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INTRODUCTION 

 

1. SCOPE OF MANUAL 

This is an operational guideline manual. The employer is not under any obligation whatsoever to 

observe all or any particular provisions and reserves the right to amend all or any provisions herein 

from time to time. Read this Manual alongside your Letter of Appointment, your Job Description and 

the General Obligations of All Employees. Your Letter of Appointment takes precedence over this 

Manual. However, the Manual takes precedence over hearsay. Feel free to contact the Deputy 

General Manager (DGM) for Operations with questions. 

2. GENERAL OBLIGATIONS APPLICABLE TO ALL EMPLOYEES 

1) Always act in the employer’s best interests and perform duties efficiently, diligently, honestly 

and carefully; 

  

2) Follow the employer’s rules, systems and procedures and carry out instructions given by 

superiors; 

 

3) Accept that the employee may change the employee’s duties or place of work anytime; 

 

4) Keep secret all information regarding the employer’s customers and operations; 

 

5) Study and follow the employer’s General Obligations of All Employees; 

 

6) Be courteous with the public. Do not act in a way that could harm the employer’s reputation and 

business; 

 

7) Do not engage in any business or work, directly or indirectly, that conflicts with the employer’s 

interests; 

 

8) Do not seek influence of anyone within or outside the SACCO to obtain favours or advantage 

over others.  

 

9) The employer or the employee may end the employment by giving written notice or paying 

salary in lieu of notice as per terms of service. 
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SECTION ONE 

FROM EMPLOYMENT TO PROBATION 

 

1.1 COMMITMENT TO EQUAL OPPORTUNITY 

The employer will try to provide equal opportunities to all irrespective of sex, race, creed, marital 

status, origin, and physical disabilities. The employer seeks to create an environment in which each 

employee feels valued. 

 The review of performance and qualifications will be key in appointing and promoting 

individuals.  

 The employer will strive to eliminate discrimination and biases in selection, promotion, 

performance assessments, pay, and learning opportunities.   

1.2 RECRUITMENT PROCESS 

The recruitment process should clarify the exact nature of the job and the skills and abilities required. 

Step 1: Determining Whether an Employee is needed.  When an employee leaves, the employee 

must assess whether a replacement is actually needed. A cost-effective approach should be adopted. 

A replacement or new hire must be justified by the current and immediate future workload.  

Step 2: Job Analysis and Job Description.  Before recruiting candidates, the department head 

should work with the General Manager (GM) and DGM for Operations to analyze the job and 

prepare a job description which should comprise the following: 

(i) Job title, department and job title of superior, to whom employee is accountable. 

(ii) Purpose of job - A brief general statement of the major objectives of the job. 

(iii) Duties - a list of all the tasks and responsibilities involved in the job. 

(iv) The qualifications and personal qualities that the job requires. 

(v) Physical details - hours of work; overtime and unusual hours. 

(vi) Salary and fringe benefits including incentives, pension schemes, and all benefits. 

Step 3: Recruitment. Vacancies will be filled with the best available people from within based on 

the job requirements. External recruitment will take place only if the job requirements are not met by 

an internal candidate. If recruiting externally, an advertisement will spell out the required 

qualification and experience. Only the GM, DGM’s, and relevant department head will recruit. No 

other department may do so.  
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1.3 SELECTION  

Step 1. Selecting the Most-Qualified Pool of Applicants. The shortlisting team includes: the GM 

or DGM for Operations; DGM for Finance or Senior Accountant; Internal Auditor; and Marketing 

Manager. This team shall match the job description with the applicants’  

 Relevant skills, knowledge, training and experience 

 Past performance 

 Physical and mental qualifications 

 Disciplinary and attendance record  

Step 2. Reference Checks Before anyone is hired, the DGM for Operations must receive and check 

referees. The information received should be treated confidentially.  

Step 3. Interviews Evaluation of short listed candidates must be based on same criteria. The exercise 

shall be conducted by the General Manager, Executive Committee, a representative from the 

Ministry of Cooperatives, and other stakeholder. Other senior managers may also be involved. The 

conclusions from the interviews will be presented to the full Management Committee.  

Step 4. Job Offer The DGM for Operations will offer the job after obtaining the GM’s approval.  

1.4 NEW EMPLOYEES 

First Day of Employment: New employees first report to the DGM for Operations and complete the 

necessary paperwork to result in an “employment package”. They must submit: a letter of offer, copy 

of current CV with at least 3 referees and relevant certificates, and 2 color passport-size photographs 

of self. The DGM for Operations will assist the new employee to go through this manual, the letter of 

appointment and the job description and sign for the same.  

Letter of Appointment: The General Manager is the only one who can sign the letter of 

employment. For new and promoted employees, the letter of appointment states the following: 

position, grade, department, reporting manager, hire date, remuneration, evaluation process and 

incentive scheme, working hours, all benefits, staff whom the employee is responsible for 

supervising, probation period and conditions, work plan and reporting obligations.  

Orientation: The DGM for Operations will provide the new employee with information on the 

employer including policies and procedures; the conditions of employment including benefits, 

probation, performance evaluation, and disciplinary rules; and trade union information. The DGM 

for Operations also will introduce the employee to the departments and superior. The superior 

introduces the new employee to specific regulations including work hours and gives the new 

employee a complete job description. The employee is given an opportunity to ask questions. New 

employees are provided with on-the-job training. 

