commitment 

The Company is committed to fair employment practices that comply with the requirements 

of South African labour law. The Company further aims to achieve best practice as reflected 

in the various codes of good practice issued by the Department of Labour. 

In addition, these policies are adopted by the Company as part of its effort to create a non-

discriminatory workplace and to achieve equity in all aspects of its employment practices.   

Finally, the Company seeks to provide a supportive working environment in which 

employees are able to perform at their best. 

 

Reference Document 

This manual contains all the policies and procedures of the Company regulating the 

relationship between the Company and its staff. The purpose of the manual is to set out in 

an understandable format the rights and obligations of the Company and its employees. 

 

How to Use the Manual 

The index to the Manual provides a summary of the subjects covered. Each section is 

introduced by a brief overview of that section, the applicable legislation, codes of good 

practice and the Company policy. This is followed by the Company policy and/or procedure, 

which set out how the Company will meet its obligations and what is expected of 

employees. 

 

Responsibility 

Each employee, supervisor and manager is required to have read the contents of the 

procedures and is expected to know their rights and responsibilities. A copy of the Manual 

will be available to all employees on request. The employer will provide an overview of the 

policies and procedures to all employees. 

 

Changes to Policies and Procedures 

The Company intends to grow and adjust to the demands of a developing business. The 

Policies and Procedures might, therefore, change in line with this process and as such the 

Company reserves the right to make changes to these Policies and Procedures. Employees 

will be advised of any such changes as and when they are made. 
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To whom do the procedures apply? 

The procedures apply to all employees of The Company. An employee is a person who works 

for the Company and is paid a salary by The Company. This includes full time, part-time, 

flexi-timers and other persons employed on a fixed term contract. Independent contractors 

or employees of labour brokers or other employers are not regarded as employees 

 

How Should Disputes be handled? 

Disputes regarding the Policies and Procedures should be dealt with in terms of the 

Company Grievance Procedure in this document 
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ARRANGEMENT OF WORKING HOURS AND PAYDAYS 
 

Arrangement of Pay Days 

Pay Days 

1. Employees will be paid on the 28th of each month. When a payday falls on a holiday 

or a weekend payment may be made on the previous day, if appropriate.  

 

Direct Deposit Required 

2. For the convenience of its employees and in an effort to control costs, The Company 

requires that employees receive their pay by direct deposit to either their bank, 

financial, or cash card account.  Employees who do not have a bank, financial, or cash 

card account will be required, as a precondition of employment, to open such an 

account.  

 

Ordinary Hours of Work 

Subject to Operational Requirements 

3. All employees should be aware that the specific hours they are required to work is 

subject to the demands placed on the company by its clients.  As such all employees 

should be prepared to work at such times and on such days of the week as may be 

required by the operational requirements of the business.  In general, however, the  

3.1. Normal working hours will be from 08:30 a.m. to 4:30 p.m. on Mondays to Fridays. 

3.2. These hours of work may be subject to change or extension from time to time 

depending on the operational requirements of Tractor Outdoor. You will be expected 

to adapt to any such changes or extensions. 

 

Meal Break 

4. You will be entitled to a maximum meal break of 60 minutes, which is to be between 

the hours of 12H00 and 14H00, at your discretion depending on work commitments. 

5. If you smoke you are permitted 1 break in the morning of no longer than 10 minutes 

and one break in the afternoon of no longer than 10 minutes. Should, in the opinion of 

management, this privilege be abused, you hereby acknowledge that any breaks 

permitted for smoking are a privilege and not a right and can be revoked by Tractor 

Outdoor at any time. 

6. No smoking is to take place within the building and only in designated smoking areas 

outside. 

Overtime 

4. All employees may be required to work additional hours in excess of the ordinary 

hours of work in line with the operational requirements of the business.  
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4.1. Overtime will only be worked if agreed in advance between the parties from time to 

time. 

 

4.2. It is specifically agreed that Tractor Outdoor may reimburse you for any over-time 

worked either by way of payment, paid time off or a combination thereof: provided 

that you will only become entitled to such reimbursement where the overtime work 

was approved of by a member of management. 

 

Public Holidays 

5. The Company recognises only those holidays proclaimed as public holidays in terms of 

the Public Holidays Act (Act 36 of 1994). Since the nature of the Company’s business is 

such that its operations continue on every day of the year all employees may be 

required to work on these public holidays. 

6. If a public holiday falls on a day on which an employee would ordinarily be scheduled 

to work, the Company will compensate the employee as follows:  

6.1. An employee who does not work on the public holiday, at least the wage that the 

employee would ordinarily have received for work on that day; 

6.2. An employee who does work on the public holiday will be paid double what they 

would ordinarily have received for work on that day.  

Night Work 

7. All employees may be required to perform night work in line with the operational 

requirements of the business. Work performed at night will be compensated as 

overtime. The Company reserves the right to compensate employees for night work 

by way of time-off in lieu of payment. 

8. It should be noted that the provisions in relation to Overtime / Public Holiday Pay and 

Night Work do not apply to any staff member that earns in excess of R205 433,00 per 

annum. 

Salary Advances 

9. While the Company understands that unforeseen circumstances arise which may 

necessitate a request for the Company to advance salary, this does present a number 

of administrative difficulties. As such the Company requests that all employees take 

steps to limit the extent to which they require this assistance. 

10. To this end the Company will only consider granting a salary advance necessitated by 

unforeseen circumstances and in general only on a maximum of two occasions per 

year. 
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LEAVE AND OTHER ABSENCES FROM WORK 
 

Introduction 

1. Employees are expected to be at work, on time and for the full working hours 

provided for in their contracts. Various forms of leave are, however, available to staff. 

Set out in this policy are the various forms of leave available and the circumstances 

they are available.  

Absence from Work 

2. The Company is entitled to expect that an employee will not be absent from work 

without justification or proper notification.  An employee is paid a salary and in return 

it can be expected that an employee should be present at work as per the employee’s 

contract of employment. 

3. Absence from work without authorisation or without a valid reason is a serious form 

of misconduct.  Steps may be taken in terms of the Company Misconduct Procedures 

in the event that it appears that an employee’s absence could be avoided but the 

employee wilfully remains away from work, or fails to report as required in this policy.  

Where an employee is willing, but unable to attend work this will be dealt with in 

terms of the Company Incapacity Procedures. 

4. In the event that an employee anticipates being absent from work for any reason 

without having made arrangements in advance s/he must the HR Manager by no later 

than 9h00. The Company reserves the right not to pay an employee for any absence 

from work where an employee fails to give proper notice. 

Annual Leave 

Accrual of Annual Leave 

5. Employees employed on a fixed term contract with the Company are entitled to 

accrue 1 day’s leave for every 17 days on which the Employee worked or was entitled 

to be paid. 

6. Employees employed on an indefinite term contract with the Company (or 

“permanent employees”) shall be entitled to accrue 17 working days annual leave in 

each annual leave cycle of 12 months. 

7. You will be entitled to an additional day of annual leave for each full year of 

permanent service to Tractor Outdoor up to a maximum of 5 (Five) additional annual 

leave days or 20 annual leave days in total. The 1st day of additional leave will accrue 

after 24 months (2 years) permanent employment, and then yearly up to and 

including 5 additional days. (6 years of permanent employment accrues 5 additional 

leave days per year) 
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Scheduling of Annual Leave 

8. Employees may schedule annual leave that has accrued subject to the requirements of 

the Company’s leave Policy. This Policy is in place to ensure employees have the ability 

to preplan the taking of time off with pay while minimizing impact to the needs of the 

business. 

