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Employee Handbook - Company Pty Ltd

EMPLOYEE HANDBOOK

PART I - PRELIMINARY INDUCTION PROCEDURE FOR NEW STAFF
MEMBERS

Company Pty Ltd (“the Company”) reserves the right to change, modify any of

the provisions of this Handbook.

»
45}
ish you e@uccess

very empl@ contributes

ake pride in g éacaember of

&
N\ &

This Employee Handbook describes so ougl@kpectations ofour enﬂloyees and outlines

Introduction

On behalf of the Company and your colleagues, we welc
during your employment with us. We believe
directly to our growth and success. We hope tha

our team.

our policies and procedures. loyees to.‘@crgfu view and familiarise

ask al
themselves with this qu t will ans your questions concerning

If you have an i t'anything in @‘Engwees Handbook, please speak with our
HR Manager.
Q‘i

rience hergtwi ii be éhg\lengmg, enjoyable and rewarding.

We e th

HR Manager.

Company Pty Ltd
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EMPLOYEE COMMITMENT FORM

I understand that this Employee Handbook describes important information about the policies
and procedures of the Company. I will read it carefully and refer to it during the course of

my employment.

I acknowledge that I should consult with the HR Manager regarding afi§ questions I may

have regarding this Employee Handbook.

I appreciate that the information described in this Employee dbook is subject to change

1 s by inteik@e
Q'E_n

is my resp<@<(ﬂ/ity to read

d with all re¥g 'onéaﬂzpt may be

from time to time and that those changes will be communic

memos.

I have received this Employee Handbook and I
and comply with the policies and procedures conta
made to it. I understand that my c ¢ policies pr res in this

Employee Handbook is an essential t loyment. Q{} QQ--

[Sign here]

[Employ
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PART II - GENERAL INFORMATION
1. OUR COMPANY AND ITS BUSINESS
1.1. Our Company Provides the Installation of air-conditioning unites.

1.2. We believe our experience in the industry enables us to offer a high standard of

customer service to our customers.

1.3. As in any organisation, the people who work together make a company what it is. We

pride ourselves in selecting people with a unique blend of s staff possess

backgrounds in education and customer service.

1.4. Our Company is dedicated to providing the highes sl er servi&@ d

training to all our clients

2. YOUR EMPLOYMENT AND THIS HA?

S
&
2

2.1. The terms and conditions of your emplo e Compar%ﬁ?seegmt in your
X &
A
mplefiees with a g‘ﬁb%ral ﬁggrstanding of our
] Handbo@nt@gnformation that you

y and the s dsapelicies and procedures that

contract of employment.

2.2. This Employee Handbook provi
Company’s policies and
may need to assist
apply in the day t nduct 0f our busiﬂgs. &Ver the Employee Handbook

cannot anticipa tion or answerev ryq\ﬁétion regarding your employment.

3. INING Y ﬁ'{:‘s\
> O
i for Empl@flt @“provided us with details of your experience

3 e have @d og(,the complete truth of what you have told us in
ur suitabi@ﬁr th& sition with our Company and in deciding to employ

that posit@) F@%yees must promptly provide the Company with any
information t@%ncems the Employee being unable to perform the Employee’s full

range of (@

3.2. If you believe there is a course or training program that will enhance your ability to
perform your work, then we invite you to discuss this with your supervisor. We are
committed to ensuring that all our employees are well trained to perform their work. If

we can assist you with any further training, please speak with us.
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3.3. Our Company does not undertake to pay your fees with respect to a training course or
program that you undertake whilst employed with the Company. However, the
Company may in some circumstances agree to pay or contribute towards such fees.

Accordingly, you should discuss with us any courses you are planning to do.

3.4. From time to time you may be expected to undertake training at the request of the

Company to develop your skills and expertise in your position with qur Company.

