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1. INTERPRETATION

Unless otherwise expressly stated, or the context otherwise required, the word and
expressions listed below will, when used in this Policy Manual (“POLICY MANUAL"), bear
the meanings ascribed to them and cognate words and expressions will bear
corresponding meaning:

11
1.2

1.3

14

15

1.6

1.7

1.8

ACT - Basic Conditions of Employment Act No 75 of 1997 (as amended)
COMPUTER SYSTEM - all computer systems, including servers, personal
computers, portable computers, communication devices, operating systems, local
area networks, and any other information technology equipment owned or
operated by the Employer, and provided for authorised use by the Employer.
CONFIDENTIAL INFORMATION - all confidential information and without limiting
the generality of the term:

1.3.1 All trade secrets, know-how, business methods and techniques, goodwiill,
strategies.

1.3.2 Information concerning business relationships, including the contractual
and financial relationship between the Employer and its clients and/or
business associates, any financial information relating to the Employer’s
clients, the identity of the Employer’s clients.

1.3.3 Information relating to EMPLOYEES and contractors, including
remuneration paid to Employees and/or contractors, other entitlements,
remuneration, retirement annuity fund, and medical aid.

1.3.4 and any confidential information which may be developed, or which may be
in the process of development for the use of or by the Employer; and any
other information in whatever form which relates to the Employer’s business
and the business of the Employer’s clients.

EMPLOYER - the principal Employer identified in the letter of appointment and

includes, where appropriate, JKhan Inc.

INTELLECTUAL PROPERTY —any intellectual property, whether registered or

not, and any intellectual property which may be developed or which may be in the

process of development for the use of or by the Employer.

MANAGEMENT — Partners, supervisors or managers of the Employer.

WORKPLACE - the premises of the Employer, and any other premises

designated by the Employer from time to time.

Unless the context clearly indicates a contrary intention, any word denoting any

gender includes the other gender, the singular includes the plural and vice versa,

natural persons include artificial persons and vice versa.

2. CODE OF BUSINESS CONDUCT AND ETHICS

2.1

2.2

Scope-

This Code of Business Conduct and Ethics applies to all Employees of the
Employer.

Purpose-
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2.3

2.4

2.5

2.6

2.7

The Employer is proud of the values with which it conducts business. It has and
will continue to uphold the highest levels of business ethics and personal integrity
in all types of transactions and interactions. To this end, this Code of Business
Conduct and Ethics serves to:
2.2.1 emphasize the Employer's commitment to ethics and compliance with the
law.
2.2.2 set forth basic standards of ethical and legal behaviour.
2.2.3 provide reporting mechanisms for known or suspected ethical or legal
violations; and
2.2.4 help prevent and detect wrongdoing.
Given the variety and complexity of ethical questions that may arise in the
Employer’s course of business, this Code of Business Conduct and Ethics serves
only as a rough guide. When confronted with ethically ambiguous situations,
Employees should remember the Employer's commitment to the highest ethical
standards and seek advice from supervisors, managers or other appropriate
personnel to ensure that all actions taken on behalf of the Employer honour this
commitment.
Ethical Standards-
2.4.1 Conflicts of Interest
A conflict of interest exists when a person’s private interest interferes in any
way with the interests of the Employer. A conflict can arise when an
Employee takes actions or has interests that may make it difficult to perform
his or her work for the Employer objectively and effectively. It is almost
always a conflict of interest for an Employee to work simultaneously for a
competitor or client (healthcare practitioner).
2.4.2 Any Employee who becomes aware of a conflict or potential conflict should
bring it to the attention of supervisor or manager.
Fair Dealing-
Employees shall behave honestly and ethically at all times and with all people.
They shall act in good faith, with due care, and shall engage only in fair and open
competition, by treating ethically competitors, suppliers, customers, and
colleagues. Stealing proprietary information, possessing trade secret information
that was obtained without the owner’s consent, or inducing such disclosures by
past or present employees of other companies is prohibited. No Employee should
take unfair advantage of anyone through manipulation, concealment, abuse of
privileged information, misrepresentation of material facts, or any other unfair
practice.
Confidentiality-
Employees must maintain the confidentiality of confidential information entrusted
to them. Confidential information includes all non-public information that might be
of use to competitors or harmful to the Employer or its patients/clients if disclosed.
It also includes information has been entrusted to the Employer. The obligation to
preserve confidential information continues even after employment ends.
Protection and Proper Use of Company Assets-
All Employees should endeavour to protect the Employer’s assets and ensure their
efficient use. Theft, carelessness, and waste have a direct impact on the
Employer’'s profitability. Any suspected incident of fraud or theft should be
immediately reported for investigation. The Employer’s equipment should not be
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used for non-Company business. The obligation of Employees to protect the
Employer's assets includes its proprietary information. Proprietary information
includes intellectual property such as trade secrets, patents, trademarks, and
copyrights, as well as business, marketing and service plans, engineering and
manufacturing ideas, designs, databases, records, salary information and any
unpublished financial data and reports. Unauthorized use or distribution of this
information would violate the Employer’s policy. It could also be illegal and result
in civil or criminal penalties.
2.8 Compliance with Laws, Rules and Regulations-
Obeying the law, both in letter and in spirit, is the foundation on which the
Employer’s ethical standards are built. In conducting the business of the Employer,
the Employees shall comply with applicable governmental laws, rules and
regulations at all levels of government in South Africa. Although not all Employees
are expected to know the details of these laws, it is important to know enough
about the applicable laws to determine when to seek advice from supervisors or
managers.
2.9 Personal Conduct-
The way Employees conduct themselves at work and when representing the
Employer can have a positive or negative effect on co-workers, patients, clients,
and ultimately, the Employer as a whole. Employees are expected to maintain a
professional image at all times. This includes treating others with respect and
dignity, regardless of background, position, sex, race, religion, beliefs, sexual
orientation etc.
2.10 Violations of Ethical Standards-
2.10.1 _Reporting Known or Suspected Violations
All Employees should talk to supervisors or managers about known or
suspected illegal or unethical behaviour. No retaliatory action of any kind
will be permitted against anyone making such a report in good faith.
2.10.2 Accountability for Violations
If the Board of Directors determines that this Code has been violated, either
directly, by failure to report a violation, or by withholding information related
to a violation, the offending Employee may be disciplined for non-
compliance with penalties up to and including removal from office or
dismissal. Such penalties may include written notices to the individual
involved that a violation has been determined, censure by the Board of
Directors, demotion or reassignment of the individual involved and
suspension with or without pay or benefits. Violations of this Code may also
constitute violations of law and may result in criminal penalties and civil
liabilities for the offending Employee and the Company. All Employees are
expected to cooperate in internal investigations of misconduct.