9. To this end, Employees are encouraged to provide as much notice as possible of any 

intended absences from work. In any event an employee wishing to be absent from 

work must give the Company at least 2 weeks notice of any intended absence of 5 

days or less; and at least 6 week’s notice in respect of absences any longer than 5 

days. 

10. The Company expects all employees to make use of all the annual leave accruing in 

one annual leave cycle within the first 6 months of the following cycle and reserves 

the right to instruct an employee to take leave. Not all requests can be 

accommodated and employees may be required to take leave in line with operational 

requirements.  

11. Any leave in excess of the statutory minimum is not regulated by the BCEA and, if not 

used, will be forfeited at the end of the cycle in which it was accrued.  

12. A period of leave shall be exclusive of Saturdays and Sundays. Whenever a public 

holiday falls within the period whilst an employee is on leave, such public holiday shall 

not be included in the calculation of the leave. 

Approval of Leave 

13. Leave may only be taken subject to the operational requirements of the business. As 

such an employee wishing to be absent from work must, in addition to giving notice of 

their intended absence as required in this policy, submit an application for the 

approval of the leave. An employee who has given notice of their intention to be 

absent cannot assume that they will be permitted to take leave until their application 

has been approved. 

14. An application for annual leave must made in the way required and as determined by 

the Company from time to time, that currently being making electronic application via 

Simplepay 

15. Paid leave may be approved in respect of applications for absences in excess of the 

leave balance that has accrued if the balance of annual leave does not fall below 

negative 5. In appropriate circumstances and subject to the Employee complying with 

the required notice periods, unpaid leave may be approved.   

Unplanned Leave 

16. Unforeseen circumstances may warrant a shorter period of notice than usually 

required but the Company reserves the right to refuse a request to be absent. In 

appropriate circumstances the Company may agree to leave that has not been 

planned. An employee who needs to take unplanned time off must contact his/her 

supervisor/manager as soon as possible prior to the time off need to request the time 

off.   
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17. Employees should not automatically assume that taking time off is permissible merely 

because they heave accrued leave available. A supervisor considering the granting of 

unplanned leave must consider the operational requirements of the business, the 

reasons for the Employee’s intended absence, whether the Employee has provided 

reasonable notice of the absence and the Employee’s previous record of unplanned 

absences. 

18. Employees whose request to take annual leave cannot be approved are expected to 

be at work on the day(s) for which annual leave was declined.  Failure to show up for 

such days may result in corrective action, up to and including termination.  Annual 

Leave may not be used to cover an unapproved absence. 

19. Unplanned leave will not be granted to employees scheduled to work on a public 

holiday. An employee who is scheduled to work on a public holiday who fails to come 

to work will not be paid for that day. 

20. The Company may determine that an employee’s unplanned leave is excessive based 

on all the facts and circumstances surrounding each case.  Unplanned time-off that is 

determined to be excessive may lead to corrective action, up to and including 

termination. 

Sick Leave 

21. Employees are entitled to sick leave as provided for by the Basic Conditions of 

Employment Act (75 of 1997). In summary, in a 36 month sick leave cycle an employee 

is entitled to an amount of paid sick leave equal to the number of days the employee 

would usually work in a six week period (in the case of most employees this would be 

30 working days). During the first six months of employment these days accrue at a 

rate of 1 working day per completed month of service. Thereafter sick leave accrues at 

the beginning of each sick leave cycle and is available immediately to be taken at any 

time during the sick leave cycle.  

22. An employee who is unable to come to work should notify the HR Department by 9am 

on each day of absence .  

23. An employee will be required to produce a medical certificate in the event that an 

employee is absent from work for reasons of ill-health for more than two consecutive 

days or on more than two occasions in any eight week period. The Company reserves 

the right to withhold payment for such absences not supported by a sick certificate. In 

any event an employee may be required to produce a medical certificate on every 

occasion an employee is absent from work, should that employee’s record of 

absences warrant this.  

24. Should an employee become seriously ill and / or be hospitalised during annual leave, 

those days may be converted to sick leave.  This MUST be supported by a Doctor’s 

Certificate. Each case will be assessed on its merits. The employee must advise the 

Company as soon as s/he becomes ill. 
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Family Responsibility Leave 

25. An employee who has been in employment with the Company for longer than four 

months and who works for at least four days a week is entitled 3 days Family 

Responsibility Leave during each annual leave cycle. 

26. This leave may be taken by an Employee on the occurrence of any of the following 

events: 

26.1. the employee's child (under the age of eighteen) is sick, or 

26.2. in the event of the death of the employee's spouse or life partner, parent, adoptive 

parent, grandparent, child, adopted child, grandchild or sibling.  

27. Before paying an employee for leave in terms of this section the Company may 

require reasonable proof of the event for which the leave was required. 

28. An employee's unused entitlement to leave in terms of this section lapses at the end 

of the annual leave cycle in which it accrues.  

Maternity Leave 

29. An employee is entitled to four consecutive months' maternity leave during which 

time they will receive 50% of their normal salary  

30. An employee may commence maternity leave at any time from four weeks before the 

expected date of birth, unless otherwise agreed; or on a date from which a medical 

practitioner or a midwife certifies that it is necessary for the employee's health or that 

of her unborn child.  

31. No employee may work for six weeks after the birth of her child, unless a medical 

practitioner or midwife certifies that she is fit to do so.  

32. An employee who has a miscarriage during the third trimester of pregnancy or bears a 

stillborn child is entitled to maternity leave for six weeks after the miscarriage or 

stillbirth, whether or not the employee had commenced maternity leave at the time 

of the miscarriage or stillbirth. 

33. An employee wishing to make use of maternity leave must notify the Company, as 

soon as possible but at least four weeks in advance, of the date on which the 

employee intends to commence maternity leave and return to work after maternity 

leave. A shorter period of notice will only be condoned where the employee's medical 

circumstances require earlier cessation of work, and this is confirmed by a medical 

practitioner. 

 

Parental Leave 

 

34. Where you are the parent of a child that is born you shall be entitled to 10 

consecutive days’ unpaid parental leave from the date of the birth of your child. 
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35. Should you adopt a child under the age of 2 years, you shall have the option to take 

either: 

35.1. 10 consecutive days’ unpaid parental leave; or 

35.2. at least 10 consecutive weeks’ unpaid parental leave from the date on which the child 

is placed into your care.   Provided that where you have adopted a child with another 

parent who intends taking 10 consecutive weeks’ parental leave, you will only be 

entitled to 10 days’ parental leave. 

36. You are expected to notify the Company in writing at least 4 weeks before your 

expected commencement of parental leave of the date on which you intend to 

commence parental leave and the day of your expected return to work.  In the case of 

adoption and there is more than one parent, you may also be required to confirm 

which parent is taking the respective parental leave options.  

 

Leave during the Festive Season Shut Down Period 

37. It is recorded that the offices of Tractor close down over the festive season during 

December and January each year. Staff are expected to take their annual leave over 

this period. 

38. The Company recognises that Employees who have recently taken up employment 

with the Company may not have accrued sufficient leave to cover the full period of 

this break. Where this is the case the Company will, on request of the Employee, 

permit the Employee to take leave in advance of its having accrued on the following 

basis: 

38.1. Paid leave will be processed if the balance of annual leave does not fall below 

negative 5.  