4. EMPLOYEE RELATIONS

4.1. If you have concerns about the workplace, we encourage,_you to voic e concerns

openly and directly with management. This facilitate ication and aVQSS
many unnecessary problems. Our workplace poli valued ernﬂl%'ee
have a concern about any matter, then managemen concern. ay not

want to heaﬁsﬁlat you have
to say and will carefully consider it in a po © Any workpla@msp must be
resolved in accordance with our Diptite SettlementProcedure ;{Q&ft iréﬁs Handbook.

5. EMPLOYEE’S DUTIES AND

NSIBILITIES Q‘.‘\ QQQ

$
loymen‘a:) @E%r@then your duties and

5.1. If you have entered in written

responsibilities are

the date the E

t . Each E ee’ ployment will commence
pts the Company,. fer‘%&mployment or such other date
as the Employ ompany ex ly ag‘i%%\in writing as the commencement

date.
52. Ina th pany’s O@\\ﬁf yment, the Employee is representing to the
mp e Employ{égan ﬁ%&ently, competently and properly carry out those

at the Em&e hassérthe skills and experience to do so.
5.3. ployee m%%m@%ﬂ reasonable lawful instructions given to the Employee
to the highest@y of the Employee’s skill, competence and training. The Employee

must effi 'Qﬁy and satisfactorily comply with all reasonable lawful requests made by
the Company.

5.4. The Employee is required to obey all reasonable lawful directions given to the
Employee by the Company in the course of the Employee’s employment and the
Employee must carry out all duties and responsibilities required of the Employee to the

satisfaction of the Company. The Employee may be asked to do work for a subsidiary
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of the Company or to take instructions from an agent of or contractor to the Company.
The Employee must in these circumstances carry out all reasonable lawful tasks

assigned to the Employee.

5.5. There may be occasions when the work required of the Employee is not work usually
done by a person holding the Employee’s position in the Company. Notwithstanding
this, the Employee is expected to carry out that work. The Employeg is not required to

take on any work that is dangerous or which requires particular traffling or experience

which the Employee does not have.

5.6. There may be additional responsibilities and duties req of the Employee in the

xpected tg}\@rry
>
&

course of the Employee’s employment which the Em

out.
6. FULL-TIME EMPLOYEES

6.1. Full-time employees are permanent employ

&
not have %&I %éﬂoationary
ng more than 45 hours pef\‘\;éekgf.l

CD:? QQQ‘
e@ye@@ permanent employees

who do not have a8 ary statué‘zQ%rt%&mf"""r employees are engaged to

ime employees. re however all of the entitlements

status and who are scheduled to
7. PART-TIME EMPLOYEES

7.1.  We employ some part-ti

roportionalq;a%is.

IR
N O
Weesc B

casual emp %asual employees are employees who are not

8. CASLALE
8.1. We
erman Casual em;%@s a'@?hort term and work irregular and uncertain hours.
8.2. Casu
and tull

e

mployees a t Q@ed to a range of benefits normally afforded to part time
time en@%ees sgch as holiday leave or personal sick leave unless they work
more than &@Jrs in an average month. Casuals are therefore paid a loading in lieu of

such benefits.
9. CONTRACTORS

9.1. We engage some independent contractors and consultants for specific tasks.
Contractors are not employees. Contractors are independent business entities that are

engaged to provide specific services on a project by project basis to the Company.
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9.2. All contractors render to our Company tax invoices that comply with VAT
requirements. We expect them to do this promptly on completion of any project. If a
tax invoice is given to you by a contractor you should ensure that it is promptly passed

on to your supervisor.

9.3. Contractors are responsible for their own insurance, and entitlement payments with

respect to themselves, their employees or subcontractors.

9.4. All contractors usually provide all their own equipment, materialsand8upplies.

10. PAYMENT OF WAGES

S

urt, provided £o, you in

10.1. All employees are paid monthly each 15th of each mo

10.2. Your pay will be electronically deposited into y
cheque form or given in cash. You should }
account details and filled out an EmployeeiBa nt nformatlo m It is your

responsibility to make sure the detai S correct. & ;@ to change

10.3. i i deductlonscsrom guery employee’s pay.

