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	1
	CATEGORY:
	VERY SERIOUS
	
	

	
	Seriously dishonest practices, which may include, but not limited to the following:

	
	1.1. Bribery and / or corruption 
1.2. False evidence and / or statements
1.3. Forgery 
1.4. Uttering or attempting to utter fraudulent and / or false statements
1.5. Falsifying details in written, verbal, and / or electronic format
1.6. Capturing fictitious details in written, verbal, and / or electronic format
1.7. Theft 
1.8. Unauthorised possession or misappropriation of property belonging to the Company, other employees, customers, suppliers or other persons and organisations. 
1.9. Removal of any item from the Company’s premises without the written permission of Management. 
1.10. Tampering with, possessing, or obtaining property belonging to the Company, other employees, customers, suppliers or other persons and organisations without authorisation. 
1.11. Assisting others to steal and / or concealing information of such acts and / or attempted acts from the Company. 
1.12. Concealing evidence of thefts and / or attempted thefts. 
1.13. Tampering with medical certificates. 
1.14. Fraudulent Timekeeping 
1.15. False recording of time on clock cards. 
1.16. Deliberately recording time on a clock card other than your own. 
1.17. False claims for overtime. 
1.18. Submitting false driver’s licenses or other false documents to the Company. 
1.19. Concealing of fraudulent acts from the Company. 
1.20. Failing to report knowledge of any bribe or inducement and / or attempted bribe and / or inducement. 
1.21. Using the Company’s time, resources, facilities, vehicles, materials, transport, labour, or equipment without authorisation or allowing such unauthorised usage to occur. 
1.22. Committing any dishonest or improper act away from the workplace whilst on duty.
1.23. Citing the Company in any legal action.
1.24. Involve the Company in the recovery/assumption of personal debt and / or any personal matter. 
1.25. Using unauthorised, pirated, or illegal software on any computer belonging to the Company. 
1.26. Fraudulent activities and / or transactions. 
1.27. Failing to report an accident or damage to property. 
1.28. Deliberately accessing of restricted work areas without authorisation or allowing such unauthorised access to occur.


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	
	

	
	
	

	2
	CATEGORY:
	VERY SERIOUS
	
	

	
	Involvement in any conflict-of-interest activities which may include, but not limited to the following:

	
	2.1. Pursuing other personal business interests, during working hours, during company time, and/or whilst utilising company resources which may infringe on company time, space, vehicle, or resources. 
2.2. Being involved, either directly or indirectly, with any similar business to that of the company. (This excludes shareholding in Listed company)
2.3. Using or disclosing any information obtained from Company sources which is not generally available to the public, for personal gain or for any reason other than that authorised for Company purposes.
2.4. Accepting money or any other gift (other than a token gift) for consideration to perform work or any favours to obtain business with the Company or for personal gain. 
2.5. Operating any money lending scheme, laundering scheme, or pyramid-type scheme without permission on company premises and/or during working hours. 
2.6. Gambling scheme, betting scheme, or running gambling scheme or betting schemes on company premises or during working hours. 


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	












	3
	CATEGORY:
	VERY SERIOUS
	
	

	
	Assault or Threat of Assault (Verbal or Physical)

	
	The unlawful and intentional application of force/violence, directly or indirectly, by a person to another; where the other person has reasonable ground for believing the existence of a present ability to carry out such attempt or threat. This includes an attempt or threat by act or gesture to apply such force and can include any form of threatening behaviour, defamation, slander, affront, public humiliation. 


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	
	
	

	
	

	4
	CATEGORY:
	VERY SERIOUS
	
	

	
	Damage to Namibia Logistics (Pty) Ltd, Mellets Transport (Pty) Ltd, Gentex 
Associates (Pty) Ltd, Namlog Lesotho (Pty) Ltd and / or Strategic Logistics (Pty) Ltd property or property of other employees, which may include, but not limited to the following:

	
	4.1. Negligently causing damage to the property of the company or 
        others. 
4.2. Tampering with, covering, altering, damaging, or losing company property, DriveCam, PDA scanner, computer hardware, and software or information systems. 