38.2. For any portion not covered by the above the Employee may be required to take 

unpaid leave; 

39. On a discretionary basis decided each year, additional leave may be granted in this 

period.  
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COMPUTER USE AND INFORMATION TECHNOLOGY  
 

Acceptable Use 

1. Employees are only permitted to use the Company communication tools for legitimate 

business purposes.  Communication tools include but are not limited to telephones, 

computers, e-mail and Internet access. These communications tools must be used in a 

responsible, professional, ethical and lawful manner and in accordance with this 

policy.  

2. No employee may make personal use of the communication tools without the express 

permission of the relevant manager. Such permission may only be granted for a 

specific purpose of limited duration.  In any event any personal use must be in 

accordance with this policy and not interfere with the operations of the Company. 

3. The communications tools may not be used for personal financial or personal 

commercial ventures or to solicit others to engage in activities unrelated to the 

company’s business. 

Prohibited Communications 

4. Under no circumstances may any communication violate the Company’s harassment 

policies and other policies regulating the conduct of employees.  In particular 

Employees may not use the communications tools in a manner that could be 

construed as harassment or disparagement of others, or hurtful, harmful or hateful of 

others, or advocating harm based on their sex, race, sexual orientation, age, disability, 

religious or political beliefs, nationality, illness, physical or mental disability. 

5. Communications may not carry any defamatory, insulting, discriminatory, disruptive, 

offensive, obscene, sexually explicit content or material.  Communications should also 

not convey extreme political beliefs that are vicious or inflammatory. In addition, the 

communications tools shall also not be used to access, store, or download such 

material or other illegal content that may be illegal under the laws of this or of other 

countries.  

6. The communications tools should not be used in connection with the violation or 

attempted violation of any law. 

   

Security 

7. Employees are required to respect the company’s proprietary interest in all 

intellectual property, proprietary data, trade secrets, copyright material and any other 

confidential material including, without limitation, the names, details or affairs of our 

customers (“the confidential material”). 

8. Employees are prohibited from disclosing, sending or making reference to confidential 

material unless authorised to do so and it is in the ordinary course of the business of 

the company or in the company’s best interest to do so. 
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9. Employees shall refrain from any conduct that places the Company Communication 

tools at risk. This includes but is not limited to the intentional introduction of 

computer viruses or other disruptive or destructive programs onto the company 

network or into any other networks.  

Privacy of communication 

10. The Company respects its employee’s personal right to Privacy afforded to them by 

section 14(d) of the Constitution of the Republic of South Africa Act No 108 of 1996 

(“the Constitution”).  However, because communication tools are provided for 

business purposes, the rights of users to privacy in this context are limited.  Employees 

and others should have no expectation that any information transmitted over 

company facilities or stored on the communication tools is or will remain private. 

11. The Company reserves the right to review employee use of, and to inspect, all 

material created by or stored on, the communication tools.  Use of these tools 

constitutes each employee’s permission for the company to monitor communications 

and to access files that are made on or with the communications tools. 

Monitoring and Company access 

12. The company will monitor access and examine users Communications or records 

either by human or automated means.  

13. The company’s IT Service Provider may conduct regular audits to ensure compliance 

with this policy.  The company’s firewall and other security tools may create an audit 

log detailing every request for access in either direction by each user.  Furthermore, 

the Company may monitor employee use of the Internet or review the contents of 

stored or transmitted data in the course of their duties. 

14. The Company has access at all times to the Communication tools for maintenance, 

upgrades, or any other business or legal purposes.  Users should not attempt to repair 

or conduct maintenance of any communications tools themselves. 

Disclosure 

15. Email, voicemail messages and other records stored on your communications tools are 

the property of the Company. 

16. The Company may in its discretion disclose the contents of any record internally 

within the company without the permission of the relevant users to a particular 

record. 

17. The law might also require that records be disclosed to third parties in certain 

circumstance.  The company is entitled to disclose any record in order to comply with 

any legal obligation to disclose that it may have. 



 

 

Manual of Policies and Procedures 14 

MISCONDUCT AND INCAPACITY PROCEDURES 
 

POLICY: DISCIPLINARY CODE 

General 

This list of offences is not exhaustive and the corrective action described must be regard 

only as a guide. Each case will be considered on its merits. The corrective action taken may 

be more or less severe depending on the mitigating and/or aggravating factors.  

OFFENCE CORRECTIVE ACTION 

 

 1st Offence 2nd Offence 3rd Offence 4th Offence 

Dishonesty     

Bribery, theft, fraud, dishonesty, 

disclosure of company information 
Dismissal    

Being in unauthorised possession of 

property of the Company, its 

customers, suppliers or fellow 

employees 

Dismissal    

Deliberately supplying incorrect or 

falsified information 

Dismissal    

Changing a medical certificate or 

producing a false one 
Dismissal    

Failing to submit to a security search Dismissal    
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Abuse of Company Property     

Malicious or intentional damage to 

company property 

Dismissal    

Driving a company vehicle without a 

licence 

Final  Dismissal   

Incorrect use of trip routes  Final  Dismissal   

Carrying of passengers in Company 

vehicles without permission 

Final  Dismissal   

Unauthorised use of Company 

vehicles, equipment and/or Property 
Dismissal    

     

Time and Attendance Offences     

Absence from work for more than 

three days without notifying the 

Company or without valid reason 

Dismissal    

Absence without leave 2nd Final Dismissal  

Absence from the place of work 

without permission 

1st 2nd Final  Dismissal 

Failure to notify the Company of 

intended absence from work 

1st 2nd Final Dismissal 

Excessive use/ abuse of sick leave 1st 2nd Final  Dismissal 
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Failure to produce a sick certificate 

after being absent for more than two 

working days or as instructed after 

counselling re-sick leave 

2nd Final  Dismissal  

Reporting late for work or leaving 

early without permission 

1st 2nd Final  Dismissal 

Failure to work overtime despite an 

undertaking that you will do so 

Final  Dismissal   

Sleeping on the job (seriousness to be 

viewed in relation to job) 

1st 2nd Final  Dismissal 

     

Negligence      

Gross negligence Dismissal    

Negligence resulting in loss, damage 

or misuse of Company property 

Dismissal    

Wastage of materials 2nd Final  Dismissal  

Failure to follow procedures 2nd Final  Dismissal  

Failure to adhere to safety standards 

and procedures 

2nd Final  Dismissal  

Gross violation of safety rules or 

standards 

Dismissal    
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Negligent or dangerous driving of a 

Company vehicle 

Final  Dismissal   

Failure to report immediately on 

unsafe area, equipment, situation or 

structure 

2nd Final  Dismissal  

Deliberate sub-standard performance 

of any form including loafing, 

inefficiency, carelessness or 

negligence 

Dismissal    

     

Social Offences     

Assault or Fighting Dismissal    

Threat of assault Dismissal    

Intimidation Dismissal    

Possession of dangerous weapons at 

work/ on Company premises 

Dismissal    

Unfair discrimination against any 

person 

Dismissal    

Sexual harassment Dismissal    

Gross Insubordination Dismissal    

Disobeying reasonable and lawful 

instructions 

Final Dismissal   

Use of abusive language and/or 

derogatory and/or offensive language 

and signs 

Final  Dismissal   

Discourteous behaviour to customers 

or suppliers 

2nd Final  Dismissal  

Unacceptable behaviour which may 

bring the Company’s name into 

disrepute 

Final  Dismissal   

Smoking in a non-designated and 

unsafe area 

Final  Dismissal   

Smoking in a non-designated area 1st 2nd Final  Dismissal 

Failing to dress in accordance with 

the Company’s recognised dress code 

1st 2nd Final  Dismissal 
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Disorderly conduct/horseplay which 

could prejudice the maintenance of 

safety, security and general good 

order 

1st Final Dismissal  

Participation in unlawful, 

unprocedural industrial action 

Dismissal    

     

Substance Abuse     

Intoxicated or under the influence of 

alcohol or drugs during working hours 

Dismissal    

In possession of, taking or selling 

intoxicating substances or illegal 

drugs while on duty and/or on 

Company premises 

Dismissal    

Driving of company vehicle or 

operating or using other machinery 

whilst under the influence of alcohol 

or intoxicating drugs 

Dismissal    

     

Other Misconduct     

Behaviour on or off Company 

premises that results in a major 

breach of trust or confidence 

Dismissal    

Brand Damage – conduct which 

results in. 