3. DRESS CODE

3.1 The Employer’s objective in establishing a dress code is to permit Employees to
work comfortably, but safely within the hospital environment. Employees must
always project professionalism as the Employee is constantly in contact with other
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3.2

3.3

3.4

3.5

members of the hospital team, including Surgeons, managers and hospital

management. The dress code policy seeks to set acceptable standards to guide

Employees as to what deemed appropriate to wear to work. The formality of

workplace dress is determined by the context and nature of work performed.

The Employer has adopted a Business Casual Dress Code. Business Casual can

be defined as a middle ground between business formal wear and casual wear. It

entailed neat yet informal attire and is generally more casual than informal
business attire but more formal than casual or smart casual attire.

The following guidelines will assist employees to determine the appropriate dress

for the company.

3.3.1 All casual clothing is not suitable for the workplace.

3.3.2 Clothing considered suitable for exercise sessions, or social events is not
always appropriate in the work environment.

3.3.3 Clothing that reveals too much cleavage, the Employee’s back, chest,
stomach, underwear, or that is see-through or shows an observable lack
of underwear is not appropriate for the workplace. (i.e.- tank tops,
midriff tops, shirts with potentially offensive words, terms, logos, pictures,
cartoons, or slogans; halter-tops, tops with bare shoulders, sweatshirts,
and t-shirts unless worn under another item of clothing, sweatpants, yoga
pants, or any figure-hugging gym attire are all deemed inappropriate).

3.3.4 Any clothing that has words, slogans, terms, or pictures that constitutes
hate speech, infringes the rights and dignity of others, or is deliberately
provocative is not appropriate. Any clothing that has words, terms or
pictures that may be offensive to other employees is unacceptable. This
includes images that are political or religious in nature, are sexually
provocative, use profanity or are insulting to other employees

3.3.5 Employees need to dress in a professional and presentable way, to
promote and reflect the Employer’s image and value. Dress must be clean,
neat, and tidy, in good repair and should fit correctly, (i.e., clothing that is
not oversized or undersized).

3.3.5 ltis preferable that closed comfortable shoes are worn in the hospital
theatre environment. Flip-flops, slippers, and any shoe with an open toe
are not acceptable in the workplace environment due to safety violations.

