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	A. INTRODUCTION AND SCOPE:


	The Mitchells Plain Skills Centre (MPSC) endeavors to achieve its objective through attraction and retention of best talent. Key MPSC’s success is people whose goals are aligned with those of the Organization and are dedicated to service excellence.

MPSC’s Conditions of Service document is intended to be a positive employee communications tool; aimed at equipping staff with knowledge and understanding pertaining to policies, systems and procedures that will promote loyalty, productivity and wellbeing amongst staff and various stakeholders.

The policy and its procedures apply to All Employees within MPSC.

It provides a guideline and does not create or imply all-inclusive contract expressed.

This policy addresses the following areas:

a) Conditions of Employment

b) Conditions of Service

c) MPSC’s Benefits

d) Overall procedures to be followed

Please note: Any deviations from procedures as outlined need to be approved by the board of directors of MPSC

	B. POLICY OBJECTIVE


	The objectives of this Policy are:

1.1 To communicate MPSC’s conditions of service to all employees

1.2 To ensure compliance within the legal requirement governed by the Basic Conditions of Employment Act

1.3 To promote the image of MPSC as “the Employer of choice”


	RELEVANT LEGISLATIONS:
· Basic Conditions of Employment Act

· Labour Relations Act

· Skills Development Act

· Employment Equity Act

· Occupational Health and Safety Act

· Income Tax Act
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1. PROFESSIONAL CONDUCT:

a) The Mitchells Plain Skills Centre (MPSC) is an Employer of people of diverse backgrounds.
b) Employees are therefore expected to conduct themselves in a manner that promotes co-operation, mutual understanding and fosters good relations with colleagues and clients.
c) Employees are required to familiarize themselves and conform to the MPSC’s Code of Conduct Policy which embraces best practice principles on corporate governance as per King 2 Report.
1.1 MPSC’s Code of Conduct sets forth the principles and ethical standards that underlie MPSC employees’ professional responsibilities and conduct.
1.2 These principles and standards should be used as guidelines when examining everyday professional activities.

1.3 MPSC is a value-based organization.

1.4 Its core beliefs and standards will be applied in its day-to-day work, reinforced through induction and training and articulated in action and words by those who lead the organization.

1.5 We will apply these beliefs both to how MPSC conducts its own affairs and in relationships with others.

1.6 MPSC’s Value Statement:
· Customer Focus,

· Performance Orientated,

· Professionalism,

· Respect,

· Integrity.

2. DRESS CODE:

a) The intention is neither to dictate individual’ clothing preferences nor limit what is considered fashionable but to maintain an appropriate IMAGE.
b) Permanent Junior staff members shall on annual basis be provided with Uniform that displays MPSC trade colours,  
and

c) Management Team shall be given an option of an annual Clothing Allowance depending on funds availability and subject to board of director’s discretion.  

d) All employees shall at all times during office hours and at work related functions i.e. attending business meetings with clients maintain a formal dress code as provided,

e) Appropriate smart business casual dress code on Fridays shall be allowed,

f) Listed below is what MPSC deems to be inappropriate dress code (not an exhausted list):

· T-shirts

· Sweatshirts 

· Sweatpants

· Tracksuits

· Jogging-pants

· Stirrup pants

· Leggings

· Shorts

· Sandals – for men

· Sneakers

· Athletic shoes

· Shoes without socks – for men

· Untidy clothes

· Disrepair clothes

3. CONFIDENTIALITY
1) The employee shall undertake not to divulge to any party, during his / her employment or at any time thereafter, directly or indirectly and in any manner whatsoever, any confidential information which he or she may obtain in the course employment or termination thereof, including any information obtained as to, but not limited to:

· MPSC’s business affairs,

· trade secrets,

· technical methods,

· finances, 

· personnel,

· clients,

· names of the MPSC’s principals,

· agents and suppliers,

· names and details of MPSC’s customers and prospective customers,

· it’s contractual and financial arrangements with its customers and prospective customers,

· details of remuneration paid by MPSC to its employees,

· any matters which relates to the business and in respect of which information is not readily available in the ordinary course of business to either a competitor or customer or prospective customer, unless the party or parties concerned has expressly, in writing, consented to such information being divulged or unless the employee is obliged by law to divulge the same.
2) Should the employee be appointed by the MPSC to render services on-site for any customer of the MPSC, then the employee acknowledges that the restraints herein referred to apply mutatis mutandis (read with the changes required by the context) to the secrets and / or confidential information of the customer.