Dismissal    
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POLICY: DISCIPLINARY PROCEDURE 

Disciplinary Rules 

1. The Company’s expectation of the conduct of employee’s is described in the 

Company’s standards of conduct as expressed in the Company Values and prescribed 

and proscribed in this Manual. 

2. This set of rules should not, however, be viewed as exhaustive and any conduct on the 

part of an employee that is in breach of any of the Company’s policies and procedures, 

or is in conflict with the best interests of the Company may give rise to disciplinary 

action in terms of this Procedure. Some rules or standards may be so well established 

and known that it is not necessary to communicate them. 

Disciplinary Action Short of Dismissal 

3. The Company endorses the concept of corrective or progressive discipline. This 

approach regards the purpose of discipline as a means for employees to know and 

understand what standards are required of them. Efforts should be made to correct 

employees' behaviour through a system of graduated disciplinary measures such as 

counselling and warnings. 

4. Formal procedures do not have to be invoked every time a rule is broken or a 

standard is not met. Informal advice and correction is the best and most effective way 

for supervisor to deal with minor violations of work discipline. To this end a line 

manager may counsel an employee in respect of unsatisfactory conduct. A supervisor 

should record the fact that a counselling session was held with an employee and the 

reasons there for. 

5. Repeated misconduct or more serious acts of misconduct will warrant warnings. The 

Company adopts the following standard warnings as a guide: 

5.1. First Written Warning - usually imposed when misconduct is not serious enough to 

warrant a more severe penalty and remains in force for 3 months, calculated from the 

date of issue. 

5.2. Second Written Warning - more severe than verbal warnings but less severe than final 

written warnings and remain in force for 6 months from the date of issue. 

5.3. Final Written Warning – serious, implies that if another offence is committed during 

the currency of the warning an employee may be dismissed in the event of a repeat 

offence and remain in force for 12 months from the date of issue. 

6. A copy of any warning should be kept on record, even after it has expired. This will 

serve as a record of the employee’s disciplinary history and may be considered in 

appropriate cases. 

7. Dismissal should be reserved for cases of serious misconduct or repeated offences.  

Informal Disciplinary Procedure 

8. When misconduct is alleged, a decision will be made as to whether a formal or an 

informal enquiry will be held. This will depend on the seriousness or repeated nature 
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of the transgression. In instances where the offence is of a less serious nature an 

informal enquiry may be convened by the supervisor. 

9. Where possible the supervisor should provide the employee with advance notice of an 

Informal Enquiry. At the enquiry the supervisor should inform the employee of the 

transgression alleged to have been committed and present evidence in support of the 

allegation. The employee will be given a chance to state his/her case in response to 

the allegations. 

10. The supervisor will decide whether the employee is guilty of the allegations and if so 

may issue a first or second written warning. The supervisor should advise the 

employee on what he/she should do to ensure that the misconduct is not repeated.  

Formal Disciplinary Enquiry 

11. In cases of serious misconduct or of repeated misconduct the Company will appoint a 

chairperson to convene a formal disciplinary enquiry.  The purpose of this enquiry is to 

establish whether 

11.1. the employee contravened a rule or standard regulating conduct in, or of relevance to, 

the workplace; and if so whether  

11.2. the rule is a valid or reasonable rule or standard; 

11.3. the employee is aware, or could reasonably be expected to be aware, of the rule or 

standard; 

11.4. the rule or standard has been consistently applied by the employer; and 

11.5. An appropriate sanction for the contravention of the rule or standard. 

12. The Company should notify the employee of the allegations using a form and language 

that the employee can reasonably understand. The employee should be allowed the 

opportunity to state a case in response to the allegations. The employee should be 

entitled to a reasonable time to prepare the response and to the assistance of a fellow 

employee. After the enquiry, the Company should communicate the decision taken, 

and preferably furnish the employee with written notification of that decision. 

13. In appropriate cases, an employee suspected of serious misconduct may be 

suspended pending a disciplinary enquiry. Such suspension is with pay, provided the 

employee is available for investigation and the enquiry when notified to appear. 

Before taking a decision to suspend an Employee the relevant manager should afford 

the Employee an opportunity to provide reasons why s/he should not be suspended. 

In general this would take the form of a meeting with the Employee the content of 

which should be recorded. 

14. If the employee is dismissed, the employee should be given the reason for dismissal 

and reminded of any rights to refer the matter to the Commission for Conciliation 

Mediation and Arbitration (CCMA).  

15. In exceptional circumstances, if the Company cannot reasonably be expected to 

comply with these guidelines, the Company may dispense with pre-dismissal 

procedures. 
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Dismissals for misconduct 

16. Generally, it is not appropriate to dismiss an employee for a first offence, except if the 

misconduct is serious and of such gravity that it makes a continued employment 

relationship intolerable. Examples of serious misconduct are provided in the Company 

Disciplinary Code. 

17. When deciding whether or not to impose the penalty of dismissal, the Company 

should in addition to the gravity of the misconduct consider factors such as the 

employee's circumstances (including length of service, previous disciplinary record 

and personal circumstances), the nature of the job and the circumstances of the 

infringement itself. 

18. The Company should apply the penalty of dismissal consistently with the way in which 

it has been applied to the same and other employees in the past, and consistently as 

between two or more employees who participate in the misconduct under 

consideration. 

19. Should the finding on recommendation of guilt or otherwise of an employee and/or 

the finding or recommendation on sanction of the employee be inconsistent with 

rules and regulations and past practices and decisions, the Company is entitled to 

review and rescind such finding or sanction. 
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POLICY: POOR PERFORMANCE INCAPACITY 

Standards of Performance & Incapacity 

1. The Company expects all employees to meet the performance standards set for them 

from time to time. When an employee consistently fails to meet the required 

performance standards this may be considered to constitute incapacity. This 

procedure is to be followed in cases of incapacity arising because of poor 

performance. 

Poor performance During Probation 

2. The Company may require newly-hired employees or employees appointed to new 

positions to serve a period of probation before the appointment is confirmed. The 

purpose of probation is to give the Company an opportunity to evaluate the 

employee's performance and suitability for continued employment before confirming 

the appointment.  

3. During the probationary period, the employee's performance should be assessed and 

given reasonable evaluation, instruction, training, guidance or counselling in order to 

allow the employee to render a satisfactory service. 