3.3.6 Jewellery, makeup, perfume, and cologne should be in good taste at all
times. Remember that some co-workers may be more sensitive to certain
smells or chemicals in perfumes and make-up, so please be vigilant in your
personal choices.

3.3.7 Some visible tattoos or piercings may offend customers or colleagues. Any
articles of clothing or jewellery which may present a health and safety
hazard will be unacceptable.

No dress code can cover all contingencies; therefore, Employees must exert a

certain amount of judgment in their choice of clothing. If Employees experience

uncertainty about acceptable or professional business casual attire, they are
advised to ask their manager or supervisor for approval.

If clothing fails to meet these standards, as determined by the employees
supervisor, the offending Employee will be reprimanded in accordance to the
disciplinary policies and procedures of the company. If the problem persists,
progressive disciplinary action will be applied for each dress code violation.
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4.1

4.2

4.3

5.1

5.2

COVID-19 POLICY

Under the Occupational Health and Safety Act (No. 85 of 1993), The Employer has an

obligation to provide a working environment that is safe and without risk to the health

of its employees. In addition, an employer has an obligation to ensure that in instances

where hazards cannot be eliminated, they be appropriately controlled to prevent the

risk of an adverse health outcome.

Employee responsibilities to curb the spread of the virus include:

4.2.1 Employees are required to wash their hands often with soap and water for at
least 20 seconds.

4.2.2 Additional key times to clean hands include:

4.2.2.1 After blowing one’s nose, coughing, or sneezing.

4.2.2.2 After using the restroom.

4.2.2.3 Before eating or preparing food.

4.2.2.4 Employees are encouraged to avoid touching their face.

4.2.2.5 Wearing face masks or face shields whilst at work AT ALL TIMES is

compulsory.

4.2.2.6 Maintaining a 1.5 to 2-meter distance from other employees at all times.

Positive Covid-19 Cases-

4.3.1 An Employee presenting or complaining of symptoms must report this to
the Practice Manager.

4.3.2 Should an Employee test positive, they need to notify the Practice
Manager immediately. If the positive employee is at the work, they need
to pack up and leave immediately.

4.3.3 The positive employee will be required to self-isolate for 10 days or until
symptoms have passed. Time taken off work as a result of COVID-19 will
be deducted from the Employees sick leave allocation.

4.3.4 No repeat test will be necessary after 10 days of self-isolation.

OVERTIME

The Employer offers a 24-hour Theatre Screening Service and it is a condition of

employment that all relevant employees be available outside of their normal working

hours. According to the Basic Conditions of Employment Act (BCEA), the maximum

normal working time is 45 hours weekly. Overtime according to the BCEA is only

compensated if an Employee exceeds a 45-hour working week. The operational

requirements of the Employer allow for flexibility of working times and thus the average

hours worked by any Employee of the Employer is between 20- 25 hours weekly.

Please be mindful that Standby/Call Out fees being compensated to the Employee, is

a privilege of the Employer to recognize the inconvenience of staff being available

during “antisocial hours”.

The purpose of the Overtime Policy is:

5.2.1 to ensure that staff are available during both peak and off-peak times in order
to run an efficient 24hour theatre radiographic service.

5.2.2 To provide an efficient essential service to both the patients and referring
surgeons.

5.2.3 To ensure all relevant staff are aware of what is expected of them whilst on call.

5.2.4 To compensate employees for working unsociable hours.
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5.3

54

55

5.6

5.7

5.8

5.9

5.10
5.11

5.12

5.13

514

5.15

All allowances paid to employees will be processed and paid through payroll and will

be subjected to tax/ necessary deductions.

The Employer recognizes the need to pay a standby and call out allowance to

Employees who make themselves available when operational needs of the Employer

require them to work outside the normal working hours (7am-5pm). Employees will be

compensated for making themselves available for work outside of normal working
hours and are then actually called out for duty.

5.4.1 “Standby” is defined as time where the Employee is required to be available to
attend Call Outs at the request of the Employer outside of normal working
hours.

5.4.2 *“Call Out’” is when the Employee is required to attend a hospital outside of
normal working hours.

5.4.3 “Call Out” is when the Employee is required to attend a hospital outside of
normal working hours.