1.5 PROBATION 

New and Promoted Employees: All new and promoted employees are subject to six months 

probation during which the employee or the employer may give a twenty-four hour notice of 

termination. The employee acknowledges probation by signing his or her Letter of Employment.    
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Performance Inadequacy: An employee whose performance is seriously deficient may be placed 

on probation if he or she is willing and able to improve. A letter placing him or her on probation is 

given to the employee. It specifies improvements needed and the probation period: six months for 

Managers and three months for Union employees. Salaries are not increased during probation. 

Probation Procedures: One month before probation ends, Management appraises the candidate’s 

performance. Employees who meet the requirements of the position are given a confirmation letter. 

Other employees may have their employment terminated, may be moved back to their former 

position, or may be placed on a Performance Improvement Program. In this last case, the probation 

period is extended and the department head appraises performance every month against specific 

objectives. 

1.6 ASSIGNMENT OF DUTY 

Persons who are closely related by blood, marriage or affinity - must not report to each other or to 

the same person.  
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SECTION TWO 

ATTENDANCE, ABSENTEEISM AND LEAVES 

 

2.1 WORK HOURS, OVERTIME AND HOLIDAYS 

Work Hours: The official SACCO work hours are Monday to Friday from 8.00 AM to 5.00 PM 

with a lunch break of one hour.  

Overtime: Permanent unionsable employees who are called upon to work additional, weekend or 

holiday hours must be paid for overtime or be given Compensatory Time Off in lieu of payment. 

This time off must be approved in writing by the department head and may only be granted at the 

convenience of the employer. Compensatory Time Off is cumulative, however overtime may be 

accumulated into leave. Special overtime monetary consideration may be done to Tea cash payments 

with approval from Headquarters.  

Holidays:  The employer observes all the Gazetted Public Holidays as follows:  

 New Year’s day January 1  

 Good Friday   April     

 Easter Monday   April    

 Labor Day   May 1    

 Madaraka Day June 1     

 Moi Day   October 10    

 Kenyatta Day October 20   

 Jamhuri Day December 12   

 Christmas Day   December 25    

 Boxing Day   December 26    

 Idd Ul Fitr*         

 

2.2 PUNCTUALITY AND ATTENDANCE 

Branch Managers/department heads must maintain an attendance record and oversee punctuality.  

Punctuality: Employees must be at their workstations on time and return from lunch on time. An 

employee must notify his or her superior of an anticipated lateness. Three or more occurrences of 

lateness within a thirty-day period will result in disciplinary action. 

Attendance: An employee who must be absent for any amount of time must notify their superior or 

DGM for Operations as much in advance as possible. If the absence cannot be predicted, they should 

notify this person within one half-hour of their normal starting time on the first day of their absence.  
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2.3 ANNUAL LEAVE 

The employer provides leave with pay for all eligible employees which should be taken within the 

calendar year unless otherwise the same shall be deemed forfeited. Leave approval is done by one’s 

immediate superior and the DGM for Operations.  

Eligibility: 

 The amount of leave depends on seniority and is detailed in the Collective Bargaining 

Agreement. An employee earns annual leave monthly based on the hours he/she is considered 

to be in active pay service: normal work hours, paid annual leave, paid sick leave, etc. 

 Scheduled leave may be carried forward only with written approval of the GM. The same 

must be taken on the fist quarter of the ensuing year.  

 

Procedures Application for Leave: 

 All employees must apply for leave early enough on specific forms in triplicate, a copy of 

which shall be surrendered back to the applicant.  

 Before leaving, employees must provide their department head with addresses and telephone 

numbers through which they can be reached during their absence.  

 Leave allowance is paid when the employee proceeds for annual leave. 

Leave not Commuted into Cash: Leave may be commuted into cash only in exceptional 

circumstances beyond the applicant’s control and upon recommendation and approval by his 

immediate superior, the DGM for Operations, and the GM.  

Leave Payment in the Event of Death: The estate of an employee who dies while in active service 

will be paid accrued annual leave not taken. 

2.4 SICK LEAVE 

An employee is entitled to a maximum of 21 sick-off days in any calendar year. This leave is not 

carried over to the next year.  In the event of illness, Sick Leave will be permitted in one calendar 

year for:  

 1 – 90 days with full monthly salary  

 91 – 180 days half monthly salary 

Eligibility and Procedures:  

 Contemplated absence with reason should be reported at least 24 hours earlier to one’s superior.  

 Upon return to work, the appropriate Leave Request Form should be submitted along with a medical 

certificate to the DGM for Operations through the employee’s department head.  

 An employer-approved medical practitioner must recommend any sick leave. For a leave of more than 25 

days, the practitioner must sign a certification covering the entire period of sickness stating that the 

absence is medically necessary. Where illness continues beyond 180 days, the employee must apply in 

writing for extended sick leave with the necessary medical certificates to the DGM for Operations. Each 

case will be considered individually.  

 The superior and the DGM for Operations are responsible for confirming illness or injury.  

 Unsupported sick leave will be recovered from the Annual Leave entitlement. 

 Inability to work after 12 months may result in medical discharge or retirement. Payment after 12 month 

ceases unless specially authorized by Management. 

Note: An employee may be retired on health grounds by the management.  
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2.5 MATERNITY LEAVE 

After six months of continuous service, female employees are entitled to 2 months of paid maternity 

leave per year. The employee must apply in writing to the department head at least 2 months before 

the expected delivery. The mother may not add sick leave to maternity leave but may apply for a 

month of unpaid leave.  