3) In the event of the employee breaching this clause, the MPSC may pursue damages and / or other claim against the employee.

4. OTHER EMPLOYMENT
No employee will be permitted to undertake other paid work or engage in any form of business whilst in the employ of the Organization without first obtaining written permission from the duly delegated director
(please read this part of information with the Code of Conduct Policy) 
Declaration / disclosure of interests or benefit;
An employee or whose family member, partner or associate, acquired or stands to acquire any direct or indirect benefit from a contract concluded with the MPSC, MUST disclose in writing full relevant particulars in respect of such matter immediately as it is known to the employee.
Employees are required to declare in writing any personal interests whether direct or indirect (including those of a family member, partner or associate), which interests may potentially present a conflict of interest, directly or indirectly, in any matter with MPSC.

This includes for example:
· Ownership of an interest in a company, business or firm which is or might be doing business with MPSC,

· Serving as an officer, director, employee, committee member, agent, consultant, representative or otherwise for any other company, firm or business,

· Detracting from or infringing in a significant way on the employee’s time or energy in carrying out his / her responsibilities and activities for MPSC,

· Such interests shall only be permitted if approved in writing by the Chief Executive Officer.

MPSC employees are expected to be law-abiding and to conduct their personal affairs responsibly, especially where any inappropriate behavior could affect the employee’s work performance or reflect badly on MPSC.  

Employees are required to declare or disclose their benefit or interests in the provided Declaration Form.
5. RESTRICTION ON EMPLOYEE
Copyright:

Any and all work produced by the employee in course of the employee’s employment with the MPSC relating to the business shall belong to the company,

On termination of the employee’s services, for whatsoever reason, the employee agrees and undertakes to immediately deliver to MPSC all – 

· Lists,

· Accounts,

· Schedules,

· Correspondences,

· Files,

· Correspondences,

· Documents,

· Papers,

· Brochures,

· Study materials,

· Internal memoranda,

· Reports,

· Investigations, feasibility or other studies, audit in the course of preparations together will all such information as may be required by the MPSC which has incidentally or purposely being possessed by the employee during the course of the employee’s employment and the employee shall not be entitled to make copies thereof,

In the event of the employee breaching this clause the MPSC may pursue legal action against the alleged offender for damages and / or other claims.
6. COMMUNICATION
6.1 Medium of Communication:
MPSC’s medium of communication is English.

6.2 Official and Channels of Communication: 

Employees shall be bound by the MPSC’s official channels of communication by referring all matters to their immediate supervisor. 

6.3 Communication with Media / Press:

No employee may address the press or media unless prior approval or someone duly authorized by him / her has been obtained.

NB: Staff members must familiarize themselves with MPSC Communications Department’s Strategy and its Policies, Procedures and Guidelines. 
7. WORKING CONDITIONS POLICIES AND PROCEDURES:

7.1 Hours of Work – 
a) The following hours of work shall be applicable to all staff – 08h00 to 16h30 Mondays to Thursdays.

                                                                                               08h00 to  12h30 on Fridays.

b) Thirty (30) minutes shall be allocated for lunch break between 13h00 to 13h30 each working week day.

c) MPSC shall from time to time consult employees’ regarding working hours, where this is required for operational reasons. (MPSC will be entitled from time to time to adjust employees’ working hours, where this is required for operational reasons).

d) Due cognizance must be taken of the availability of transport when work schedules are arranged.

7.2 Flexible working hours -  
a) Due to operational requirements and in order to meet the needs of our stakeholders, a system of regulated flexibility may be adopted according to which employees work a 40-hour week according to a time schedule agreed.

b) Flexible working week shall be observed by means of a predetermined time schedule agreed upon by and approved after employee consultative process.

7.3 Attention to Duty – 
a An Employee shall during the hours or work, devote himself / herself diligently to the discharge of his / her duties and shall not allow his / her attention to be engaged in private affairs.