The Standby allowance and Call Out fee is paid in accordance with an amount
determined by the Employer to compensate employees being available to respond to
emergency situations outside of their normal working hours.
As at the date of signature hereof, the Standby rates are as follows:
5.6.1 Saturday rate: R450.00
5.6.2 Sunday/Public Holiday rate: R900.00
5.6.3 3rd call rate: R150 per patient/ no standby paid
The Employer rewards Employees for Standby and Call Out in additional to the fixed
remuneration. Employees are therefore not entitled to take time off during their normal
working hours as compensation for Call- Outs.
The Employer rewards Employees for Standby and Call Out in additional to the fixed
remuneration. Employees are therefore not entitled to take time off during their normal
working hours as compensation for Call- Outs.
Please note that should the examination begin during normal working hours i.e., before
5pm, it will only qualify for an after-hour claim if the examination progresses longer
than 30mins after 5pm of completion of the case. E.g., Clock in time: 14:30pm — Clock
out time 17:31pm. No payment will be made for any cases completed before 17:30pm
if the case commenced during normal working hours. Working 30 minutes after normal
working hours is not regarded as after-hour work.

Cases that start at 5pm will be compensated as after hour calls.

The Employee must remain within 30min of any given venue/hospital while on

Standby. The employee must not consume or be under the influence of alcohol or any

other substance which renders him/her unfit for duty.

The Employee must be contactable, at all times, via cellphone whilst on Standby. The

Employee is required to provide an alternate number for emergencies.

Should an Employee fall ill and need to take sick leave when allocated to be on

Standby, it is the responsibility of the Employee to notify the Practice Manager as soon

as possible to ensure that another employee may be given the duty timeously.

Employees on Standby must facilitate good communication with the second call and

third call employees to ensure that all venues are covered and that the operational

needs of the Company are met.

All Standby claim forms must be completed correctly and must include the required

details. The following must be included on the claim form:

»= The clock-in and clock-out times
= Patient details

= Surgeon details

= Examination details
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5.16

5.17

6.1

6.2

6.3

6.4

No payment will be made in the absence of sufficient details on the form submitted.
All forms must be submitted by no later than the 1st of each month. Any call forms
submitted later than the 1st of each month without prior notification to management
will result in the call payment being forfeited.

All cases completed during the month must be uploaded no later than two days post
completion of the case. All cases must be uploaded onto the JKX billing site before the
submission of the patient registers and call sheets.

Fraudulent claims for after-hour work to obtain additional remuneration is a serious
offence and will be result in a disciplinary enquiry and possible dismissal. Management
monitors all claims and audits will be conducted without prior notice.

DOCUMENTATION & SUBMISSION OF CASES POLICY

The objective in establishing a documentation and submission of completed job card
policy is to ensure that all Employees follow set guidelines to ensure that the timeous
submission and capturing of job cards are achieved to meet the operational
requirements of the Employer. The following guidelines will assist Employees with the
correct steps for online submission and billing of completed job cards.
The Employee acknowledges the following points:
6.2.1 JKX functions on an online billing system.
6.2.2 Each employee is allocated a personal login to the billing site.
6.2.3 The Online billing site is linked to the accounts department
6.2.4 It is mandatory that every case completed is uploaded onto the online billing
site.

The Employee undertakes to adhere to the following process:

a. Each employee utilizes their personal login details to access the billing site.

b. Patient details as stipulated on the hospital sticker/ bed letter is entered.

c. Medical aid number is entered (NB. This field only allows numeric values to be
entered and not alphabets)

d. Authorization Number is entered

e. Screening time and patient dose is entered

f. Date of service is entered

g. Clock In and clock out times are entered. (NB: these are imperative as it
calculates the number of hours the radiographer has worked).

h. Examination and Full description of cause for procedure entered

i. 1CD 10 codes entered

j. Hospital /venue details

k. Referring doctor/surgeon

l.

Assisting Radiographer details (NB: should it apply)

m. Select the appropriate categories and complete the dropdown menu as per

your study

n. Text/Message box, should any additional information be available

0. Upload picture of the completed job card, hospital bed letter and patient sticker

p. Submit (Submission successful message indicates case has been uploaded)
The time frame for online submission of completed cases is a maximum of 2 (two) days
following the date of the case. All cases done afterhours must be submitted online
before the submission of call and standby forms for verification purposes. Any cases
that are not uploaded or discarded results in financial losses for the Employer and
thus will warrant disciplinary action.
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7.1

7.2

7.3

7.4

PROTECTION OF PERSONAL INFORMATION

The Employer is committed to compliance with The Protection of Personal Information
(POPI) Act. This policy establishes measures and standards for the protection and
lawful processing of personal information and provides principles regarding the right of
individuals to privacy and to reasonable safeguarding of their personal information.
The Information Officer, is responsible for:

7.2.1

7.2.2
7.2.3

developing, implementing and monitoring of this policy and compliance
framework.

ensuring that this policy is supported by appropriate documentation.

ensuring this policy and subsequent updates are communicated to relevant
managers, representatives, staff and associates, where applicable.