2.6 COMPASSIONATE LEAVE  

In the event of life-threatening illness or death of an immediate family member (father, mother, 

sibling, spouse and children), an employee may be granted paid leave of up to fourteen days. For 

other bereavements, employees may use part of their annual leave. Where an employee has used all 

the annual leave, the management may, at its discretion, grant compassionate leave that will count 

against future leave. The department head must recommend the leave and it must be approved by the 

DGM for Operations. 

At the discretion of management, an employee marrying for the first time may be granted seven days 

leave to be taken from his or her annual leave.  

2.7 STUDY LEAVE 

The employer encourages employees to enhance their professional skills and knowledge. Permanent 

employees undertaking professional training may be allowed up to 20 working days of paid leave for 

study and examination per year. However, study leave is granted at the management’s discretion. 

Approval must be obtained prior to commencement of the studies from the immediate department 

head. 

 Study leave is not cumulative from year to year. 

 Further time off must be taken out of annual leave entitlement.  

 Employees who fail an examination must take any subsequent study leave from their annual 

leave. 

 

2.8 UNPAID LEAVE: PERSONAL LEAVE OF ABSENCE 

Unpaid leave of up to 12 months may be granted once to an employee who must be absent for 

personal reasons. Under no circumstances may the Employee be gainfully employed elsewhere 

during unpaid leave. Employees are eligible if they have completed probation, have been employed 

for at least 12 months and have taken all their annual leave. Unpaid leave is granted at the sole 

discretion of management. 

Procedures: Employees must apply in writing for Unpaid Leave to their superior 30 days in advance 

if the event is foreseeable. The unpaid leave is granted only if it does not conflict with business needs 

of the employer. Sick and annual leave is not earned while an employee is on unpaid leave. 

Limits on Reinstatement:   

 The employer does not guarantee reinstatement to the same or an equivalent position or 

remuneration. 

 The employer shall terminate the employee’s services if he or she is found to be engaged in 

another employment while on unpaid leave. 



 8  

 Any employee who fails to return from unpaid leave within three days of the scheduled return 

and fails to explain the absence will be considered as having voluntarily terminated his/her 

position. 

 Seniority is maintained but is not accumulated during unpaid leave.  
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SECTION THREE 

SALARY ADMINISTRATION 

 

Policy: The employer seeks to compensate employees at levels that fairly reflect:  

 each job’s required qualifications and responsibilities,  

 individual performance, 

 The rates being paid for similar work elsewhere in the market.  

3.1 JOB EVALUATION, RANKING AND COMPENSATION 

Job evaluation, ranking and compensation are based on required training, complexity, and 

responsibility. The DGM for Operations is responsible for job evaluation, with the guidance and 

approval of senior management. He will:  

 Identify each position by job title and description.  

 Establish salary grades and salary ranges for each grade.  

 Analyze each job to determine the training and experience necessary to do it well. 

 Periodically assess changes in job content and adjust salary grade ranges as appropriate.  

 

3.2 PERFORMANCE EVALUATION AND SALARY REVIEW 
The annual salary review procedure aims to reward individual ability and performance.  Part of the 

compensation for some positions may take the form of twice yearly incentives based on transparent 

incentive schemes. The implementation of any salary adjustments will depend on:  

 The individual’s performance.  

 SACCO’s growth.  

 Comparable job market salary rates. 
 

All salary changes will be communicated in writing to employees.  Each employee’s remuneration 

package is confidential: it should not be discussed with other employees. 
 

Newly Promoted Employee may receive an increase in salary.  

Change in Salary Grade: The salary for an employee whose grade is changed should fit the new 

grade.   

Demoted employee: The salary rate remains the same unless it exceeds the maximum for the new 

grade.   

 

3.3 SALARY PAYMENT 

Employees are paid their salaries on or about the 24
th

 of each calendar month after making the 

necessary deductions. The employer withholds from salaries the following: legally-required 

deductions and taxes, benefits such as retirement contributions, medical premiums, advances, other 

monies owed to the employer, and amounts specified by the employee such as insurance, mortgages, 

etc. Employees must authorize the DGM of Operations in writing of the voluntary deductions that 

they prefer. 
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 3.5 SALARY ADVANCES AND LOANS 

Salary advances may be granted only under extreme circumstances. Except for car loans to the 

Management cadre, the employer does not provide, underwrite or guarantee loans to employees, 

unless the GM approves such loans. Any such loan must be fully secured. 

Procedures for Salary Advances:  
 The full advance must be deducted during the next pay period or, at the very most, within 3 

months.  

 An advance cannot exceed 50% of net monthly salary unless authorized by the General 

Manager.  

 No advance is given to employees with an outstanding advance of 50% of their net monthly 

salary. 

 Employees may only apply for an advance for up to 2 consecutive months. 
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SECTION FOUR 

EMPLOYEE BENEFITS ADMINISTRATION 

 

4.1 MEDICAL AND OPTICAL BENEFITS 

Medical benefits are provided to all employees and their dependants (where applicable) as follows: 

 Job group  7 to 9, inpatient care: Ksh. 1500 per month 

 Job group 10 to 13, inpatient care: Ksh. 1875 per month  

 All unionsable employees, outpatient care: Ksh 1100 per month.  