4. If the Company determines that the employee's performance is below standard, the 

Company should advise the employee of any aspects in which the employer considers 

the employee to be failing to meet the required performance standards. In general 

this should take place by way of a meeting with the employee, which should be 

recorded. This meeting should consider the reasons for the poor performance and any 

reasonable instruction, training, guidance or counselling which could assist the 

employee to meet the performance targets. 

5. If at any point during the probationary period or at the conclusion of the probationary 

period the Company believes that an employee is incompetent, the Company may 

either extend the probationary period or dismiss the employee.  

6. Before taking a decision in this regard the Company should invite the Employee to 

make representations in this regard and consider any such representations. The 

employee should be advised in writing of the respects in which the employee is not 

competent and invited to make representations regarding continued employment 

with the Company. 

7. In general these representations should be made at a meeting with the employee. A 

fellow employee may make the representations on behalf of the employee. 

8. If the employer decides to dismiss the employee or to extend the probationary period, 

the Company should advise the employee of his or her rights to refer the matter to 

the Commission for Conciliation Mediation and Arbitration (CCMA). 

Poor Performance outside the Probationary Period 

9. After probation, an employee should not be dismissed for unsatisfactory performance 

unless the Company has given the employee appropriate evaluation, instruction, 

training, guidance or counselling; and after a reasonable period of time for 
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improvement, the employee continues to perform unsatisfactorily. 

10. As such a supervisor is expected to undertake regular performance review discussions 

with subordinates and to keep records of these discussions. 

11. When it appears as if an employee is not performing to the standard required of 

him/her, the supervisor should initiate a  poor performance investigation 

Poor Performance Investigation 

12. The employee should be invited to attend a meeting to investigate his/her poor 

performance.  

13. The meeting should be recorded and should investigate the reasons for the 

employee’s poor performance, measures that could be taken by the employee to 

reach the required standard and measures that could be taken by the line manager to 

assist the employee to reach the required standard. This could include further 

training, guidance and assistance. 

14. Goals and a time period for improvement should be set. This will depend on the 

nature of the job and what is reasonable in the circumstances. The employee must 

make sure that he/she understands the goals and that the time frame is reasonable. 

Dates for review of performance improvement may be scheduled. 

15. Where an employee fails to improve or repeats the poor performance during the 

improvement period the supervisor my issue a first or second written warning as 

provided for in the Company Disciplinary Procedure 

16. If the performance of an employee does not adequately improve despite the 

counseling sessions, the Company may proceed to a formal enquiry. 

Poor Performance Enquiry 

17. In the event that there is no improvement in an employee’s performance despite the 

various interventions described the Company may appoint a chairperson to convene a 

Formal Enquiry. The purpose of this enquiry is to establish whether: 

17.1. The employee failed to meet a performance standard; and if so whether 

17.2. the employee was aware, or could reasonably be expected to have been aware, of the 

required performance standard; 

17.3. the employee was given a fair opportunity to meet the required performance 

standard; and 

17.4. An appropriate sanction for not meeting the required performance standard. 

18. The Company should notify the employee of the allegations using a form and language 

that the employee can reasonably understand. The employee should be allowed the 

opportunity to state a case in response to the allegations. The employee should be 

entitled to a reasonable time to prepare the response and to the assistance of a fellow 

employee. After the enquiry, the Company should communicate the decision taken, 

and preferably furnish the employee with written notification of that decision. 
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19. If the chairperson concludes that the employee is incompetent and that a proper 

process has been followed, then alternatives to dismissal, for example demotion with 

or without a reduction in salary, part-time work or redeployment should be 

considered. The employee may be dismissed in the event that no reasonable 

alternatives are available or the employee is not prepared to accept the alternatives 

available. The chairperson should prepare written findings of the enquiry and issue a 

copy thereof to the employee. 

20. If the employee is dismissed, the employee should be given the reason for dismissal 

and reminded of any rights to refer the matter to the Commission for Conciliation 

Mediation and Arbitration (CCMA).  
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POLICY: INCAPACITY DUE TO ILLNESS OR INJURY 

Incapacity 

1. Incapacity occurs when an employee is incapable or unable to perform his/her 

services to the required standard. This procedure is to be followed in cases of 

incapacity arising because of illness or injury. 

Procedure 

2. When it is identified that an employee is unable to perform his/her normal function to 

the standard required of them due to injury or illness the supervisor should undertake 

an incapacity investigation. This investigation will generally take the form of a meeting 

(or meetings) with the employee in which the parties jointly assess the following: 

2.1. Whether the employee suffers from an incapacity problem related to illness or injury 

and if so whether this is temporary or permanent in nature; 

2.2. If an employee is temporarily unable to work, the line manager should investigate the 

extent of the incapacity or the injury. If the employee is likely to be absent for a time 

that is unreasonably long in the circumstances, the employer should investigate all the 

possible alternatives short of dismissal. When alternatives are considered, relevant 

factors might include the nature of the job, the period of absence, the seriousness of 

the illness or injury and the possibility of securing a temporary replacement for the ill 

or injured employee. 

2.3. In cases of permanent incapacity, the line manager should ascertain the possibility of 

securing alternative employment, or adapting the duties or work circumstances of the 

employee to accommodate the employee's disability. 

3. In the process of the investigation referred to in above the employee should be 

allowed the opportunity to state a case in response and to be assisted by a fellow 

employee. These discussions should be recorded. 

4. Additional sessions may be set to review the progress of the employee.  

Incapacity Enquiry 

5. In the event that a dispute arises in the course of an incapacity investigation or the 

line manager forms the opinion that no reasonable solution is possible, the Company 

may appoint a chairperson to convene an Incapacity Enquiry. The purpose of this 

enquiry is to establish whether: 

5.1. The employee is capable of performing the work; and if the employee is not capable 

5.2. the extent to which the employee is able to perform the work; 

5.3. the extent to which the employee's work circumstances might be adapted to 

accommodate disability, or, where this is not possible, the extent to which the 

employee's duties might be adapted; and 

5.4. The availability of any suitable alternative work. 

5.5. In the event that the Chairperson arrives at the conclusion that no reasonable 

alternatives are available s/he may decide to dismiss the employee 

6. The Company should notify the employee of the nature and purpose of the Enquiry 
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using a form and language that the employee can reasonably understand. The 

employee should be allowed the opportunity to state a case in response. The 

employee should be entitled to a reasonable time to prepare the response and to the 

assistance of a fellow employee. After the enquiry, the Company should communicate 

the decision taken, and preferably furnish the employee with written notification of 

that decision. 

7. The chairperson should prepare written findings of the enquiry and issue a copy 

thereof to the employee. If the employee is dismissed, the employee should be given 

the reason for dismissal and reminded of any rights to refer the matter to the 

Commission for Conciliation Mediation and Arbitration (CCMA).  
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GRIEVANCE PROCEDURE 
 

Purpose 

1. The purpose of the Grievance Procedure is to ensure that employees have a means of 

bringing complaints to the attention of management and seeking redress, and are able 

to rectify or resolve whatever problems arise in the workplace through an internal 

process for constructive dispute resolution. 

2. The grievance procedure as outlined in the Grievance Procedure Policy applies to all 

employees. The procedure may be used by an employee or group of employees to 

raise a grievance against a fellow employee, or against a specific issue of concern, with 

the objective of having the issue of concern or grievance resolved.  

Exclusions 

3. The grievance procedure may not be used to negotiate conditions of employment or 

benefits for example medical aid, pension, hours of work, and conditions of service. 

The procedure may also not be used to dispute the outcome of internal disciplinary or 

poor performance processes or dismissals. 