All employees and individuals directly associated with the Employer are responsible
for adhering to this policy and for reporting any security breaches or incidents to the
Information Officer.

Policy Principles-

74.1

7.4.2

7.4.3

7.4.4

7.4.5

7.4.6

1.4.7

7.4.8

Principle 1: Accountability
The Employer must take reasonable steps to ensure that personal information
obtained is stored safely and securely.
Principle 2: Processing Limitation
The Employer will collect personal information directly from clients/ patients.
Once in the Employer’s possession it will only process or release information
with consent, except where we are required to do so by law. In the latter case
we will always inform the relevant parties.
Principle 3: Specific Purpose
The Employer collects personal information to the extent necessary to provide
the service.
Principle 4: Limitation on Further Processing
Personal information may not be processed further in a way that is
incompatible with the purpose for which the information was collected
initially.
Principle 5: Information Quality
The Employer is responsible for ensuring that personal information is complete,
up to date and accurate. This means that it may be necessary to request
updated information from time to time.
Principle 6: Transparency/Openness
Where personal information is collected from a source other than directly from
the data subject, the Employer is responsible for ensuring that the date subject
is aware:
7.4.6.1 That their information is being collected.
7.4.6.2 Who is collecting their information by giving them the Employer’'s
details.
7.4.6.3 Of the specific reason that you are collecting the information.
Principle 7: Security Safeguards
To ensure technical and organisational measures to secure the integrity of
personal information, and guard against the risk of loss, damage, or destruction
thereof. Personal information must also be protected against any unauthorised
or unlawful access or processing. The Employer is committed to ensuring that
information is only used for legitimate purposes.
Principle 8: Participation of Individuals
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7.5

7.6

8.1

8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10

Data subjects are entitled to know particulars of their personal information held
by the Employer and are entitled to request changes thereto.
The Employer is responsible for administering and overseeing the implementation of
this policy and, as applicable, supporting guidelines, standard operating procedures,
notices, consents and appropriate related documents and processes. All employees,
and individuals directly associated with the Employer are to be trained, according to
their functions, in the regulatory requirements, policies and guidelines that govern the
protection of personal information. The Employer will conduct periodic reviews and
audits, where appropriate, to ensure compliance with this policy and guidelines.
Any breach/es of this policy may result in disciplinary action and possible termination
of employment.

PERFORMANCE MANAGEMENT, PROGRESSIVE DISCIPLINE & DISCIPLINARY
PROCESS

This policy aims to inspire Leadership in Managers, through fair and impartial discipline,
to motivate their subordinates to achieve their agreed responsibilities and perform to
their potential.
The process is primarily corrective and always progressive. As soon as a lack of
performance or poor behaviour is observed, the Manager shall communicate with the
employee concerned to make them aware of the problem. The objective is to educate
so as to correct and improve the performance or behaviour to the required standard.
The measures required will depend on the seriousness of the misconduct, instances
of repeated misconduct, the employee's circumstances, nature of the job and the need
for each case to be judged on its own merits.

Discipline shall be handled promptly, fairly, and impartially. Subject to substantive

fairness, management has the right to determine an appropriate sanction (including

dismissal for just cause) depending on the seriousness of the offence.

This Disciplinary Procedure is regarded as part of the terms and conditions of

employment of all employees.

The attached Schedule is intended as a guide for Offences and the category/severity

thereof. The list should not be regarded as inclusive or exhaustive.

The Employer shall follow a fair procedure in deciding whether there are grounds for

any disciplinary measure and afford the employee an opportunity to state their case

and put forward all relevant mitigating circumstances.

An employee shall acknowledge receipt of a written warning. If they fail to do so, the

signature of a witness confirming that the written warning was handed to the employee

shall be obtained. A record of all written warnings is to be kept on the employee's file.

If an employee does not agree with the outcome of disciplinary action taken they may

object in writing, clearly stating the grounds on which the objection is raised. Should

the dispute remain unresolved the employee has the right to refer the matter to the

CCMA for resolution.

Progressive Disciplinary Procedure

8.10.1 Counselling- Counselling shall be conducted to ensure that the Employee
understands what is expected of them and that minor violations of work
performance or behaviour are rectified.