7.4 Extended Work Hours (Overtime) in accordance with the provision of the Basic   Conditions of Employment Act as amended: 
a) MPSC may not require or permit an employee to work overtime prior an approval is obtained,
b) A motivation in request of overtime by an employee shall be submitted for approval, 
c) MPSC may not permit an employee to work more than ten hours’ overtime a week (only two hours overtime per day after hours is permitted),
d) Approval of overtime payment alternative to time off shall be applicable to individuals whose annual total package as per Basic Conditions of Employment Act Earning Threshold is below  R149 736 per annum at a rate of one and a half (1.5) times normal pay during weekdays and Saturdays and for Sundays and Public Holidays double pay shall apply. 

e) Time off shall apply to individuals whose annual total package as per Basic Conditions of Employment Act Earning Threshold is above R149 736 per annum.
f) The Employee shall not unreasonably refuse to perform requested extended work or work hours.
7.5 Public Holiday
a) The statutory public holidays together with applicable provisions as per Public Holiday Act, shall be observed by MPSC employees (i.e. employees will be entitled to all statutory public holidays as stated in the Public Holidays Act). 

b) Should an employee be required to work on a public holiday, provisions as per paragraph d to f above shall be applicable.  
7.6 Commemoration days for religious reasons -
a) Staff wishing to take additional commemorations days for religious reasons not already declared as public holiday as per the Public Holidays Act shall as per consultation process and prior approval of their respective Supervisors or Managers use their annual leave days and if exhausted, unpaid leave shall be granted. 
8. ANNUAL LEAVE POLICY AND PROCEDURE:
8.1 Annual Leave Entitlement -
(a) The company encourages permanent employees to take paid annual leave in order to recharge and maintain physical health, psychological well-being, 
(b) Employees are entitled to fifteen (15) days’ paid leave per annum (i.e. 1.25 leave day accrual as per completed month of service), 
(c) Due to MPSC’s operational nature of business or work, all leave days as outlined on paragraph (b) above shall be taken during the Christmas shutdown period. 
(d) An employee’s annual cycle shall mean completion of twelve months commencing on the date joining MPSC,

(e) The above leave entitlement includes all religious, ethnic and political holidays and staff wishing to take additional for commemoration or religious reasons not already declared as public holiday as per the Public Holidays Act subject to prior approval to use their annual leave days and if exhausted, unpaid leave shall be granted, 

(f) Fixed-Term or Short-Term contract, if applicable, shall be entitled to one (1) working day’s leave per completed month of service.
8.2 Rules during MPSC Christmas shutdown –
Should any employee be required to work over Christmas shutdown due to operational reasons, pressing workload or deadline, prior approval must be obtained from duly delegated director,

Any employee who on his / her own accord report for duty during Christmas shutdown and do not take leave i.e. non-approval for working during the shutdown, do so at their own risk and it should be noted that they will forfeit those days as it would be regarded as taken.   

8.3 Annual Leave Accumulation -
(a) Employees with excess amount of leave or overdue leave shall forfeit those days, 

(b) Employees are encouraged to liaise with their respective Managers and / or Human Resources Department to check leave availability including overdue or excess leave balance,  

(c) MPSC encourages those in excess to apply for leave prior any forfeiture of those overdue leave balance,

(d) Should the employees not utilize or applied for leave and accumulated excessive leave, on leaving the  for whatever reason; employees will not be paid for such leave.

8.4 Annual Leave Application Procedure – 
(a) Leave Application Form is obtainable from various Departments.

(b) Annual Leave Applications (notifications) must be requested in advance i.e. at least five (5) working days prior to commencement date, except in emergency cases. 

(c) Annual leave application or requests must be done in advance to the immediate Supervisor / Manager and if agreed, a prescribed form, signed by the employee and approved by the line Manager / Supervisor must be submitted to Human Resources Department prior any leave intake. 

(d) Operational requirements should be taken into consideration when applying or approving any annual leave in ensuring adequate staffing within the Office at any given time. 

(e) All approved leave applications shall be forwarded to Human Resources Department for re-checking and for record keeping purposes,

(f) No employee may proceed on leave without a properly authorized and approved Form in accordance with the above procedure.