10.4. The Employee yvidedgwith a pa Q‘?f 1n@1ng details of payment and

ce must review _ﬁacc'(&
pany’s Pay- @fﬁe@g
11. EM ACT NUB@E[@

f‘&m emergency is provided below:

deductions. of the pay slips and report any

discrepa

gency — 10111
QQ" City Central Police Station — 911
FIRE: Emergency — 107

Local Fire Station at 1 Angus Close Cape Town 2000 - 911
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PART III - POLICIES
12. EMPLOYEE MOVEMENTS POLICY

12.1. When leaving the workplace for any period of time during work hours you are required

to inform the Company as to your whereabouts and your intended time of return.

12.2. You are also requested to leave your mobile on at all times while you are absent so that

we can contact you if the need to do so arises. This enables the fdcilitation of clear

communication between staff and the passing on of messages.

cotief image t}@e

QE:’

13.2. You are required to wear professional b ti ilst you ar work. For

13. PRESENTATION AND DRESS POLICY

13.1. Dress and grooming standards are a very importan

Company presents to its customers and to visitors.

example, business suits (such as pants, dré suits), shirts@tiegﬁhould be

& &

re rgquired to tie @atl&c Kitchen staff
= x>.~
clothing @ﬁs %Qp which looks smart and is

Q,
14. CUSTO LICY "3\
: Q'-

worn.

13.3. If you have shoulder length ha

must always wear a hair

13.4. It is your responsibij

of an appropria

14.1. The succes pany depe@.l cgr customers being impressed and happy

d serv1ces@i)1@s must aim to ensure:

customer h&b co@m‘[ it is dealt with courteously; and

if any cust(@@needs urgent service, for whatever reason, we do all we can to meet

(©)

the cust@s requirements within their time frame, not ours.
15. DISCRIMINATION AND HARASSMENT POLICY

15.1. We are committed to providing a workplace culture and environment that is free of

discrimination and harassment.

(a) Discrimination
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Discrimination may be any selection, exclusion or preference made on the basis of an
individual’s sex, race, transgender, sexuality, ethnicity, age, religion, disability
(including physical, intellectual, psychiatric, sensory, neurological or learning),
marital status, pregnancy, carer’s responsibilities, political affiliation or beliefs and
membership of an organisation or association (such as a trade union). Discrimination

may be either overt and direct, or subtle and indirect.

(b) Harassment

Harassment is any form of behaviour that is not wanted and not for and that

either humiliates, offends or intimidates a person.

»
ar. en e grounds'qu an

individual’s sex, race, transgender, sexuali e, religio&gﬁsability

0 ogical or I@ng), marital
hl afﬁliatior@ cl;%iefs and

ciation (SUCH's a trade u{n&% (j(l

15.2. Legislation generally prohibits discrimination a

(including physical, intellectual, psychiatri

status, pregnancy, carer’s responsibilitit

membership of an organisation or

QO
15.3. Discrimination and/or harassme e fi of actions@nal words including
jokes is not tolerated by Compan é‘b ,é‘b
SR
15.4. If you become aw at is poss@ is@ﬂnatory or could amount to

unlawful harassme ould advise you Vi ho will handle the matter in a
ial

timely and con er in accor@ce wim Dispute Settlement Procedure.

15.5. If a custom of or other er‘rggg;eégages in any behaviour that you regard as
disc arassment a unwelcome sexual advance or offensive

stur should i@edia&’&report this incident to your supervisor.
POLICS\S@'O -::T:@

O O
16.1. ompany i@zmit to providing a workplace culture and environment that is

free of bully@*Bullymg is not tolerated by our Company in the workplace.