Page 10 of 17



8.11

8.12

8.10.2 The Manager/Supervisor may not issue any form of sanction out of
Counselling, but the Employee should be notified that continued misconduct
may lead to further disciplinary action as provided for in this policy.

8.10.3 Verbal Warning- a verbal warning is a formal warning that may be given to an
Employee who is guilty of misconduct or minor violations of discipline. The
Employee’s Manager/Supervisor will issue the verbal warning after a formal
meeting in which the unacceptable behaviour is explained. The Employee must
be afforded the opportunity to respond to the allegations. Verbal Warnings must
be recorded using the attached Verbal Warning Form and A copy placed on
the employee’s HR file.

8.10.4 Written Warning- A Written Warning is given to an Employee who repeats
unacceptable behaviour or performance. The Manager/Supervisor will issue a
written warning after a formal meeting at which the unacceptable behaviour has
been explained to the Employee who must be afforded the opportunity to
respond to the allegations. A Warning will be valid for 6 months from date of
issue.

8.10.5 Final Written Warning- A final written warning is used to inform an Employee
that, should they fail to correct their performance or behaviour, more stringent
disciplinary measures will be taken which could result in dismissal. An
Employee may be given a final written warning for repeated offences for which
they have a valid written warning, or the first occurrence of a serious offence.
If an Employee receives final written warnings for unrelated offences, any next
offence may warrant dismissal but requires a disciplinary hearing before such
a sanction may be given. The Employee's Manager/Supervisor will issue a
Final written warning after a formal meeting at which the unacceptable
behaviour has been explained. The Employee must be afforded the opportunity
to respond to the allegations.

Final written warnings will be valid for 12 months from date of issue.

Serious Offences- Whenever an Employee is suspected of misconduct that could
justify dismissal, the Employer shall, within a reasonable time of becoming aware
thereof, hold a formal disciplinary enquiry. The timing of the hearing may be subject to
finalisation of an investigation into the matter.

Dismissal- Before dismissing an Employee, it is compulsory to hold a disciplinary
enquiry to enable the Employee the opportunity to state their case before a final
decision is taken. While the disciplinary enquiry is pending, the Employee may be
suspended on full pay.

8.12 The Disciplinary Enquiry

8.13.1 Evidence: The Chairperson of a Disciplinary Enquiry may only make a
determination on evidence presented at the Enquiry. It is therefore incumbent
upon both the Complainant and the Respondent to present:

a. Evidence that can be tested and cross-examined;

b. Documents that are validated and that clearly support the
charge/defence;

C. Testimony from credible witnesses;

d. Evidence derived from thorough investigation.

8.13.2 A Disciplinary Enquiry must be held in accordance with the following guidelines:
The Notice of Disciplinary Enquiry must contain sufficient details of the offence
and be handed to the Employee concerned with at least 48 hrs notice, to allow
preparation of a defence.
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8.14

An impatrtial person or independent managerial employee must chair the

enquiry.

A managerial Employee will appear as the prosecuting representative of the

Employer.

The Employee may appoint a representative from the ranks of fellow

employees to assist at the enquiry, or to give testimony.

If the Employee fails to attend the enquiry, it should be adjourned to a later

date.

At the enquiry, both parties will:

a. be given the opportunity to state their case.

b. be entitled to call withesses to testify on their behalf; and

c. have the right to question each other and to question each
other’s witnesses.

The Chairperson may question any witness giving evidence to obtain clarity on

any issue.

The Chairperson will prepare brief minutes which will be available on request.

The parties are entitled to tape record the meeting should they require a

comprehensive record.

After hearing all the evidence, the Chairperson must adjourn the enquiry for

whatever period is deemed necessary, to consider the evidence and make a

finding without interference from any of the parties, observers or others present

at the hearing.

Once the Enquiry resumes the chairperson will announce the finding whether

the Employee is guilty or not guilty of the charges and furnish full reasons for

the decision.
8.13.3 If the Employee is found guilty of the allegations: -
a. the prosecuting representative is required to present factors in
aggravation of sanction.
b. the Employee or their representative is required to present
factors in mitigation of sanction.

The chairperson shall thereafter adjourn the enquiry to consider factors in

aggravation and mitigation and decide on an appropriate sanction.

The chairperson shall then resume the enquiry and announce the sanction,

with full reasons for the decision.

Once a decision is reached it must be communicated to the Employee in writing

with reasons for the decision.

The Employee must be informed that they are entitled to an appeal.

If the chairperson concludes that dismissal is the appropriate sanction this must

be communicated to the employee in writing with reasons for the decision.

