SCHEDULE OF OFFENCES AND POSSIBLE PENALTIES - DISCIPLINARY CODE

	Nature of Offence
	First Offence
	Second Offence
	Third Offence
	Fourth Offence

	1.
Very serious
Being under the influence of liquor, narcotics or any other intoxicating substance

Use or display of dangerous weapons in the work place

Grossly offensive (aanvallend) and abusive (beledigend) behaviour

Gross dereliction (pligversuiming –doelbewus gedoen) of duty

Gross negligence (growwe nalatigheid)
Unauthorized and/or uncommunicated absence from work for a period of more than 5 working days

Conviction by Court of any criminal offence involving fraud or dishonesty or of such a nature that the Employer may, in it's sole discretion, construe such action as being damaging to the Employer's good name and integrity

Gross misconduct (growwe wangedrag) contrary to the fiduciary (vertrouensplig) duty that the Employee owes the Employer eg. theft, dishonesty

A serious breach of any of the terms or conditions of the employment contract

Assault (aanrand/ te lyf gaan of slegs die uitspreek daarvan ook) on another Employee or Employer

Refusal to carry out an authorized instruction in respect of normal work practice not involving abnormal physical risk and also not in conflict with any other instruction received.

Loss of income, monies or contracts by the Employer, due to the conduct of the Employee

Intimidation of other Employees

Damage to the property of the Employer

Gross Insubordination (Ongehoorsaamheid / verset)

Gross Insolence (disrespect, rudness, cheeky)

	Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal
	
	
	

	2. Serious

Unauthorized absence for longer than 2 days without a reasonable excuse or doctor's certificate

Sleeping during working hours
Dangerous 'horseplay'* (grappe maak / ruwe spel)
Failure to comply with fire, health and/or safety regulations

Using liquor, narcotics or other intoxicating substances during working hours or at the work place

Being in possession of liquor or dangerous weapons in the work place

A less serious breach of any of the terms or conditions of the employment contract

Incitement (aansporing / aanhitsing) to embark on an unprotected strike

Leaving the workplace without permission

Illegal and unauthorised visitors in the workplace

Reporting late for work

Facilitation and/or falsification (vervalsing) of company records

Abuse or unauthorised use and possession of company property

Breaches of safety regulations
Misconduct in bringing the company’s name in disrepute related to the spreading of false information in the workplace

	Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning
Final Written Warning
	Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal

Dismissal
	
	

	3.
Other
Incompetence (incapacity-onbekwaamheid) (failure to maintain set work standards)

Wastage of stationery or other office material

Dishonest entries in the attendance registry

Swearing and/or abusive language

Habitual absence of 1 to 2 days without a reasonable excuse or producing a doctor's certificate for occasions exceeding twice in any 8-week period

Loss of company property


	Written warning

Written warning

Written warning

Written warning

Written warning

Written warning
	Final written warning

Final written warning

Final written warning

Final written warning

Final written warning

Final written warning


	Dismissal

Dismissal

Demotion where applicable

Demotion where applicable

Demotion where applicable

Demotion where applicable
	Dismissal

Dismissal

Dismissal

Dismissal

	4.
Minor
Low productivity, unsatisfactory work performance (incapacity-onbekwaamheid)
Loafing

Lack of punctuality (habitual late-coming)
	Verbal warning

Verbal warning

Verbal warning


	Written warning

Written warning

Written warning
	Final written warning

Final written warning

Final written warning
	Dismissal

Dismissal

Dismissal