16.2. Bullying"'o%curs where an employee uses strength, power or position to intimidate,
oppress or persecute other employees by fear. Examples of bullying behaviour include
unfair and excessive criticism, publicly insulting others, ignoring the point of view of
other employees, constantly changing or setting unrealistic work targets and

undervaluing their efforts at work.
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16.3. Any employee who becomes aware of possible bullying should promptly advise their
supervisor who will handle the matter in a timely and confidential manner in

accordance with the Dispute Settlement Procedure.
17. OCCUPATIONAL HEALTH & SAFETY (OH&S) POLICY

17.1. We take our obligations under the Occupational Health and Safety seriously so that we

can provide a safe and healthy work environment for employees, comfractors, customers

and visitors.

17.2. The OH&S Committee meets regularly. Employees are invi i r provide a

Committee
| a9
17.3. If you become aware of any circumstance @ d give rl\s?‘% risk of
injury or illness to any person then you sh

notify yo &3 pervisor, fill

q‘sf«,

0 an injury or 1llne{§\ co ve resulted in

17.4. If there is an accident that does

employees Qo gresent immediately

ment settl@ut @ appened in a Hazard
NN
Q“’ Q

you are expecte 0 with all OH&S procedures and

an injury or illness then it is impo
inform their supervisor a 1l out a

Report Form.

17.5. In all workpl
espeet to safety. @ﬁns 'q‘\1res you to wear protective clothing

reear plugs/mu‘és or. masks or protective goggles then you
ne has any N@lﬁrlty‘b@!::gxempt you from this compliance.

restricted are ere Q:}ly authorised personnel are permitted then you are

d to enter @e %&unless expressly authorised by the appropriate officer

supervisor Q"
p QG q

or a helme

17.7. If you see @"person or employee not complying with any OH&S procedures or
requiremekg then you must immediately report this to your supervisor. You will
appreciate that this is a fundamental matter of workplace safety. All such reports will be

treated confidentially.

17.8. If you see any machinery being improperly used or being used without safety guards
(when these are required) or observe any machinery to be damaged or defective or in

need of repair or service then you must immediately report this to your supervisor. You
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will appreciate that this is also a fundamental matter of workplace safety. All such

reports will be treated confidentially.
18. NO SMOKING POLICY

18.1. In keeping with our policy of promoting a safe and healthy working environment,

smoking is prohibited in the workplace.

18.2. No designated smoking areas have been provided at the workplacef@nd employees are

not allowed smoking breaks whilst working. If you wish to s you may do so

outdoors during your meal break.

S

s¢ in the w ﬂjlace 1s

19. ALCOHOL AND DRUG POLICY

19.1. As part of our OH&S policy, alcohol consump

strictly prohibited. You must not come tog¥e ed or under t uence of
drugs. If you have a drug and/or alcohol could cause Q%fry % yourself
and others and you could damage y ntal healt 4(:2‘ Qﬁ.‘}
)
19.2. An employee who appears to b d ay be:

i

ffected argﬁhe/ oes so acknowledge,
: . N :
yee a writ arn@not to attend work whilst

PR
of drugs @ ay@mre the employee leave the
Q&
acknowledg&ﬁ'rat hsﬁ?e
articipate in an alcohol or drug test. If the

may be @&e@

ecs and is fouid to h&htoxica‘ted or under the influence of drugs, the

(a) requested to acknowled
then the Company
intoxicated or und

premises;

(b) if the em is intoxicated or under the influence

will be coun@d 'Qgéccordance with the Counselling Procedure (see
esolutions on@t is Employee Handbook) and may be issued with a

&

(¢) 1if the emp refuses to participate in an alcohol or drug test, the employee will be

warning; Qﬁg

counselle‘c%to participate. If the employee continues to refuse to participate without a
legitimate cause the employee will be deemed unfit and may be given a warning or in

serious cases dismissed for misconduct.

19.3. If you have a drug or alcohol problem, you are invited to seek counselling from

management to facilitate treatment and rehabilitation.
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20. COMPUTER AND EMAIL POLICY

20.1. Computers, computer files, computer software and the email system are the property of

the Company and are intended to be used only for Company business.