If the employee disagrees with the outcome, they may lodge an appeal.
Appeal Procedure- Employees are entitled to appeal any action taken against them at
a Disciplinary Enquiry. The appeal must be lodged in writing to the Chairperson or the
employer within three (3) working days of receipt of the findings of a Disciplinary
Hearing. The Chairperson or Employer will consider the merits of the appeal and may:

a. Uphold the original ruling, in writing, giving reasons for the decision.

b. Hold an Appeal Hearing. The appeal must be based on the evidence
presented to the initial Disciplinary Enquiry and on further arguments
advanced. The Appeal Chairperson is obliged to allow new evidence to
be presented.

The Appeal Chairperson is entitled to uphold the original decision, reduce the penalty,
or order reinstatement. This concludes the matter, and no further appeal will be
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8.15

8.16

permitted. If the employee disagrees with the outcome, they may refer the dispute to
the CCMA within 30 days from date of dismissal/ruling.

Criminal Charges Pending- Where an Employee has been requested to attend a
disciplinary enquiry and a criminal charge is pending against that Employee for the
same conduct, the employee may elect to proceed with the disciplinary enquiry or have
the disciplinary enquiry heard upon conclusion of the criminal proceedings in which
event the disciplinary enquiry will be suspended and the Employer shall be entitled to
suspend the employee without pay for such period.

Desertion- is defined as if an employee is absent without authority for more than three
(3) consecutive days without communicating to the Employer. The Employer will send
communication that if the employee fails to respond, their services could be terminated
on the grounds of deserting/absconding. If the employee fails to heed the ultimatum, a
disciplinary enquiry must be conducted and the Employee’s services can be
terminated. In this case the employee must be notified in writing.

If the Employee thereafter returns to work within thirty (30) days of date of dismissal,
the Employee’s direct superior shall hold an investigative meeting to evaluate the
explanation for the absence. If the explanation is deemed reasonable, consideration

may be given to reinstatement. If not, the dismissal shall be confirmed in writing.

Schedule of Offences and Sanctions Guide

This is a guideline only and is not exhaustive. Each breach will be dealt with on its individual

merit.

CATEGORY

TIMEKEEPING
OFFENCES

WORK
OUTPUT
OFFENCES

NATURE OF OFFENCE DISCIPLINARY ACTION
FIRST SECOND THIRD FOURTH
OFFENCE OFFENCE OFFENCE OFFENCE
Reporting late for duty or Written Final Written Dismissal
leaving work early or Warning Warning
taking unscheduled and/or
extended breaks
Absence without leave Final Written Dismissal
Warning
Absence — away from Dismissal
work for three or more
working days without
authorisation and/or
without good cause.
Poor quality and/or Counselling Written Warning Final Written Dismissal
guantity of work and/or not Warning
working to the required
standards
Unsatisfactory work Written Final Written Dismissal
performance - neglect to Warning Warning

conduct a task with the
necessary care and
attention
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SOCIAL
OFFENCES

ATTITUDINAL
OFFENCES

Refusal to work and/or
refusal to obey reasonable
instructions related to work
Poor maintenance of
machinery/ equipment
Wastage of time and/or
material

Waste of company
infrastructure and/or time
and/or material for
personal use

Wilful or negligent damage
to equipment or material
Gross Negligence

Causing a loss to the
company by not following
rules and procedures
through negligence
Under the influence of
alcohol and/or intoxicating
drugs or related
substances at work
Unauthorised possession
of alcohol or non-medical
drugs on work premises

Possession of dangerous
weapons on company
premises without
permission

Committing unsanitary
acts

Threat of assault and/or
assault

Any form of harassment
which humiliates another
person and/or creates a
hostile or intimidating
environment

Intimidation or incitement
to violence

Breach of employees' duty
of good faith to the
company and/or related to
the Code of Good Practice
Conduct unbecoming of
an employee resulting in
the name of the
company/client being
brought into disrepute
resulting in actual or
potential harm to either
party

Final Written
Warning

Final Written
Warning
Final Written
Warning

Final Written
Warning

Dismissal

Dismissal

Final Written
Warning

Dismissal

Dismissal

Dismissal

Final Written
Warning
Summary
Dismissal

Summary
Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal
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HEALTH &
SAFETY

DISHONESTY

Behaviour which could
lead to conflict in the
workplace and/or to the
employment relationship
being rendered intolerable
Conduct, unacceptable
behaviour on
company/client premises
during/after working hours
Failure to observe
client/company rules and
regulations and failure to
observe standing orders
and procedures

Failure or refusal to carry
out a reasonable and
lawful instruction

Use of abusive and/ or
derogatory and/ or
offensive language or
signs

Gross insubordination,
serious disrespect,
impudence, or insolence
Disrespect, insolence,
impudence,
insubordination towards
superiors

Rudeness, insolence,
impertinence towards or
insulting of clients,
employees

Failure to wear protective
clothing or equipment
where supplied.

