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	DISCIPLINARY CODE



	OFFENCE
	FIRST OFFENCE
	SECOND OFFENCE
	THIRD OFFENCE
	FOURTH OFFENCE

	1 Intentional violation of safety rules
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	 2 Alcohol/drugs- use of or possession on company premises
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	3 Theft, fraud, unauthorised possession of company property
	Notification of disciplinary hearing
	
	
	

	4 Sabotage/deliberate misuse of company
	Notification of disciplinary hearing
	
	
	

	5 Assault threatened, attempted or actual
	Notification of disciplinary hearing
	
	
	

	6 Intimidation
	Notification of disciplinary hearing
	
	
	

	7 refusal to obey reasonable and lawful instruction
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	8 Unauthorised possession of dangerous weapons
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	9 Desertion(after company has exhausted all procedures for contacting the employee
	Notification of disciplinary hearing
	
	
	

	10 refusal to work or carry out duties
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	11 dereliction of duty
	Notification of disciplinary hearing
	
	
	

	12 Absenteeism without authorisation
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	13 Late coming, early departure, extended lunch/tea breaks
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	14 Leaving the workplace without permission
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	15 Leaving workstation unattended without permission
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing



	16 Sleeping on duty
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing



	17 Horseplay
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing

	18 Sexual harassment
	Notification of disciplinary hearing
	
	
	

	19 Poor work performance
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing



	20 Insubordination
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing



	21 Disrupting other employees work/duties
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing



	22 Negligence
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing



	23 Disrespect towards clients/customers
	Written warning
	Written warning
	Written warning
	Notification of disciplinary hearing