20.2. The computer and email system must not be used in a manner that is disruptive or
offensive to others. It will be a breach of this policy to access, download or send

objectionable material including:-

(a) pornography, including child pornography. You should that accessing,

downloading or sending child pornography is a criminal offence;

(b) material involving the instructions or promotion of cri ..153
I Sexual condut;
o

O &

this policy you gﬁs‘tz\iqﬁmédiately inform

Qo R

G L
20.4. You must not download, am, junk or@ups because they may
‘T rses”. If &lﬁece@ﬁny pornographic, spam or
deleted immedia(@/ &%

(¢) material involving an offensive description of vio
(d) material involving sexually degrading acts;

(e) material that is defamatory.

20.3. If you see another employee

management.

contain viruses, w,

junk email, th

20.5. You are i entlonallg tm%gr sendmg viruses, worms or “Trojan
virus check prior %&?ﬂlng any emails from unknown sources.
20.6. i n@ for personal purposes will be tolerated

e@e a @ch of this policy), you must not do so excessively
te@awith your normal duties.

20.7. violate t@policayou may be terminated. You may also face immediate

dismissal (dg&ding upon the seriousness of your breach) for serious misconduct

20.8. If you use any computer for an unlawful purpose you may be reported to the police if a
crime is involved and any other appropriate authority and your employment with us

may be terminated on the grounds of misconduct.
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21. USE OF TELEPHONES POLICY

21.1. The phone system is intended for Company and business use only. Personal use of the
telephone system is prohibited/limited to Three (3) personal calls per day. Personal use
of the telephone system for interprovincial or international calls is strictly prohibited.

You should be aware that telephone calls may be monitored.

21.2. If you experience an abusive or aggressive caller then immediately g@ass the caller onto

your supervisor.

21.3. When taking calls for an employee who is not present, please advise t ller that the
employee is not able to take the call and record t € message S

provided. The message should be promptly passe to

22. CORPORATE COMPLIANCE POLICY

liance. If you&ome aware of
a fellow Wg;/e@ecutwe or

22.1. Our Company takes seriously all aspects offlegal co

any activity being conducted by a erson,

any person contracted to the C hich involves an f&g il or contrary to

rvisor 1mme%te ou will appreciate

and the G@pa&% 1 such reports will be
Y

ITY LEAVE, U D AVE AND SICK LEAVE

4

jbility Leave &ck [\ste was, is being or will be taken, the
the Employe;vto ﬁ‘abon as reasonably practicable, provide the

$~ &

of sick leav m%ﬁl certificate from a registered health practitioner

any law then you must report this
that this is in the interes 11 emplo

treated confidentia
23. FAMILY RE

23.1. Where F

icating that, in th ct1t r s opinion, the Employee was, is, or will be unfit for
ue to per: 1njuﬂ%; illness. Where it is not reasonably practicable to provide
a medical c@va‘[e a statutory declaration made by the Employee may be provided
indicatingkgt the Employee was, is or will be unfit for work due to personal injury or

illness.

(b) in the case of Family Responsibility Leave where care or support is required because of
personal illness or injury, a medical certificate from a registered health practitioner
indicating that, in the practitioner’s opinion, the Employee’s immediate family member

or household member had, has or will have a personal injury or illness. Where it is not
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reasonably practicable to provide a medical certificate, a statutory declaration made by
the Employee may be provided indicating that the Employee’s immediate family
member or household member had, has or will have a personal injury or illness and that

the Employee required leave to provide care or support.

This clause does not apply where the Employee cannot comply due to circumstances

beyond the Employee’s control.

23.2. The Employee is required to fill out an Application for Le for all Unpaid

Leave taken.

23.3. Unpaid Leave will not be paid out to the Employee up,

ination @f the Employ@bs
employment with the Company.