Stage One 

4. Where an employee feels aggrieved, the employee must first attempt to resolve the 

matter informally with the relevant parties or by raising the issue with his/her 

supervisor. The supervisor should attempt to resolve the cause of the grievance. In the 

event of the informal grievance resolution process not succeeding, the grievant may 

then lodge a formal grievance as outlined below. 

Stage Two 

5. If the informal approach fails, the employee can lodge a formal grievance in terms of 

the Grievance Procedure. This the employee will do by completing the Grievance 

Procedure Form which can be obtained from the HR Department. Once the employee 

has completed this form, it should be given to the HR Department. 

6. On receipt of a formal grievance the Company will appoint a Chairperson who must 

undertake an investigation of the grievance and attempt to resolve the grievance, 

either by mutual agreement between the affected parties, or by making a finding.  

7. It may not be necessary for a formal hearing to be convened, and the chairperson has 

the discretion to deal with the matter in any appropriate manner, depending on the 

parties and the nature of the dispute. Unless agreed otherwise a grievance 

chairperson should complete an investigation within 10 working days of having been 

appointed. 

8. An Employee may be represented in the course of a grievance investigation by a 

fellow employee. 
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Unresolved Grievance 

9. In the event that the Employee remains dissatisfied following the Chairperson’s 

decision, the employee may pursue any other dispute resolution mechanisms 

available in terms of the Labour Relations Act or any other relevant labour legislation. 

Protection against Victimisation 

10. An employee shall not be victimised for instituting grievance proceedings against 

another employee/manager, and where there is victimisation against an employee as 

a result of a grievance having been lodged against a specific manager or another 

employee, this should immediately be brought to the attention of senior 

management. False accusations will however not be tolerated, and employees found 

making such accusations may be disciplined. 
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OCCUPATIONAL HEALTH AND SAFETY 
 

Introduction 

1. The Company believes that the safety and health of its employees, the prevention of 

environmental loss, providing a secure work place, and compliance with governmental 

legislation are fundamental responsibilities.  

2. Therefore, safety and loss control must be thoroughly integrated in all of our 

activities. Employees must be willing to accept individual, as well as collective safety 

and loss control responsibilities to achieve our objective of an accident-free healthy 

work environment.   

General Duties of Employees at Work 

3. All employees are responsible for using safe work practices, for following all directives, 

policies and procedures and for assisting in maintaining a safe and secure work 

environment. In order to ensure a safe work environment, employees are expected 

to: 

3.1. Perform their jobs in the safest manner possible and in accordance with any safety 

rules or procedures that may be in place. 

3.2. Conduct themselves in a way that enhances their personal safety and that of their 

fellow workers. 

3.3. Report workplace hazards and make suggestions for their control. 

3.4. Report accidents/incidents immediately to their supervisor. 

 

Occupational Health and Safety Act 

4. Please note that there is an Occupational Health & Safety Act and a number of 

regulations issued under that Act. The Company will comply with the requirements of 

this Act and such regulations as are relevant to its operations. 

Health and Safety Representatives 

5. A health and safety representative shall be appointed for every 100 employees 

employed by the Company. These Health and Safety representatives shall have the 

functions described in the Occupational Health and Safety Act. 

Health and Safety Committee 

6. The Company will ensure that a Health and Safety Committee is established if there 

are two or more representatives ie if there are more than 200 employees.. The main 

function of this Committee will be to hold meetings in order to consult on issues 

relating to the development, implementation and review of health and safety 

measures and to address health and safety issues in general. 

7. The Committee may make recommendations to the company regarding any matter 

affecting the health or safety of persons at the workplace. 

8. The Committee will discuss any incident at the workplace in which any person is 

injured, becomes ill or dies.  
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Compensation for Occupational Injuries and Diseases 

9. The Company is registered with the Compensation Commissioner as is required. 

Employee’s may, therefore submit claims in respect of Occupational Injuries and or 

diseases sustained in the course of their duties. 

10. The Administration Manager must be advised of any such injuries or diseases at the 

earliest opportunity. A failure to do so may prejudice an employee’s claim. 
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EMPLOYMENT EQUITY 
 

Policy Statement 

1. The Company subscribes to the principles and requirements of the Employment 

Equity Act of 1998 and in particular is committed to achieving the following: 

1.1. Equal opportunity and fair treatment in employment through the elimination of unfair 

discrimination. 

1.2. Affirmative action measures to redress the disadvantages in employment experience 

by designated groups, with a view to achieving equitable representation in all 

occupational categories and levels in the workforce. 

1.3. Removal of any measures in the work place that impinge on the respect of people, 

their dignity and development. 

 

Prohibition Of Unfair Discrimination 

2. No person may unfairly discriminate, directly or indirectly, against an employee in any 

employment practice on one or more grounds including race, gender, pregnancy, 

marital status, family responsibility, ethnic or social origin, colour, sexual orientation, 

age, disability, religion, HIV status, conscience, belief, political opinion, culture 

language, and birth. 

3. It is not unfair discrimination to promote affirmative action consistent with the Act or 

to exclude any person on the basis of an inherent job requirement.  

 

Responsible Person 

4. The Managing Director is the designated responsible person to implement this policy. 

This policy will be implemented in accordance with the company’s needs and long-

term strategy. 

 

Affirmative Action Measures 

5.  In order to achieve employment equity the Company will implement affirmative 

action measures for people from designated groups in terms of this Act.  

6. Such measures are steps designed to ensure that suitably qualified people from 

designated groups have equal employment opportunities and are equitably 

represented in all occupational categories and levels in the Company, and will include: 

6.1. measures to identify and eliminate employment barriers, including unfair 

discrimination, which adversely affect people from designated groups; 

6.2. measures designed to further diversity in the workplace based on equal dignity and 

respect of all people; 

6.3. making reasonable accommodation for people from designated groups in order to 

ensure that they enjoy equal opportunities and are equitably represented in the 

workforce of a designated employer; 
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6.4. measures to ensure the equitable representation of suitably qualified people from 

designated groups in all occupational categories and levels in the workforce; and 

6.5. measures to retain and develop people from designated groups and to implement 

appropriate training measures, including measures in terms of an Act of Parliament 

providing for skills development. 

Employment Equity Plan 

7. In order to achieve the objectives set out above The Company has prepared an BEE 

Transformation Statement.  

8. The Company will review this Statement on a regular basis and will prepare new plans 

as required. In the process of reviewing and preparing new plans the Company will 

comply with the requirements of the Employment Equity Act. 

9. In preparing its employment BEE Transformation Statement the Company will collect 

information and conduct an analysis of its employment policies, practices, procedures 

and the working environment, in order to identify employment barriers which 

adversely affect people from designated groups. This analysis will include a profile of 

the Company’s workforce within each occupational category and level in order to 

determine the degree of under representation of people from designated groups in 

various occupational categories and levels in that employer's workforce. 

10. On the basis of the information gathered in the course of the analysis described above 

the Company will continue to review the BEE Transformation Statement which will 

achieve reasonable progress towards employment equity in the Company. 

Consultation with Employees 

11. The Company will consult with its employees regarding: 

11.1. the conduct of the analysis referred to in section 9; 

11.2. the preparation and implementation of the BEE Transformation Statement; and 

11.3. reporting on progress against the BEE Transformation Statement. 

Disclosure of information 

12. When engaging in consultation regarding the issues referred to above the Company 

will disclose to the consulting parties all relevant information that will allow those 

parties to consult effectively. 