 Management staff, inpatient care: Ksh 1500 per month  

 Management staff, outpatient care: Ksh 2250 per month 

 All staff, optical: Ksh. 5000 once for glasses 

4.2 LIFE INSURANCE 

The employer enrolls all employees in a Group Life Insurance Plan, which provides for the 

employee’s family/beneficiaries in the event of death or dismemberment. The beneficiaries receive 

three years’ basic salary of the deceased.  The policy is effective immediately upon employment. 

Exclusions: Death due to war or, within first year of coverage, suicide. 

4.3 PERSONAL ACCIDENT INSURANCE 

This benefit provides coverage for all employees 24 hours a day who are seriously injured as a result 

of an accident in the course of work (including to and from work). The employee must provide 

receipts or documents and a medical doctor’s report to support all expenses. The employer will 

submit these to its insurance company. The company will determine the level of compensation. 

4.4 EMPLOYER’S WELFARE PROGRAM 

The employer will provide a coffin in case of the death of the employee or his or her spouse or child, 

and transport to staff who may wish to attend the funeral. The employer will provide food stuff to the 

bereaved family to a maximum of Ksh. 5000. The next of kin shall be paid the following:  

o Salary earned up to the point of death  

o Pro-rated leave earned but not taken  

o On application, a refund of shares can be made within the next six months. 

o Any other amounts due to the deceased employee   

4.5 EMPLOYEES’ BENEVOLENT FUND 

The Employees’ Benevolent Fund offers a tool to meet the costs of funerals/burials of employees 

and/or their family members. Employees contribute Ksh. 400 per month to be members. Members or 

their dependents receive Ksh. 60,000 in case of death of the member or his or her spouse; Ksh. 

50,000 in case of retirement; Ksh. 20,000 in the case of death of a child; and Ksh. 15,000 in case of 
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death of a parent. Upon retirement, a member who has not benefited before receives an additional 

Ksh. 20,000 if he or she has been a member for at least seven years and 80% of their contribution if 

they have been a member for fewer periods.  

4.6 RETIREMENT PLAN 

The employer has a retirement scheme through the Retirement Benefits Authority (RBA). The 

scheme is set up by a Trust Deed that is in accordance with the rules of the RBA and legally governs 

members’ rights. The scheme’s trustees are employees of the SACCO. A member of the 

Management Committee serves as its chair.  

The employer contributes 27% of the employee’s basic salary monthly while the employee 

contributes 3% of the same. This amount plus interest earned falls due to the employee in one lump 

sum paid upon attaining age of 55, retirement on medical grounds, or death. The funds cannot be 

used to meet financial obligations of employee to the employer or pledged to any other person. Upon 

retirement, the employee is also given earned but unused leave allowance.   

4.7 NATIONAL SOCIAL SECURITY FUND (NSSF) 

For all employees, the National Social Security Fund (NSSF) provides a variety of benefits, 

including retirement income, death benefits, and monthly income payments for certain dependent 

survivors of covered employees. As required by Kenyan Labour Laws, (NSSF Act CAP. 225), a 

percentage of an employee’s gross earnings are deducted as his/her contribution. Normally, an 

employee will be eligible to receive a monthly income from NSSF when he/she retires or in the event 

of a total or permanent disability.  

4.8 SUBSISTENCE ALLOWANCE  

Employees engaged outside their daily place of operation may be given subsistence allowance as per 

CBA. 

4.9 CAR LOAN 

Staff may receive a loan to purchase a car or motorbike on the following terms: 

 Interest rate is 12% per year (may change) with a maximum repayment period of 5 to 10 

years.  

 Employee contributes at least 40% of cost and employer contributes remainder as a loan.  

 The car logbook is registered with the employer until the loan is cleared.  

 The car engine capacity should not exceed 2000 cc and the car should not be more than ten 

years old. 

 The loanee may adjust the repayment with the stated period. 

 Total deductions may not exceed 2/3 of employer’s gross salary. 
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4.10 HOUSING, CAR, PHONE, ENTERTAINMENT, SECURITY & 

RESPONSIBILITY ALLOWANCES 

All staff receive a housing or an owner-occupied allowance. All Branch and Headquarter managers 

receive a car allowance, a telephone allowance, and an entertainment allowance based on their salary 

grade. As Chief Custodians of the SACCO, the GM, DGM’s for Finance and Operations and the 

Chief Cashier receive a security allowance, the legal officer is entitled to non practicing allowance. 

Branch Managers, cashiers shall be entitled to responsibility allowance. Tellers shall enjoy a day’s 

duty allowance of Kenya shillings fifty only.   
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SECTION FIVE 

PERFORMANCE REVIEWS AND EVALUATIONS 

 

A performance review of an individual against set objectives enables the employer to:  

 evaluate an employee’s actual performance against the requirements of the job;  

 provide two-way discussion about job performance, job requirements, and goals;  

 establish goals, timetables, and mechanisms for improvement;  

 Deal fairly with unsatisfactory performance and to establish time frames for improvement.  

 Reward good performance.  

Policy: A compulsory formal performance review is done twice a year using a standard performance 

assessment form. The superior and junior employee determine the overall performance rating based 

on a review of all key result areas compared to objectives for the year.  

Performance linked to reward: Each employee’s Performance & Development Plan describes the 

expected results of his or her work. The employee’s performance has a direct link to:  

 Incentive pay, 

 Promotion, and 

 The employee’s professional development.  