24. PARENTAL LEAVE POLICY

@‘3‘

eave or adoptlo&av%
Maternity Leave

24.2. An Employee is entitled to 4 onsegutive, unpald@t rq@‘lo_eave This may

commence
(a) atany time from fQV expected @f @@ unless

24.1. Parental leave means either maternity leave

(b) dical pI‘aCtltIOQQ ?&mfe certifies that it is necessary
calth or that of hg&ﬁh o@h

ork six @ the birth of her child unless a medical
dwife cert es that ﬁsﬁ 1s fit to do so.

243. N

ee who ha éﬁ e during the third trimester of pregnancy or bears a

child is ﬁ.‘ ed &Saatermty Leave for six weeks after the miscarriage or
stillbirth. Q."

24.5. All appli,g@ns for Maternity Leave must be given in writing to the HR Manager at
least 4 weeks before the Employee intents to commence Maternity Leave, unless the

Employee is unable to do so, and state the date on which the Employee intends to:
(a) commence Maternity Leave,
(b) return to work after Maternity Leave.

Paternity Leave
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24.6. Paternity leave is given when an Employee who is a full time Employee or who has
more than two years of continuous service on one or more temporary fixed term
contract, and is the father of a newly born child (or who has adopted a newly born
child) may be granted paternity leave on full pay for a maximum period of five working

days, subject to the following conditions:

(a) The Employee must notify his supervisor of his intended paternitygleave two months

before the expected birth of the child.

(b) If the Employee is not married to the mother of the child he will be ired to submit

e in which he is recorded
r and child_:@ﬂltil

corded as a leave.

s of leave,&% as part of

will be gran@ Gy
&

be,submitted to the HR ]\/fs&geb(.l
s &

O ‘_}Q)
ays paid Adoption Lﬁ%per@e following conditions;

Qv

(a) In the case of le8 mployee &ﬁ s@t documentary proof of the
fivation in supp(_)iﬁl’(ﬁij\
consider. anager. | &era%doption Leave is only granted at the

<)
a young bﬁ%}, c}'.\l-

in support of his application a Registration of Birth Certt
as the child's father and evidence that he will be suppo
such time as the birth certificate is submitted the 1

(¢) Should the Employee request an additiona

his annual vacation leave or as unpaid leave
(d) Applications for paternity leave
Adoption Leave

24.7. The Employee is entitled t

adoption and ication for Adoption Leave, for

the a

(b)

(c) he Employ@qu@u additional five working days of leave, either as part of

nnual Vacat@c?eave g as unpaid leave, his request will be granted.

(d) wations for adoption leave must be submitted to the HR Manager.
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PART IV - PROCEDURES
25. DISPUTE SETTLEMENT PROCEDURE

25.1. We have a Dispute Settlement Procedure that we believe is a fair and positive method
for dealing with complaints or disputes that may arise. Please note that if a relevant Act
provides a different dispute resolution procedure, that procedure will apply. Our

Company is committed to encouraging an open and frank atmospliere in which any

problem, complaint, suggestion or question receives a prompt a response from

Management.

25.2. The procedures for settling disputes about matters arjgi er the LContract betwgsn

solve the\@te at the

vel, eithe @e C@any or the

e dispute resolution, p ce an attempt to

E‘.‘r Q

ess is to ‘}on d by a person agreed
&

annot be reache_clh‘ Q/ é’Company or the Employee may

onciliati @ﬁﬂedx@\pn and Arbitration (CCMA) and both

partigs will rmation. *"\-' G:I-

the Company and the Employee are as follows:

(a) The Company and the Employee must gen

workplace level.

(b) If the dispute cannot be resolved atthe wo

Employee may elect to use a

resolve the matter.

(c) This alternative disp

between the Comp

(d)  Where such a
notify th

(e) Ifa crlbtqz}nformatlon was provided the Company and

still cannot a %‘G’ho is to conduct the alternative dispute resolution
efther party ap \':‘b have the process conducted by the CCMA.
6y} ¢ alternativ pute solution process is conducted, both the Company and the

Employee genuinely attempt to resolve the dispute during that process.

after this

(g) Unless the Employee has a reasonable concern about an imminent risk to his/her health
or safety, the Employee must continue to work in accordance with his/her contract of

employment whilst the dispute is being resolved.