Disputes 

13. Any employee who has a dispute regarding any of the issues raised in this policy may 

lodge a grievance with the Managing Director in terms of the Company grievance 

procedure.  
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HARASSMENT AND NON-DISCRIMINATION 
 

Policy Statement 

1. The Company is committed to maintaining a work environment based on mutual 

respect; one that is free from discrimination or harassment, including intimidating, 

hostile, or offensive conduct.  Discrimination and harassment based on any arbitrary 

ground, including, but not limited to race, gender, sex, ethnic or social origin, colour, 

sexual orientation, age, disability, religion, conscience, belief, political opinion, 

culture, language, marital status or family responsibility is strictly prohibited.  

 

Prohibited Conduct 

2. For the purpose of this policy, prohibited conduct includes verbal, written, visual, or 

physical conduct that relates to another person’s race, gender, sex, ethnic or social 

origin, colour, sexual orientation, age, disability, religion, conscience, belief, political 

opinion, culture, language, marital status or family responsibility or other protected 

category, where such conduct: 

2.1. has the purpose or effect of unreasonably interfering with an individual’s work 

performance; or 

2.2. creates an intimidating, hostile, or offensive working environment; or 

2.3. Otherwise adversely affects an individual’s employment opportunities. 

3. Prohibited conduct may include, among other things, telling racist or sexist jokes or 

stories or making offensive or derogatory remarks about another person’s gender, 

race, color, ethnicity or national origin, religion, disability, age, sexual orientation, or 

other legally protected status. Prohibited conduct also may include singling out a 

person for unduly harsh or abusive treatment based on such person’s gender, race, 

color, ethnicity or national origin, religion, disability, age, sexual orientation, or other 

legally protected status. Harassment or discrimination can include using the 

Company’s email system to send or receive messages or materials that are offensive, 

disparaging, or derogatory of others. Prohibited conduct includes sexual harassment 

as defined below. 

Complaint Procedure 

4. Employees who either become aware of discrimination or harassment, or believe they 

are being or have been subjected to discrimination or harassment, are required to 

make use of the Company Grievance procedure to report their complaint. 

5. Confidentiality and Non-retaliation: Reports of discrimination or harassment will be 

kept confidential to the extent possible, consistent with the need for a thorough 

investigation.  The Company will not retaliate or take any form of reprisal against 

anyone who is subjected to or is a witness to discrimination or harassment, or against 

anyone who complains of discrimination or harassment, and any such retaliation or 

reprisal by Company personnel is forbidden. Any employee, supervisor, or manager 

who retaliates against a complainant or witness because of a complaint of 
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discrimination or harassment, or because of participation in any investigation, may be 

subject to corrective action, up to and including termination of employment. 



 

 

Manual of Policies and Procedures 35 

USE OF COMPANY ASSETS 
 

General Principles 

1. Any materials, tools and equipment that the Company makes available to Employee’s 

remain the property of the Company. These assets are made available to employees 

for the purpose of performing their duties and may only be used for legitimate 

business purposes. 

Loss and Damage to Company Property 

2. Employees are expected to exercise due care when making use of Company assets 

and are expected to comply with any regulations, operating instructions, health and 

safety procedures, Company policies or laws regulating the use of such assets. 

3. In the event that the Company comes to the conclusion that any loss or damage was 

due to the fault or general negligence of an employee the Company shall be entitled 

to recover the costs of such loss/damages by way of deductions from the employee’s 

salary. 

4. Before making a deduction to reimburse the Company will investigate the loss or 

damage and provide the Employee with an opportunity to make representations as to 

why the deductions should not be made.  

5. The total amount deducted from an employee’s salary will not exceed the actual 

amount of the loss or damage and the monthly deductions from the employee's 

remuneration will not exceed one-quarter of the employee's monthly remuneration in 

money. 

Use of Company Motor Vehicles 

6. Please note that the Code of Conduct is not intended to nor does it set out all 

the grounds justifying disciplinary proceedings. The common law grounds and 

common sense norms for disciplinary and termination of employment exist 

hand-in-hand with the Vehicle Code. Where there are no specific regulations 

then integrity, ethical behavior and responsibility should be a guide. Similarly, 

this code is to be viewed as a guideline only and the procedures are flexible. 

Accordingly, there may be deviations, provided that they are fair and 

reasonable.   

7. As with all other Company assets, Company vehicles are provided to be used only for 

legitimate business purposes. No vehicles are to be used for personal use unless 

explicit permission has been given. 

8. No employee may make use of a Company vehicle without having been authorised to 

do so in advance. Before providing such authorisation the Company will require the 

Employee to provide relevant documents. 

9. Driver will be responsible for the following: 
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9.1. Strictly adhere to Motor Vehicle Laws, By-laws and Regulations at all times, 

including but not limited to speeding limits, parking rules, stopping rules and 

traffic signs. Speeding and other such contraventions amount to abuse of the 

Company’s vehicles and may result in disciplinary action. The driver of a Company 

vehicle will be responsible for any traffic fines incurred while they were in charge of 

the vehicle. 

9.2. Keep the interior and exterior of the vehicle neat and tidy at all times  

9.3. You may not make use of cellular / mobile telephones while driving unless it is 

via a “hands free bluetooth kit” or walk & talk hands free kit”. Any form of 

texting or messaging is prohibited. 

9.4. Keep the Vehicle keys in a place of safekeeping in order to prevent any 

unauthorized person from driving the Vehicle. 

9.5. If applicable, keep the Vehicle locked and make strict use at all times of the 

vehicle security features. 

9.6. Report any Vehicle problems or accidents to the Company within 24hours of 

the incident, including theft situations and mechanical defects. 

9.7. Immediately notify the Company of any changes to your driver’s license, 

including endorsements, suspensions or cancellations.   

9.8. Immediately notify the Company of any charges or convictions of negligent, 

reckless or improper driving. 

9.9. Obtain prior permissions for the Vehicle to driven outside of the specified 

route plan  

9.10. Keep in mind at all times that you are a Brand Ambassador for the Company 

and thus your conduct behind the wheel is more than just a reflection on 

yourself.  

 

10. Driver will be prohibited from: 

10.1. Driving under the influence of intoxicating liquor / or narcotic drugs. 

10.2. Driving recklessly or negligently  

10.3. Transporting unauthorized passengers in the vehicle 

10.4. Driving without due care and attention or without reasonable consideration for 

others person using the road   

10.5. Driving at a high speed in excess of the road speed limit or in a manner 

dangerous to the public  

10.6. Utilizing the vehicle for any criminal activities  

10.7. Permitting the Vehicle to be driven by anyone else without prior permission 

from the Company 

10.8. Effecting any alterations to the interior or exterior of the Vehicle, including but 

not limited to affixing accessories, stickers, roof racks and tow bars  

10.9. Leaving waste papers or packaging in the Vehicle  

10.10. Smoking in the Vehicle 

 

11. In the event of a motor vehicle accident, you are advised to follow this 

procedure: 

11.1. Ensure that no individuals are injured; if someone is injured, call for assistance 

or administer First Aid if you are suitably qualified 
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11.2. Do not sign an admission of guilt 

11.3. Do not admit any liability 

11.4. Do not permit any unauthorized tow-truck operator to transport the Vehicle 

11.5. Take down the details of accident, specifically the place of the accident and 

vehicle’s registration number; and 

11.6. Also take down the following details from each of the vehicle occupants and 

any witnesses: 

 Full Names; 

 Street Address & Postal Address; 

 Home, Work & Cellphone Telephone Number  

 ID number 

 Insurance details 

 

11.7. Report the accident to Tractor‘s Office Manager at the earliest possible 

opportunity and by no later than 24hours after the accident 

11.8. Report the accident to the police 

  

12. In the event that the Company comes to the conclusion that any loss or damage to a 

Company asset was due to the fault or general negligence of an employee the 

Company shall be entitled to recover the excess amount of the insurance claim or 

alternatively, the amount payable to have the asset repaired/replaced. 
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TRAVEL & EXPENSE POLICY 
 

1. All business travel must be approved in advance by the immediate supervisor.  

Employees whose travel plans have been approved should make all travel 

arrangements through Tractor’s Administrative/Support Department. 