(g) Leave Records – Human Resources Department will update or make inputs of all leave application forms as requested, signed and authorized on VIP Leave System,

(h) All approved leave applications; shall be filed or placed on employees’ personnel file,
(i) Managers must check and verify any discrepancy (ies) and alert Human Resources Department without delay,

(j) Operational requirements must be taken into consideration when applying or approving any annual leave,

(k) The leave schedule must make provision for employees to use their leave whilst ensuring adequate staffing of all areas within the company at any given time.         
9. SICK LEAVE POLICY AND PROCEDURE
a) MPSC offers the same amount of paid sick leave as the Basic Conditions of Employment Act, sick leave cycle means the period of 36 months’ employment with the same employer immediately following – 

1. an employee’s commencement of employment;
      2. the completion of that employee’s prior sick leave cycle. 

b) During the first six months of employment, an employee is entitled to one day’s paid sick leave for every 26 days worked. 

c) An employer is not required to pay an employee if the employee has been absent from work for more than two non consecutive days or on more than two occasions during an eight-week period and, on request by the employer, does not produce a medical certificate stating that the employee was unable to work for the duration of the employee’s absence on account of sickness or injury.

d) The medical certificate must be issued and signed by a medical practitioner or any other person who is certified to diagnose and treat patients and who is registered with a professional council established by an Act of Parliament. 
·  The following rules apply in terms of sick leave:

a) An employee is required to produce a valid Doctor’s certificate in respect to all continuous days sick as from the 2nd day of absence from work,

b) Failure to produce such certificate shall mean that MPSC is not obliged to pay an employee,

c) Any employee who is unable to work on account of sickness must report his / her absence to their Supervisor or Line Manager and if not available to Human Resources Department on time or during the morning of absence to ensure that proper alternative arrangements are made on time,

d) If the employee is physically unable to report his / her absence, it is the employee’s responsibility to ensure that someone else report his / her behalf,

e) Should the allocated sick leave be exhausted, leave days will be sourced from the available annual leave and if leave is not available, MPSC is not obliged to pay an employee and unpaid leave rule will apply or the delegated director may at his / her discretion apply an exception whereby additional sick leave with accompanying remuneration may be granted and approved.

10. INJURY ON DUTY POLICY

(NB: It is statutory requirement for MPSC to make a monthly contribution towards the Compensation Commissioner and to report all injuries on duty as per Occupational Injuries and Diseases Act, 

This contribution covers medical expenses as well as periods of absence from work due to injuries sustained whilst on duty).
(a) An injury that occurs whilst on duty must be reported to the immediate Supervisor and / or Human Resources Department and / or Occupational Health and Safety Officer immediately or as soon as possible after the injury had occurred, 

(b) An injury on duty refers to any injury sustained in the execution of one’s tasks or task-related activities within the workplace and during office hours, 

(c) This excludes travelling to and from work,

(d) Absence from work as prescribed by a medical practitioner that is the result of an injury on duty, does not affect sick leave,
· Procedure to reporting an injury:
i) Injuries are to be reported to MPSC to the immediate Supervisor and / or Human Resources Department and / or Occupational Health and Safety Officer immediately or as soon as possible after the injury had occurred, 
ii) The necessary forms have to be completed,

iii) A medical practitioner will be consulted with the completed forms in hand (this could be an employee’s Doctor),
iv) A seven day period is allowed for the time reporting of injuries on duty to the Commissioner

v) If this period lapses, MPSC could become liable for medical and other expenses

11. MATERNITY LEAVE POLICY
a) An employee is entitled to at least four (4) consecutive months’ maternity leave with three (3) months at full pay and one (1) month without pay,
b) Unemployment Insurance Fund (UIF) will pay the fourth month, 
c) Payment of maternity benefits to supplement an employee’s salary for the fourth month is subject to the provisions of the Unemployment Insurance Fund (UIF),
d) Employees must apply for the payment of maternity leave through the Unemployment Insurance Fund (UIF),
e) Employees should have been with the Company for at least one (1) year for MPSC to pay them three (3) months’ salary for maternity leave,

f) Employees who have been with the Company for less than a year can apply for payment from Unemployment Insurance Fund (UIF) if they contribute, employer will not pay salary for that period, 

g) An employee may apply to the Unemployment Insurance Fund (UIF) for payment of the fourth month or alternatively use the available paid annual leave days for the same period, (i.e. an employee may utilize the available annual leave for the fourth month of non-payment),
h) If an employee wishes to extend her maternity leave after four months and utilized all her available paid leave days, she can apply up to thirty (30) days of unpaid leave.  (this arrangement of maternity leave extension must be communicated timeously in writing to both the immediate supervisor and Human Resources Department,    
i) An employee who adopts a child aged less than two (2) years qualifies for leave on the same terms as the above, 
j) An employee who has a miscarriage, during the third trimester of pregnancy or bears a still-born child is entitled to maternity leave for six weeks after the miscarriage or still-born, whether or not the employee had commenced maternity leave at the time of the miscarriage or still-born,