Poor performance: Poor performance is the consistent failure to achieve the agreed objectives or 

consistent falling below the average achievement of an employee’s peer group. Managers will 

support the poorly performing employee to reach the preferred standard.  
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SECTION SIX 

EMPLOYEE TRAINING AND DEVELOPMENT 

 

Policy: The employer will strive to provide all employees with an opportunity to develop and 

advance according to their efforts and abilities. The employer encourages training and development 

activities that lead to improved on-the-job performance subject to their performance at work and 

subject to the approval of management and the Management Committee. The Marketing and 

Education Manager will identify appropriate areas for management training and will harness internal 

and external resources to deliver that training.  Employees are expected to attend employer-organized 

seminars and to put what they learn into practice.  

Procedure:  

 Each manager must evaluate each subordinate and each job, so that the manager challenges 

and motivates each to use his or her full abilities and qualifications. 

 As part of the annual performance review process, all employees must complete annual 

development plans with their superior who shares these documents with the Marketing 

Manager.  

6.1 TRAINING AND EDUCATION ASSISTANCE 

Employees may apply for sponsorship for appropriate short-term courses or training to enhance 

professional qualification for effective job delivery. The employer does not offer sponsorship for 

degree courses. The employer may reimburse up to 50% of pre-approved bona-fide costs related to 

part-time training. Staff shall apply to the Marketing Manager who will assess the need, relevance 

and cost of education or training. The training must ensure the company of a reasonable return on 

investment in the development of the employee. There will be a staff education vote every year.  

Eligibility: The applicant must be a regular full-time employee who has completed five years of 

continuous service before starting the course. In addition: 

 Employee Performance and Qualities: The applicant’s current job performance must be 

excellent. The employee’s superior must assess that the employee has outstanding personal 

qualities and skills to enable him or her to fulfil current job duties whilst managing their 

study obligations.  

 Eligible Courses of Study: Sponsorship will be given for a professional course that (a) 

relates to the employee’s current or future work within the SACCO, (b) for which the 

employee already meets the entry requirements, and (c) that is approved by the employee’s 

Department Head and the DGM for Operations. The course must be business-related: 

completing it would qualify the employee for a position to which he or she could aspire 

within the SACCO. The employer may suggest another more appropriate course of study. 

 Study Schedule: The plan of study must not interfere with the employee’s work schedule. 

Thus, distance learning or evening classes are encouraged. 

 Study Institution: The course must be offered by an accredited college that the employer 

considers having a good reputation. 
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Terms of Sponsorship:  If approved, the terms of sponsorship are as follows: 

 Limits of Sponsorship: The employer will make payment only to the employee. The 

employee must settle any financial obligation to any third party.  

 Termination of Sponsorship and Reimbursement of Support: The employer will require 

the employee to fully reimburse all employer funds used to support this course of study if the 

employee: 

o Fails examinations and does not attempt to re-sit within the next academic term or in 

accordance with the timeliest interpretation of the re-sit rules of the educational 

institution, or 

o Stops pursuing his/her studies for the said degree, other than for temporary reasons 

connected with assignments or projects preventing normal study, or 

o Allows his or her job performance to deteriorate or allows for other negative 

circumstances: poor attendance, bad timekeeping, poor motivation, disciplinary 

matter, etc.  

 Requirement of Continued Service: The employee will be bonded on completion of study 

for a minimum of 3 years or pay back the cost incurred by the employer. If the employee 

resigns before the expiry of the bond, then he/she meets the cost outstanding divided on a 

prorata basis. If the employee is sacked, the employer will legally prosecute to recover the 

cost outstanding.  

 Zero Sponsorship: In the event that the SACCO refuses to sponsor a course of study for 

whatever reason, the employee is at liberty to pursue a course of study at his-her won expense 

in his-her own time. However, non-sponsored employees shall not be reimbursed for any 

training expenses.   
 

6.2 EMPLOYER’S PROVISION FOR EDUCATION AND TRAINING 

In some cases, the employer may suggest specific professional development training for an employee 

such as a meeting or seminar. In this event, the employer will typically pay its full costs up front. 

Before the training, the DGM for Operations, department head and employee will agree on standards 

by which to measure the employee’s achievement in the training. If the employee does not achieve 

these standards, the employer may withdraw its financial and time support, the shortcoming will be 

noted in the personnel file, and the employee may be required to refund the financial outlay.  

6.3 MEETINGS AND SEMINARS 

As possible and cost-effective, the employer encourages the professional development of employees 

through participation in approved meetings, seminars, workshops, etc.  

Procedure: 

 An employee must apply in writing to his or her head of department.  

 If the department head and DGM for Operations approve, then the employer will pay for 

registration, accommodation, meals, and travel. (according to its Expense Reporting 

standards.) 

 Participation will be recorded in the employee’s personnel file and the employer’s training 

records. 

 Fees for membership in Trade and Professional Associations must be approved annually. 
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SECTION SEVEN 

GENERAL WORK AND DEPLOYMENT CONDITIONS 

 

Employees must constantly conduct themselves ethically. Employees must never accept gifts or 

rewards from a customer for any service that they perform in the course of their job. Employees must 

not take part or exert influence in any transaction in which their own interest may conflict with the 

best interest of the employer. Employees must never approach or negotiate with customers in any 

way that might result in personal gain. Operational, accounting, internal control and other procedures 

are provided to each staff according to his or her job. Employees who do not follow procedures are 

subject to disciplinary action.  