Failure to observe security
and safety regulations
thereby endangering self
and/or others.

Smoking in a “No
Smoking” area.

Wilful damage to
company/client equipment,
possessions, or property
Unlawful / unauthorised
possession of company
property

Fraudulent timekeeping or
supply of fraudulent sick
notes

Theft/unauthorised
possession of
company/client/employee
goods or property

Dismissal

Dismissal

Final Written
Warning

Dismissal

Final Written
Warning

Dismissal

Final Written
Warning

Final Written
Warning

Final Written
Warning

Dismissal

Final Written
Warning

Dismissal

Dismissal

Summary
Dismissal

Summary
Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal
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8.17

9.1

9.2

Use of company
infrastructure and/or time
and/or material for
personal gain

Receiving and keeping
remuneration not due
Abuse / misuse of sick
leave

Divulgence of confidential
company information
Deliberately supplying
incorrect or falsified
information

Failure to disclose material
information relevant to the
process of selection during
the recruitment process
Any act/behaviour which is
considered so serious that
it destroys the
company's/client's ability
to trust the employee
and/or makes the
employment relationship
intolerable

Any other reason
recognised in law as being
sufficient grounds for
instant dismissal

Dismissal

Dismissal
Dismissal
Dismissal

Dismissal

Summary
Dismissal

Summary
Dismissal

Dismissal

Disciplinary Action for Other Misconduct- Any misconduct not specifically covered in
the code will be dealt with according to the seriousness of the offence. The disciplinary
action prescribed by the code may be deviated from where justified by the particular
circumstances of the case. Accordingly, such action may be more severe than the
prescribed guideline where aggravating circumstances exist, or less severe where
mitigating circumstances exist.

“Dismissal” and “Summary Dismissal” referred to in the above Code are always subject
to a proper Disciplinary Enquiry being conducted in accordance with this policy.

EMPLOYEE REFERENCE CHECKING

Giving References: Should a company or employment agency contact us to request a
verbal or written reference check on an ex-Employee, these requests are to be directed
to the Practice Manager.

Taking References: It is the Employer’s policy that all applicants for a job provide the
interviewer with the names of persons/companies who are able to give references on
the potential applicant. Reference checks on all applicants applying to join the
Employer.
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10. GRIEVANCE POLICY AND PROCEDURE

10.1 Objective- The Employer recognises that employees will, from time to time, have
differences and, to maintain harmony in the workplace, the following grievance
handling procedure is established.

10.1.1 Stage 1: Verbal Resolution- A complainant shall first raise the grievance
verbally with their immediate superior and may be accompanied by another
employee. The Employee should approach the superior at a time convenient
to both, free from interruptions and with the objective of an amicable solution.
Where the respondent is their superior, the Employee has a right to bypass that
superior and take up the matter with the manager to whom the superior reports.
If the superior cannot resolve the grievance within 10 (ten) working days or, at
any stage agrees, the Employee may use stage 2 of this Procedure.

10.1.2 Stage 2: Formal Grievance- The complainant shall lodge a complaint in writing
by completing and lodging the Grievance Form. If the Manager cannot resolve
the grievance within 7 (seven) working days, or if the Manager agrees, the
grievance may proceed to Stage 3.

10.1.3 Stage 3: Grievance Hearing- The formal grievance shall be presented to a
Director who shall attempt to resolve the dispute. In the absence of an amicable
resolution the Director shall complete the Notice of Grievance Hearing listing
all involved parties. This includes, but is not limited to: Complainant,
Respondent, Immediate superior, Manager, Witnesses.

The Notice of Grievance Hearing shall be delivered to those parties listed and
give notice of 2 (two) working days of the intended Hearing.

The Chairperson of the enquiry shall, after hearing all evidence presented,
make a ruling. This shall be done in writing and delivered to the Complainant
and Respondent. His decision shall be final.

Acknowledgment by the Employee:

| have read and understood the contents and requirements of the above HR Policy. | have
received a copy of the policy and agree to abide by the policy guidelines as a condition of my
employment and my continued employment at JKX.

| understand that if | have questions at any time regarding the HR Policy, | will consult with my
manager.
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