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	











	
	






	
	

	5
	CATEGORY:
	VERY SERIOUS
	
	

	
	Unauthorised possession and/or consumption of intoxicating liquor and/or habit-forming substances, or being under the influence, or offering of intoxicating liquor and/or habit-forming substances under any of the following circumstances: 

	
	5.1.  Whilst on Namibia Logistics (Pty) Ltd, Mellets Transport (Pty) Ltd, Gentex 
         Associates (Pty) Ltd, Namlog Lesotho (Pty) Ltd and / or Strategic Logistics (Pty) Ltd premises 
5.2.  During working hours 
5.3.  Whilst on duty 
5.4.  At a company function held on or off-site, during or after working hours whilst on    
         duty
5.5.  Driving a company vehicle
5.6.  Whilst on the Clients premises


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	

	
	
	
	

	6
	CATEGORY:
	VERY SERIOUS
	
	

	
	Brings the Company into disrepute, on the company’s premises, client’s premises and/or outside the working environment. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	











	7
	CATEGORY:
	VERY SERIOUS
	
	

	
	Bringing and / or using a dangerous weapon on Namibia Logistics (Pty) Ltd, Mellets Transport (Pty) Ltd, Gentex Associates (Pty) Ltd, Namlog Lesotho (Pty) Ltd and / or Strategic Logistics (Pty) Ltd premises, other company’s premises, client’s premises or at a company function held off-site. 

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	

	
	
	
	

	8
	CATEGORY:
	VERY SERIOUS
	
	

	
	Gross / Carelessness or negligence in conducting day to day work to the extent of causing damage to Namibia Logistics (Pty) Ltd, Mellets Transport (Pty) Ltd, Gentex Associates (Pty) Ltd, Namlog Lesotho (Pty) Ltd and / or Strategic Logistics (Pty) Ltd premises and / or Dereliction of Duty, which may include, but not limited to the following:

	
	5. 
6. 
7. 
8. 
8.1. Driving any vehicle without authorisation. 
8.2. Driving a vehicle negligently or recklessly. 
8.3. Tampering with security/safety equipment and thereby exposing employees and the Company to risk. 
8.4. Failure to comply with a duty to perform a task or job function in terms of allocated tasks and or your job description and or general and recurring duties assigned to the employee.


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	















	
	
	
	

	9
	CATEGORY:
	VERY SERIOUS
	
	

	
	Unauthorized and / or deliberate and / or un-communicated absence from work

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	· Absent for 1-2 days – Written Warning


· Absent for 3 days – Final Written Warning


· Absent for 4 days or longer – Summary Dismissal
	· Absent for 1-2 days – Final Written Warning

· Absent for 3 days – Summary Dismissal

	· Absent for 1-2 days – Summary Dismissal

	

	

	
	
	
	

	10
	CATEGORY:
	VERY SERIOUS
	
	

	
	Disclosing confidential company information to outside parties and/or fellow employees. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	












	11
	CATEGORY:
	VERY SERIOUS
	
	

	
	Loading and transporting of unauthorised passengers in any company vehicle

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	




	12
	CATEGORY:
	VERY SERIOUS
	
	

	
	Intimidation or inciting employees to violence of any form. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	

















	

	
	
	

	13
	CATEGORY:
	VERY SERIOUS
	
	

	
	Breach of company copyright in any form and/or dealing in counterfeit material which may include, but not limited to the following:

	
	13.1.  Employees may not copy, download, or disseminate any company 
           information unless for specific business purposes and with written consent 
           or authorisation from their manager. 
13.2.  Employees on the company's e-mail/Internet system may not transmit 
           copyrighted materials belonging to entities other than this company. All 
           employees obtaining access to other companies' or individuals' materials 
           must respect all copyrights and may not copy, retrieve, modify or forward 
           copyrighted materials, except with permission, or as a single copy for 
           reference only. Failure to observe copyright or license agreements will 
           constitute a breach of this code. 


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	



	14
	CATEGORY:
	VERY SERIOUS
	
	

	
	Sexual Harassment of Unwelcome physical, verbal, or non-verbal conduct which may include, but not limited to the following:

	
	14.1.  Non-verbal forms of sexual harassment include unwelcome gestures, indecent 
   exposure, and the unwelcome display of sexually explicit pictures and objects.
14.2.  Physical conduct of a sexual nature includes all unwanted physical contact
14.3.  Verbal forms of sexual harassment include unwelcome innuendoes, suggestions 
  and hints, sexual advances, comments with sexual overtones, sex-related jokes or   
  insults or unwelcome graphic comments about a person's body made in their presence   
  or directed toward them, unwelcome and inappropriate enquiries about a person's sex 
  life, and unwelcome whistling directed at a person or group of persons.


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	


	




	

	
	

	15
	CATEGORY:
	VERY SERIOUS
	
	

	
	Riotous Behaviour which may include, but not limited to the following:

	
	Wanton, dissolute, marked by excessive revelry, noisy, tumultuous, unrestrained, characterized or marked by rioting or disturbance of the peace, taking part in, or inciting a riot or tumult, turbulent behaviour.