· The following rules apply in terms of Maternity leave:
(a) An employee may commence maternity leave -
(b) At any time from four weeks before the expected date of birth, 

(c) 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,  
(d) An employee may not work for six (6) weeks after the birth of the child, unless a medical practitioner of midwife certifies that she is fit to do so,

(e) An employee must notify her immediate Supervisor / Manager and Human Resources Department in writing of the date on which the employee intends to commence maternity leave and the date on which she intends to return to work after maternity leave (i.e. leave form must be completed and filed accordingly),
(f) Such notification must be given at least four weeks before the employee intends to commence maternity leave or as soon as it is reasonably practicable.
12.  PATERNITY LEAVE POLICY -
(a) An employee is entitled to three (3) days’ paid paternity leave during an annual cycle, when an employee child is born;

(b)  Leave is limited to the birth of children to an employee’s permanent partner in terms of legal, customary or traditional marriage / relationship (proof to this effect is required);

(c)  In the absence of such required proof, leave shall not be granted and employer is not obliged to pay salary for that instead an employee may apply for an annual leave in terms of the existing procedures or unpaid leave shall apply.
13. FAMILY RESPONSIBILITY POLICY -

(a) This section applies to and employee who has been in employment with an employer for longer for more than four (4) months,

(b) MPSC shall grant an employee, during each annual leave cycle, at the request of the employee, five (5) days’ paid leave, which the employee is entitled to take –

i) When the employee’s child is sick, or
ii) In the event of the death of the employee’s spouse or life partner (i.e. married couple), parent, adoptive parent, grandparent, child, adopted child, grandchild or sibling – proof of relationship or relation is required. 

(c) An employee shall be required or to provide reasonable proof of the above-mentioned for which leave was required or requested,
(d) In the absence of such required proof, such leave requests shall not be granted and the employer is not obliged to pay salary for that or alternatively an employee may apply for annual leave in accordance with the existing procedures,

(e) An employee’s unused family responsibility entitlement lapses at the end of the annual leave cycle in which it accrues.  

14. STUDY LEAVE (in line with MPSC Bursary Policy)

i) Financial Assistance for further studies is offered to MPSC permanent employees who are in need of financial assistance and is subject to availability of funds,

ii) Application and motivation for a bursary using the approved form obtainable from Human Resources Department, 

iii) Study Leave may be granted to any employee for the purpose of writing an examination in order to gain a qualification relevant to the needs of the company and individual development,

iv) One (1) day’s study leave is granted for the day on which an examination is written, in addition to another day for preparation for study purposes,

v) Not more than ten (10) days’ leave may be taken in any calendar year and approval is subject to the operational requirements and needs of the company,

vi) If ten (10) days’ study leave is exhausted, employees will have to use their annual leave where applicable for study purposes – annual leave procedure will apply,

vii) Special study leave may be granted in exceptional cases,

viii) For postgraduates’ degree such as Honours, Masters or Doctorate, special leave to a maximum of ten working days per annum is allowed,

ix) The delegated director shall use his / her discretion in approving such special leave,

x)  Employees will be required to furnish the Human Resources Department with proof of registration as well as their timetable prior taking study leave,
xi) The employee must complete a leave application form in respect of study leave supported by the relevant documentation from the specific educational Institutions.         
15. BENEFITS WITHIN MPSC
         15.1 Compensation -
a Employees shall be compensated for their services with a package value equivalent to the total cost to company, consisting of a basic annual salary and various benefits including the 13th cheque which will be payable on the thirteenth month after completion of twelve (12) months of continues or uninterrupted service with MPSC.  
b The flexibility benefits are applicable to the terms and conditions of employment and shall be subject to the policies and procedures which may be determined by the MPSC from time to time.

c Monthly salaries shall be processed not later than the last day of each month. In the event of the last day being on a Saturday or Sunday, salary payments shall be made on the Friday prior to this. Staff members who have resigned shall be paid their salaries on the last day of the month provided their leave gratuity is sufficient which shall be paid on the last working day of their employment with MPSC (this means that if the employee does not have sufficient leave, the salary shall only be paid on the last working day of their employment with MPSC), 
d Employees participating at shows / exhibitions / courses shall be entitled to compensation in accordance with the MPSC Travel, Accommodation and Subsistence Policy.
          15.2 13th Cheque (not guaranteed but a retention tool) –
· All MPSC employees on permanent employment will be entitled to a 13th cheque equivalent to monthly salary payable after completion of anniversary (unbroken service with MPSC). The 13th cheque payout becomes only effective after completion of unbroken 12 months service and shall not be calculated on a pro-rata basis should termination for whatever reason arises. 