2. All efforts are to be made to notify the support staff of your travel plans seven (7) days 

or more in advance, to ensure that Tractor can secure the best pricing for the trip. 

3. It is a prerequisite of employment that all employees who travel in the ordinary 

course of their responsibilities with Tractor have personal medical aid cover. 

 

4 Air Travel 

4.1 Air travel will be via the most direct and economical means, accommodating the 

comfort, needs and preferences of the employee. Deviations from the lowest fare 

must have approval. 

4.2 Use of "Non-Refundable" airfares is recommended where trips are unlikely to have 

routing dates changed.  

4.3 Business class travel is not permitted. All employees will fly least expensive economy 

class including international flights, as well as domestic. 

4.4 Employees may retain all benefits from frequent flyer club memberships. All dues for 

such clubs must be paid by employee. 

 

5 Auto Rental 

5.1 When a rental car is required, a vehicle will be pre-booked through a reputable rental 

company. 

5.2 Full insurance cover will be taken out with the rental company, covering collision and 

theft. However, there may still be an excess amount for which, should the employee 

be responsible for an accident, the employee will be responsible. 

5.3 Employee must refill petrol prior to returning rental car for drop off. If a rental vehicle 

is not filled up before returning, a valid reason with proof is to be supplied that time 

did not allow for this to happen. 

 

6 Lodging 

6.1 All Company authorized accommodations will meet with industry accepted business 

travel standards with reference to comfort, convenience and cost. 

6.2 Staff Accommodation cost should be maximum R1200; Clients up to R1800 
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6.3 Reservations at establishments with which Tractor has Corporate Agreements will 

take precedence. 

 

 

7 Expense Claims 

 

7.1 When approved, the actual costs of travel, meals, lodging, and other expenses directly 

related to accomplishing business travel objectives will be reimbursed by Tractor if 

they are paid for with personal funds. 

7.2 Employees are expected to limit expenses to reasonable amounts. Expenses that 

generally will be reimbursed include the following: 

 Fares for shuttle or airport bus service, where available; costs of public transportation 

for other ground travel. 

 Taxi fares, only when there is no less expensive alternative. 

 Actual, reasonable, and necessary costs for meals will be reimbursed. The employee 

should be guided by what he/she eats at home. Employees will have a meal allowance 

of R200 per day for international travel and R100 per day for domestic travel. Receipts 

are required for meal expense reimbursement. The daily allowance will be calculated 

over the duration of the trip. Any underutilisation of the allowance will not be 

reimbursed as a cash payment. If it is not utilised, it is forgone. 

 Tips, not exceeding 12% of the total cost of a meal. 

 Charges for telephone calls and similar services require for business purposes. 

 Charges for one personal telephone call each day. When calling international, 

personal phone calls are to be of a reasonable duration. 

 Charges for laundry services, only on trips of seven or more days. The most cost 

effective laundry service is to be utilised and only for essential items. 

 Personal entertainment and personal care items are not reimbursable. 

 Mini Bar charges are not reimbursable and are for the employees account. 

 Personal entertainment expenses are not reimbursable. 

 Non-reimbursable personal expenses also include, but are not limited to: Alcoholic 

beverages, cover charge for clubs, airline club dues, rental car club membership fees, 

in-room movies, fines for traffic violations, insurance on life or personal property while 

travelling, purchase of clothing and/or other personal items, expenses for family, 

child, pet, home and property care while on a trip. 
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7.3 Client Entertainment expenses are reimbursable only with approval, and must meet 

the following conditions: 

 The employee's specific assignment requires the entertainment of the company's 

customers or potential customers, or others as appropriate. 

 The entertainment expense is fully receipted (original receipts required) 

 The person/s entertained, the place and the purpose of the entertainment must be 

clearly specified. 

 Gratuities may not be greater than 12% of the cost of the services or products 

provided. 

 

 

8 Should it be required, a cash advances to cover reasonable anticipated expenses may be 

made to employees, after travel has been approved. Employees should submit a written 

request to their supervisor when travel advances are needed. 

9 When travel is completed, employees should submit completed travel expense reports 

within 30 days. Reports should be accompanied by receipts for all individual expenses. 

Tractor reserves the right to reject expenses where a receipt is not tendered. 

10 Abuse of this business travel expenses policy, including falsifying expense reports to 

reflect costs not incurred by the employee, can be grounds for disciplinary action, up to 

and including termination of employment. 

 

EXPENSE CLAIM PROCESS 
 

1. Please follow these steps when submitting an expense claim form: 

 

1.1 Please complete this form and send, along with scans of invoices, to your line manager 

for authorisation. They will send the signed for back to you. 

1.2 Please then send that authorised form (and scans of invoices) to Leticia and Shahieda 

ie do NOT include them in the initial email requesting authorisation 

 

2. Expense claims received Leticia & Shahieda by 15th are recorded in books by 18th. 

Andrew will then see them when he is pulling landlords ledger for payments. Similarly 

claims received by 25th can they be processed in Xero by 28th. Payments are therefore 

made around 20th and 30th of the month. 
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PETROL/FUEL FOR PERSONAL VEHICLE - CLAIM POLICY & 

PROCESS 
 

1 Employees are only authorized to use his/her automobile if they have both a valid 

drivers license and current comprehensive auto insurance, including liability. If not, 

the employee is not authorized to travel for the company. 

2 When an employee uses his/her personal automobile on approved company business, 

the company will pay the AA prescribed rate per kilometre. All auto tolls and parking 

fees are reimbursable with a receipt. 

3 In order to receive reimbursement for mileage, the employee must complete an 

expense report specifying purpose of trip, start and finish odometer reading, point of 

origin, destination and time of trip. 

4 The employee assumes the responsibility for all parking and traffic fines. 

 

5 Please complete the attached form (see attached example) 

 

5.1 Please note that travel/fuel claims are based on AA rates. Please calculate your rate at 

https://www.aa.co.za/calculators/vehicle-rates-calculator and replace the 2.9 

currently in the “Petrol Rate per km” column in the “Petrol Claim  template july 2018” 

with the resultant amount .  Please include the AA certificate when making your first 

claim. 

5.3 These claims should be submitted monthly before 25th of the month.  

5.4 The spreadsheet column headings mean that the spreadsheet can be your logbooks. 

When SARS asks for your logbook when you submit your tax returns, you can use 

these spreadsheets as your logbook. That information is all required by SARS.  Claims 

must only be for travelling from office and returning to office. I.e. Not for meeting on 

route home and back (That also creates difficulties in terms of SARS.)  I’ve attached 

examples “Travel claim information example” as the column headings are not self 

explanatory.  

 

 

 

 

 

 

 