(h) Whilst the dispute is being resolved the Employee must also comply with any

reasonable direction of the Company to perform other available work. In making this
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direction the Company must have regard to any applicable occupational health and

safety law and whether the work is appropriate for the Employee.
25.3. This Clause does not affect any right of a party to take court action to resolve a dispute.

25.4. All employees are expected to treat each other with mutual respect and courtesy. A
complaint or grievance about a work situation may be made by you or a group of

employees.

26. COUNSELLING PROCEDURE

concerned.

conduct th@e

expected of you and ensure that you underst ave wor ated

26.1. We have a Counselling Procedure which is designed to e
The objective of counselling is to communicate the w
problems or your work performance is co u will be

advised in writing and given the opportu ce with the

counselling procedure provided below:

Step 1

d are und %e presence of your
sellor. Y@ ay u wish have your own

Q@g&}@ﬁe disciplinary procedure.

The counselling sessions are conft

be documented in your personnel file

¢ opportunity to view and respond to the

%cumented and added to the file.

You wil Q{
our respm&eél\

@
1 demonstra&ﬁlﬂs

II:gtory performance or behaviour, you will be allowed
sufficient tlmfﬁ_Qemonstrate a willingness to improve (“the Improvement Period”).
If you ha @own an improvement in your performance, then no further counselling
will be required at this stage and no warnings will be issued. After 3 months your

performance will be reviewed by management.

Step 4

At the end of the Improvement Period, if the employer is of the opinion that you have

not displayed willingness to improve, a final warning will be issued to you.

Page 16 of 18



Employee Handbook - Company Pty Ltd

27. WORKPLACE INJURIES AND COMPENSATION PROCED

27.1. We maintain all proper insurance policies in respect t

217.

=\

Final Warning Notice

This notice will inform you in writing that if you do not immediately discontinue the
unsatisfactory conduct or behaviour, then disciplinary action may be taken as deemed
necessary by the Company as your employer. This can include dismissal. Our
Company will normally issue three (3) warning notices to you before dismissal.

However our Company will summarily dismiss you if you demgnstrate serious or

wilful misconduct.

any emploxgss

. The fol‘@ng

who suffer injury or illness in the course of their

Procedure for Dealing with Work Relate

Step 1

If you sustain a work related 1 Iness you should @prt i@'our supervisor

immediately.

Step 2
If you have sustain
Report Form 1

rvisor. (52\

ns and sorr:%hms 1@d the following steps must immediately be

S
P

the ac@@{"m ngﬁust inform your supervisor that you were a witness.

@ N
relatéd illness a r m u ou should complete an Injury

rovided by su 1 or. This Form must be filled out

mp_zﬁ\?“

You must complete and sign a Hazard Report Inform.

Step 3

You may be required to give a written statement detailing:
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"1 what you saw or heard,
1 the identity of any other persons who were present

Tl where you, and any other persons who were present, were standing when it happened,

and
1 adescription of the way in which the accident occurred.

28. FIRE EVACUATION PROCEDURE

28.1. In the event of a fire, a warning siren should sound and warn you o ed to use the

following Fire Evacuation Procedure:

Fire Evacuation Procedure

Step 1

Follow your Fire Warden’s direction and cQti

Step 2

&

&
Employees must immediately 1a the fire exits, @h @Qearly marked in

the workplace with a greem sign mar

Step 3

é’@f

Do not run or the exits becau %Jure yourself or others. Walk

calmly down t

e m
e
assist your erfa?lon from the premises.

kS

lease take to other employees who may require

Q

1n@se of fire is outside with your Fire Warden. You
medlately through the nearest exit. Fire fighting

nt is loca t Iqﬁé front of the office if you need to use the equipment to
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