7.1 CONFLICT OF INTEREST 

Management reserves the right to determine when an employee’s activities represent a conflict with 

the employer’s interest and to act to resolve the situation – including but not limited to terminating 

the employee. The following list is not complete but suggests the type of activities that are 

prohibited:  

 Simultaneous employment by a competitor of the employer. 

 Holding a substantial interest in a company from which the employer buys supplies. 

 Accepting substantial gifts or excessive entertainment from an outside organization or 

agency. 

 Misusing privileged information or revealing confidential data to outsiders.  

 Bribing or providing lavish gifts to government employees, customers or suppliers.  

Managers or fellow employees who are aware that employees have engaged in prohibited conduct 

but have not acted on this knowledge are subject to disciplinary action. 

7.2 MANAGERS’ RESPONSIBILITIES TO SUBORDINATES 

Each manager must deal with their subordinates in a way that motivates them to do excellent, 

efficient work. Meeting their needs will earn their respect and cooperation. Superiors must assure 

that each employee: 

 Earns a fair day’s pay for a fair day’s work. 

 Has the opportunity to grow and advance to better jobs according to his/her effort and ability. 

He or she must be in a position to use his or her skills fully to the greatest extent possible and 

realistic. 

 Thoroughly understands his or her duties and responsibilities, and knows how to perform 

them. 

 Understands the employer’s rules and policies that affect the employee. Superiors shall 

communicate these clearly and simply. 

 Knows how he/she stands on the job. Superiors should praise freely and give credit where it 

is due.  They also must correct employees’ performance and personal conduct without 

offending them. They must administer discipline fairly and consistently with all employees. 
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Superiors must be ever alert to sources of friction within their departments and must communicate 

employees’ attitudes to top management and top management’s intentions to employees.  

7.3 DRESS CODE 

The employer’s success depends on customers’ respect and confidence: employees must dress 

professionally at all times. Employee-branded attire should be in good condition.   

7.4 TRANSFERS AND ACTING ALLOWANCES 

The employer reserves the right to transfer an employee from one duty station to another.  

Temporary Transfer: If the employer initiates an employee transfer for a defined short period, then 

the employer will arrange and pay for relocation transport charges or will bear the cost at approved 

rates. 

Permanent Transfer: If the employer requires an employee to move from one duty station to 

another permanently, then the employer will bear the cost of transport for personal effects for the 

employee. The employer reserves the right to determine the means of transport. 

 

Requested Transfer: After serving in a position for at least three years, an employee may request a 

transfer to a position with the same grade and salary in order to gain experience. The employee must 

notify the current department head of his/her interest in a transfer, apply and inform his department 

head if he/she receives a transfer interview. Such transfer is granted at the discretion of the employer 

without transport or disturbance entitlements.  

 

7.5 TELEPHONE USAGE 
 

In answering the phone, employees must be professional and courteous, forever mindful of the 

employer’s image. A busy signal causes frustration and fails to promote an image of prompt and 

efficient service. Problems with the telephone system should be reported to the superior or 

administration.  

 

Personal calls to employees must be limited to emergencies to the extent possible. Use of the 

employer phone for personal business is not permitted. 

7.6 ELECTRONIC MAIL AND INTERNET 

The employer’s e-mail and internet system should not be used for personal business or for excessive 

periods of time. Therefore, the employer reserves the right to read and delete any e-mail that is 

created, received or sent. Any misuse of the system should be promptly reported to the DGM for 

Operations.  
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7.7 AUTOMOBILE USAGE AND POLICY 

Disposal of Cars:  When employer cars are due for disposal, they shall first be valued by two 

employer-approved vehicle valuers. Employees will be allowed to purchase vehicles at NO discount 

on the average of the two valuations. Employees interested in purchasing available cars should 

express their interest in writing, stating their full contact details. The employer will transfer 

documents for any cars purchased by employees. Permanent employees may pay for their vehicles 

over a five-year period, as long as they pay a reasonable deposit and make monthly payments that do 

not exceed 50% of their net pay. Otherwise payments will be strictly cash or bankers cheque. 

Payments should be given to the accounts office and a receipt for the same issued. The employee 

may collect the vehicle only after payment is made to the employer.  

Expenses Related to use of SACCO Vehicle for SACCO Business: The employer will fully 

reimburse any cost of fuel or other expenses directly related to Society automobiles paid for by the 

employee. The departmental head must authorize all claims for reimbursement, approved by the 

General Manager. Employees who operates a vehicle on employer business must posses a valid 

driver’s license. The superior shall be responsible for checking the driver’s license of each employee 

assigned to use employer automobiles. The employee shall pay any fines incurred while on Society 

business. 

Driver’s Responsibility for Safety, Maintenance and Cleanliness: An employee to whom a 

Society vehicle is assigned is responsible for its safety. At all times, he should ensure that the vehicle 

is properly maintained under arrangements made by management and is driven carefully and safely. 

He or she must promptly report any malfunction to the DGM for Operations. A driver who cannot 

keep his/her vehicle in a reasonable condition may be dismissed.  

Employees must immediately report any accident involving an employer vehicle. Employees should 

always cooperate fully with the authorities, but should not make any voluntary statement other than 

in reply to questions of investigating officers and should not make this response in writing. 