          15.3 Performance related Bonus (in line with the Performance Management Strategy)–
i) All employees on permanent positions may not be eligible for an annual performance related based related incentive payment based on excellent performance of their duties 

ii) Performance agreement and evaluations will be conducted to assess the performance of all employees
iii) Ongoing performance assessments and appraisal evaluations shall be conducted quarterly.

          15.4 Acting Allowance –
i Any MPSC employee assigned an acting position due to operational requirement and approval by  the CEO  on a senior position above his or her own, shall be remunerated 10% of the monthly salary of a position he or she is acting on. 
ii Eligibility: The acting employee shall be required to act and only be entitled to such remuneration on the completion of three months.  
iii An employee shall be expected to perform his or her own plus the duties of a senior position he or she is acting. 

          15.6 Salary Advances –
i Employees may apply in writing for salary advance of up to a maximum of 50% of their gross monthly salary,Such advances shall be granted at the discretion of the delegated director under the following circumstances:

a Death or illness of close relative,
b Extreme needs brought about by circumstance beyond the employee’s control,

Terms and Conditions regulating salary advances:

i The advance amount shall be deducted from the employee’s (applicant) on the last day of the same    month the request was granted.

ii Subsequent to the approval and granting of advances, repayment thereof shall be a once off deduction at the same month as it was granted. 

iii It should be noted that a Salary advance is not like a loan whereby interest is charged but a way of assisting employees at a time of dire need (MPSC will under no circumstances grant loans to employees).

          15.7 Relocations, Provision of Accommodation, Transfers and Re-deployment –
i All existing MPSC employees are subject to transfer to any Regional office or Head Office due to operational reasons beyond MPSC` s control or in the interest of organizational performance.
ii Any employee requested to be transferred must be given at least one month’s notice of transfer.
iii MPSC shall ensure necessary arrangement to relocate employees from one region to the other at the company`s cost. This allowance shall only apply to employees who are forced by work circumstances to be transferred. Employees, who are transferred at their own request, have to bear all costs, unless the company, at its discretion decides otherwise.

iv When an employee is transferred at MPSC’s expense, he or she must travel by the most economical means with due regard to available means of transport, routes, duration and all other items of expenditure applicable in the circumstances

v If an employee resigns or is dismissed in terms of disciplinary code within twelve (12) months after his or her transfer, he or she will be required to refund all transfer benefits paid by MPSC. A written undertaking to this effect should be obtained from the employee concerned before any transfer benefits are paid to or on behalf of him.

vi A termination form should be obtained from HR Department and filled in by the respective employee with regard to relocation cost incurred. The money owed by the respective employee should be deducted from his/her last month`s salary or be recovered from his / her provident fund.

vii Expenditure that may be defrayed from the company’s Funds - MPSC`s liability in respect o relocation costs is limited to authorized and necessary expenditure resulting from the most cost-effective arrangements. Additional expenditure, which results from personal preference or arrangements made in own interest, would not be incurred by the MPSC but by the relevant employee.
viii When the transfer of an employee is officially cancelled or postponed for whatever reason by MPSC after he or she has already incurred expenditure in connection with the contemplated transfer, such expenditure shall be repaid to him from the MPSC funds.
Provision of Accommodation / Temporary Accommodation -
MPSC shall arrange for temporary accommodation in a three star hotel for a period not exceeding three months. The normal procurement procedure as per the relevant policy shall be followed.

Leave official transfer:
An employee may be granted two working days´ special leave with full pay per official transfer in order to enable him to supervise the packing and unpacking and loading and unloading of his / her  personal effects and / or to attend to other personal matters such as finding accommodation, making arrangements regarding school children, discontinuation / connection of electricity supply, etc.