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	




	16
	CATEGORY:
	VERY SERIOUS
	
	

	
	Sabotage.

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	

	
	
	
	

	17
	CATEGORY:
	VERY SERIOUS
	
	

	
	Acts in contravention of the law of the land which has a direct and / or indirect impact on the business, clients, or its employees.

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	





	18
	CATEGORY:
	VERY SERIOUS
	
	

	
	Sexual solicitation and/or performing sexual acts, which may include, but not limited to the following: 

	
	18.1.   Whilst on Namibia Logistics (Pty) Ltd, Mellets Transport (Pty) Ltd, Gentex 
           Associates (Pty) Ltd, Namlog Lesotho (Pty) Ltd and / or Strategic Logistics (Pty) Ltd  
           premises 
18.2.  During working hours 
18.3.  Whilst on duty 
18.4.  At a company function held on or off-site, during or after working hours whilst on 
         duty
18.5.  In a company vehicle
18.6.  Whilst on the Clients premises


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	

	
	
	
	

	19
	CATEGORY:
	VERY SERIOUS
	
	

	
	Discrimination: Performing any act – verbal, written, electronically or by gesture that is discriminatory and includes possible hate speech in terms of any of the following:

	
	Race, gender, pregnancy, marital status, family responsibility, ethnic social origin, colour, sexual orientation, age, disability, religion, HIV status, conscience, belief, political opinion, culture, language, birth and/or any act in contravention of the laws of the land. 


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
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	20
	CATEGORY:
	VERY SERIOUS
	
	

	
	Gross / Insolence and or disrespectful behaviour which could include but is not limited to highly offensive behaviour towards a client or staff member (including a member of management); insulting, aggressive, repulsive, rude, obnoxious, refusing to help, etc. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	

	

	
	
	
	

	21
	CATEGORY:
	VERY SERIOUS
	
	

	
	Gross / Insubordination, which could include but is not limited to refusal to work, refusal to carry out or failing to obey an authorized instruction in respect of normal work practice (not involving abnormal physical risk and also not in conflict with any other instruction given). 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	




	22
	CATEGORY:
	VERY SERIOUS
	
	

	
	Incitement against the company (negatively stirring); i.e., spreading malicious rumours / unfounded, damaging allegations and remarks. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	






	23
	CATEGORY:
	VERY SERIOUS
	
	

	
	Violence of any form, i.e., physical fighting, under any of the following circumstances: 

	
	23.1.   Whilst on Namibia Logistics (Pty) Ltd, Mellets Transport (Pty) Ltd, Gentex 
           Associates (Pty) Ltd, Namlog Lesotho (Pty) Ltd and / or Strategic Logistics (Pty) Ltd 
           premises
23.2.  During working hours 
23.3.  Whilst on duty 
23.4.  At a company function held on or off-site, during or after working hours whilst 
           on duty
23.5.  In a company vehicle
23.6.  Whilst on the Clients premises 

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	



	24
	CATEGORY:
	VERY SERIOUS
	
	

	
	Failing to comply with safety rules, regulations, or requirements.

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	



	25
	CATEGORY:
	VERY SERIOUS
	
	

	
	Deliberate deviating off-route and Unauthorised Stops

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	



	26
	CATEGORY:
	VERY SERIOUS
	
	

	
	Unprotected strike action

	
	Refers to employees partaking in strike action as defined by the law of the land but which is regarded as unprotected in terms of the Act.



	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	




	27
	CATEGORY:
	VERY SERIOUS
	
	

	
	Contravention of a client’s cardinal rule (Site Specific Rules)

	
	Failure to adhere to site specific rules and comply with the safety rules imposed by the client and/or site. Transgression of any client specific and/or site-specific rules. Each employee must ensure that they are aware of these rules and that they adhere to these rules. Also see point 6 of Code of Conduct.


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Summary Dismissal
	
	
	




	28
	CATEGORY:
	SERIOUS
	
	

	
	Deliberate Misuse of company property. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	





	29
	CATEGORY:
	SERIOUS
	
	

	
	Non-compliance with company and/or departmental standards and procedures which could lead to potential harm to the company, which may include, but not limited to the following:

	
	24. 
25. 
29.1. Leaving the vehicle unsecured and the engine running resulting in damage.
29.2. Failing to obtain signature for product delivery or failure to notify the 
 management team thereof.
29.3. Failing to complete vehicle checklist
29.4. Failure to wear protective clothing or equipment.
29.5. Not adhering to Standard Operating Procedures
29.6. Non-disclosure of gifts received as per gift policy
29.7. Breach of internet and electronic communication policy which may include, but not limited to the following:
29.7.1. Accessing of inappropriate sites 
29.7.2. Storage and/or retrieval and/or accessing of inappropriate, non –work related content. 
29.7.3. Any usage of computer facilities for purposes other than that intended for work related business. 