Use of SACCO Vehicle for Personal Business: Society automobiles are not to be used for an 

employee’s personal business without prior approval of their department head. Non-business use 

should be limited to special situations for a short period of time. 

Use of Personal Vehicle for SACCO Business: On very rare occasions when business travel is 

essential and there is no alternative means, the department head may approve employee use of their 

personal automobile for employer business. Employees may do so only with prior approval of their 

department head and only if they have insurance coverage to adequately cover the vehicle and third 

parties. Before allowing personal vehicles to be used for Society business, the department head must 

verify that the vehicle is covered and the driver has a valid license. 

Employees shall be reimbursed for mileage at the prevailing Automobile Association rate up to a 

given monthly limit. The only other reimbursable expenses are the costs of parking and tolls. All 

employees using personal vehicles on official business must record mileage covered in a “Log Book” 

and must submit a claim to obtain reimbursement with a copy of the logbook must be attached to 

each claim.  
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7.8 WORK PLACE VIOLENCE  

Workplace violence will not be tolerated. Any employee who commits an act of violence at work 

will face disciplinary action. Where appropriate, the matter will be referred to appropriate authorities 

for investigation. Workplace violence includes but is not limited to: 

 Physical acts against persons or employer’s property. 

 Verbal threats or statements that are meant to harm or cause a hostile environment. 

 Written threats and intense distortions that are meant to threaten or create a hostile 

environment. 

 Visual acts that are threatening or intended to convey injury or hostility.  

All employees must report any act of violence directly to management or the DGM for Operations 

who shall fully investigate all reports. An employee who takes any reprisal whatsoever against a 

person who reports an act of violence or suspected violence shall be subject to immediate discipline 

up to and including discharge.  

7.9 HARASSMENT  

Policy: The employer is committed to maintaining a work environment that is free of all forms of 

harassment and discrimination. Harassment is a single incident or a pattern of behavior that creates 

or aims to create a hostile, offensive or intimidating work environment. Harassment of any kind - 

including sexual harassment, bullying, and religious, ethnic and racial insults - will not be tolerated. 

All managers are responsible for preventing discrimination or harassment in their area and taking 

action if it happens. Each employee is also responsible. Employees who harass or bully others will 

face severe disciplinary action.  

Sexual harassment is unwelcome sexual advances, request for sexual favours, or other verbal 

conduct of a physical nature. It can include comments or jokes, inappropriate written or pictorial 

materials, and discriminatory remarks. Sexual harassment is unacceptable: offenders may be subject 

to severe disciplinary action.  

Procedures 

 An employee who feels he/she or a co-worker has been harassed or discriminated against 

should contact the DGM for Operations immediately.  

 The DGM for Operations will immediately conduct a confidential investigation. Both parties 

will be given equal opportunity to state their case. Care will be taken to protect their careers 

and reputations.  

 No one who makes a report based on the belief that this policy has been violated will be 

punished. 

 The employer will provide employees who are sexually harassed with help to: solve the 

problem informally; submit a grievance; and/or secure an undertaking by the offender to stop 

the behavior. 

7.10 EXPENSE REPORTING 

Every employee is expected to manage travel and other business-related expenses prudently. Any 

employee who does not will be liable of an offense and will be expected to pay for any over 
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expenditure. All travel expense reports, financial reports, estimates, and answers to employer 

auditors and lawyers must be correct.  

Documentation: Original vendor receipts should support all business-related expenditures including 

meals, taxi fares, accommodation, phone calls, and air tickets. Personal expenses should be clearly 

noted. 

Managers Responsibility: Each manager is responsible for: 

 Ensuring that employees understand and follow this policy; 

 Reviewing and approving expense reports to: 

o Ensure expenses are reasonable and supported by appropriate documentation.  

o Not allow non-reimbursable or inappropriate expenses to be claimed.  

 Reviewing employee receivable accounts monthly and settling outstanding balances from 

their pay.  

 

Employee Responsibilities: Each employee is responsible for:  

 Exercising proper judgment and diligence when incurring travel expenses.  

 Submitting expense reports on a monthly basis.  

 Settling outstanding expenses based on their monthly employee receivables statement.  

 Keeping copies of their approved expense claim forms for reconciliation purposes.  

 Keeping accurate accounting records and reports.  
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SECTION EIGHT 

EMPLOYEE RELATIONS 

 
 

The employer strives to earn the trust of employees by being fair, consistent, and responsive.  

 

8.1 EMPLOYEE ASSISTANCE PROGRAMME  

There are times when personal problems affect an employee’s well-being and job performance. To 

help employees deal with these problems, the employer seeks to provide or facilitate confidential 

counseling. Some examples of problems include: family, relationship, mental health, or legal 

concerns; emotional difficulties; financial issues; and alcohol abuse and gambling. Counseling does 

not relieve an employee of his or her responsibility to meet job performance and attendance 

standards. Getting help is the first step in feeling better: if you are experiencing difficulties, contact 

the DGM for Operations. 

8.2 HEALTH AND SAFETY 

Policy: To promote and maintain a healthy and safe work environment, the employer will seek to 

ensure that: 

 Each branch has people trained to provide first aid and first aid facilities that are maintained. 

 Fire fighting and other equipment is tested and maintained.  Each branch has a trained fire 

marshal. 

 Each branch has trained fire marshals to handle any fire cases. 

 Smoking is prohibited indoors. 