The special leave can be taken either prior to or after the physical transfer.
          15.9 Personal vehicle and other business expense (in line with Subsistence Policy) –
MPSC shall reimburse an employee for expenditure necessarily incurred whilst absent on official business (refer to the MPSC’s Subsistence Policy).

          15.10 Parking entitlement –
An employee who uses a private vehicle to travel to work shall not be provided with parking bay at a fee paid by MPSC. 

16. OFFICIAL PROPERTY USAGE
· Unauthorized possession or removal of MPSC property, money or IT hardware / software or its staff, clients, contractors or members of public is regarded as a breach of the Company’s Code of Conduct. 
17. SMOKING POLICY
a) All employees have the right to work in a healthy environment,

b) The exposure of non-smokers to second-hand smoke is referred to as passive smoking, involuntary smoking or second-hand smoking entails the inhalation of other people’s tobacco smoke,

c) MPSC adheres to a policy of non-smoking that applies to the entire MPSC premises or leased by the company,

d) This includes Offices, hallways, boardrooms, waiting and or reception areas and kitchen except for the designated smoking areas,
e) This smoking policy applies to all employees, including all MPSC stakeholders, clients, contractors and visitors,

f) It is the responsibility of each employee to ensure that his / her visitors comply with all provisions of this policy,

g) Employees who choose to smoke within the permitted areas must do so during tea breaks and lunch time,

h) During working time the smoking breaks must not exceed five (5) minutes and such breaks shall not disrupt employees from their work or and must not cause disruption to fellow employees.

18. DISCIPLINARY AND GRIEVANCE PROCEDURE (in line with MPSC’s Employee Relations Procedure)

19. RETIREMENT

i The retirement age of all employees shall be sixty (60) years of age as stipulated in terms of MPSC Pension Fund rules,

ii Employees can also apply for early retirement at the age of fifty (55) years.

20. RETRENCHMENT OR REDUNDANCY
· Should MPSC need to terminate the services of any employee for operational reasons, both Section 41 of Basic Conditions of Employment Act and Section 189A of Labour Relations Act shall apply.

21. TERMINATION OF EMPLOYMENT (conditions thereof from either party)  
21.1 Probation Period
i All employees shall serve a probationary period of three (3) months during which ongoing and regular assessment shall take place by the immediate Supervisor.
ii This period may be extended once for not more than three (3) months, which is not exceeding six (6) months in total.  If the performance is satisfactory, the employee’s permanent employment with MPSC shall be confirmed in writing by means of a standard confirmation letter.

iii A notice period of one week during the probation period (i.e. if the employee has been employed for six (6) months or less) 

iv Notice of termination of a contract must be given in writing.

21.2 TERMINATION PERIOD AFTER PROBATION
i A notice period of two weeks, if the employee has been employed for more than six (6) months but not more than one year,
ii Four (4) weeks, if the employee has been employed for one year or more,

iii The duly delegated director may, at his discretion, agree to a shorter notice period,
iv Notice of termination of a contract must be given in writing.

21.3 A TERMINATION AGREEMENT 
i The agreement shall automatically be terminated by mutual agreement between the parties  in the event of closure of the company for whatever reason,

ii An agreement may be terminated summarily by MPSC without compensation or payment in lieu of notice if a material / fundamental breach is committed of any of the Policies and Procedures of the Company in force at any time. MPSC Disciplinary Code and Procedure shall apply in such instances,

iii The agreement shall be terminated by the death of the employee,

iv Notice of termination of a contract of employment given by an employer must not be given during any period of leave to which the employee is entitled in terms of Chapter Three of BCEA,

v Notice of termination of a contract of employment must not run concurrently with any period of leave,

vi  Payment instead of notice – instead of giving an employee notice, an employer may pay the employee the remuneration the employee would have received if the employee had worked during the notice period and vice versa.

21.4 EXIT PROCEDURE
On leaving the service of MPSC, it is the condition of employment that employees must complete the Exit Interview Form and also agree to an exit interview conducted by the immediate Supervisor and / or Human Resources Manager.

SIGNATURES – 

APPROVED AND RATIFIED BY:

______________________                                                                    _______________

Chairperson Mr. Frank Fredericks                                                               Date:

On behalf of MPSC board of directors
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This document was prepared by the author and copyrights are reserved. It is the duty of the employee to familiarize himself / herself with all relevant policies and procedures. Non compliance to this policy will lead to corrective measures being initiated.
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