	ORDER OF OFFENCE:
	 1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	




	30
	CATEGORY:
	SERIOUS
	
	

	
	Smoking in a “No Smoking” area.

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	







	31
	CATEGORY:
	SERIOUS
	
	

	
	Unsatisfactory Client Service which may include, but not limited to the following:

	
	31.1. Failure to offer assistance to a client
31.2. Failure to return calls or process requests to clients when promised to do so
31.3. Relaying of incorrect information to clients.

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	




	32
	CATEGORY:
	SERIOUS
	
	

	
	Sleeping during office hours. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	

	

	
	
	
	

	
33
	CATEGORY:
	SERIOUS
	
	

	
	Negligence or carelessness in conducting day to day work which could include, but is not limited to the following: 

	
	33.1. Failing to report technical problems with equipment at the expense of 
           delivering service to clients, i.e. 
i.  Faulty telephone equipment 
ii. Computers or any other equipment 
33.2.  General Negligence in Work Performance 

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	

	
	

	
	
	

	34
	CATEGORY:
	SERIOUS
	
	

	
	Conduct unbecoming of a manager, which may include, but not limited to abuse managerial status and powers

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	

	
	
	

	35
	CATEGORY:
	SERIOUS
	
	

	
	Refusing to work overtime

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	

	

	
	
	
	

	
	CATEGORY:
	SERIOUS
	
	

	36
	Accidental misuse of clock card other than your own

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Final Written Warning
	Summary Dismissal
	
	

	


	
	
	
	

	37
	CATEGORY:
	SERIOUS
	
	

	
	Abuse of Annual or Sick leave, which may include, but not limited to the following:

	
	37.1. Absence from work without permission 
37.2. Not following the correct procedure of contacting Supervisor/Manager 
          when absent. 


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Written Warning
	Final Written Warning
	Summary Dismissal
	




	38
	CATEGORY:
	SERIOUS
	
	

	
	Using vulgar, abusive, or offensive language in any form (including electronic) on company premises or at a company function held off-site. 

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Written Warning
	Final Written Warning
	Summary Dismissal
	




	39
	CATEGORY:
	SERIOUS
	
	

	
	Engaging in personal activities during work time to the extent that it negatively influences work performance 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Written Warning
	Final Written Warning
	Summary Dismissal
	






	40
	CATEGORY:
	SERIOUS
	
	

	
	Misuse of telephone (extended personal calls / high personal telephone accounts).

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Written Warning
	Final Written Warning
	Summary Dismissal
	




	41
	CATEGORY:
	LESS SERIOUS
	
	

	
	Reporting late and / or starting late for work.

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Verbal Warning
	Written Warning
	Final Written Warning
	Summary Dismissal




	42
	CATEGORY:
	LESS SERIOUS
	
	

	
	Leaving work early without permission. 

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Verbal Warning
	Written Warning
	Final Written Warning
	Summary Dismissal

	


	



	
	
	

	43
	CATEGORY:
	LESS SERIOUS
	
	

	
	Extended or unauthorized breaks, Unaccountability of whereabouts and unauthorized absence from the workplace during working hours. 

	
	

	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Verbal Warning
	Written Warning
	Final Written Warning
	Summary Dismissal



	44
	CATEGORY:
	LESS SERIOUS
	
	

	
	Disruption of work activities, distracting fellow employees and preventing other employees from executing their duties. 

	
	


	ORDER OF OFFENCE:
	1st OFFENCE
	2nd OFFENCE
	3rd OFFENCE
	4th OFFENCE

	MAXIMUM PENALTY:
	Verbal Warning
	Written Warning
	Final Written Warning
	Summary Dismissal



	45
	CATEGORY:
	POOR PERFORMANCE
	
	

	
	UNSATISFACTORY WORK PERFORMANCE when measured against well-communicated required / set key measurement factors. 

	
	I. Counselling should be conducted in the first instance, informing employee of the possibility of entering a Poor Performance Management Process should the performance not improve at the end of the following measurement period (usually a month, but minimum 2 weeks). 
II. A Poor Performance Management Process should be done with sufficient training, counselling, and guidance. 
III. Should be discontinued (or suspended) when significant improvement occurs or required performance standards are met.
IV. Improved performance should be maintained for a period of 6 months, failure of which will cause the performance management procedure to continue where it left off.