Substance Abuse: Consuming drugs or alcohol on the employer’s premises is prohibited. The 

employer will assist employees with substance abuse problems by offering advice and referrals, 

providing reasonable leave off work to receive treatment while monitoring the situation, 

safeguarding all employment rights during any reasonable time of treatment, and providing 

confidentiality and an opportunity to discuss the matter without fear of reprisal. 

Infectious and Life-Threatening Diseases: The employer will respond to employees with illnesses 

such as tuberculosis, hepatitis, cancer and AIDS with support and compassion:   

Employment: Employees with life-threatening illnesses may continue working as long as 

they can perform the essential functions of the position with reasonable accommodation, 

maintain an acceptable level of performance, and pose no health risk to others. The employer 

will strive to balance its own needs with the needs of the employee. Note: The AIDS virus is 

not spread by casual, social or work contact, such as touching an infected person or using 

shared office equipment. It is transmitted through the exchange of bodily fluids during sexual 

activity, exposure to infected blood through transfusion or intravenous drug use, and from 

infected mother to unborn child.  

Benefits: Employees who are eligible for employer benefits are covered for infectious and 

life-threatening illnesses to the same extent as with any other illness.  
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Confidentiality: All medical information will be treated confidentially and will not be the 

basis for discrimination. It is recommended that an employee who has an infectious disease 

(such as Hepatitis, Tuberculosis, etc.) disclose such information to his/her superior or to the 

DGM for Operations.  

8.3 RADIO AND MUSIC IN THE OFFICE 

The volume at which employees play radio or music in the office must not interfere with others’ 

work. 
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SECTION NINE 

Employee’s Personal Information 

Personnel File 

 

The employer manages employee personal information in such a manner as to ensure its 

confidentiality and accuracy. Only those with a legitimate need to know may have access to this 

information. All requests for employee information must be referred to the DGM for Operations. No 

one else may release this information.  

9.1 PERSONNEL FILE CONTENTS 

The employer maintains a file for each employee to determine qualification for employment, 

promotion, transfer, additional compensation, or disciplinary action. The file should contain only 

pertinent documents such as: 

o Employment applications, CV's, employment offer letters, acceptance letters etc. 

o Salary, fringe benefits, and bonus and rewards information 

o Hire date, job titles, seniority, birth date, authorization for pay deductions and 

withholding, etc. 

o Performance evaluations, commendations, and disciplinary warning and actions 

o Layoffs, all leave and attendance records, leave applications and approvals 

o Retirement records 

o Educational information from colleges, technical schools, company courses, etc. 

o Record of participations in trainings, workshops, etc. 

o Medical records 

Reference letters and information regarding claims, litigation or investigations should be filed 

separately. 

Each employee should provide to the DGM for Operations in a sealed envelope information about 

their dependents and next of kin. This envelope should be opened only in case of death of the 

employee. 

9.2 PERSONNEL FILE ACCESS 

After making a written request to the DGM for Operations, an employee may view his or her own 

personnel records except for: investigative files and files dealing with potential or actual litigation 

and claims. The DGM for Operations must be present. The employee may make notes but not 

photocopies. 

9.3 REPORTING CHANGES IN PERSONNEL RECORDS 

Each employee must report to his superior and the DGM for Operation in writing any change in: 

name, address, telephone number, marital status, and number of dependents as well as any award of 

newly earned degrees or certificates. The DGM should acknowledge receipt in writing. If the 

employee fails to do so, the employer is not responsible for non-receipt of any official 

communication sent to that employee.  
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SECTION TEN 

COMPLAINT AND GRIEVANCE PROCEDURES 

 

Policy: All employees have the right to voice their complaints. Employees should bring 

unsatisfactory conditions to the attention of the management. Full discussion can resolve 

misunderstandings and obstacles to good performance and preserve good relations between 

management and employees.  

Procedure by which employees can address their grievances: At each stage, resolution is 

encouraged through discussion and counseling. 

Step 1. Verbal Discussion Employees must first bring complaints to the attention of their superior 

who must respond within two working days.  

Step 2. Written Exchange If verbal discussion does not settle matters, the employee should present 

to the superior a written grievance. The superior must respond in writing within two working days. 

Copies of both communications should be sent to the DGM for Operations.  

Step 3. Grievance Hearing If the grievance is not resolved, the employee may refer the matter to 

the next senior manager who will convene a meeting in a private room with no interruptions to 

review the grievance and the complainant’s manager’s response. The complainant may choose to be 

accompanied by a colleague or, in the case of a unionisable employee, the shop steward or secretary. 

Both accused and aggrieved party must provide evidence and the charge must be clearly stated. 

There should be cross-examinations to and by both parties. Minutes of the grievance meeting must 

be taken.  

Step 4. Judgment Within 2 working days, the manager should review the evidence and provide to 

the DGM for Operations his or her written findings and recommendation, including disciplinary 

action if needed.  

 

Step 5. Appeals The complainant may appeal the judgment in writing to the department head or, if 

he/she has already handled the complaint, the DGM for Operations who should receive a copy of the 

appeal in any case. The Head or DGM will investigate and give a final ruling or will refer the matter 

to an impartial body. 
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SECTION ELEVEN 

DISCIPLINARY PROCEDURE 

 

Policy: Disciplinary actions will be taken when an employee violates employer rules or procedures 

or performs below acceptable standards. Discipline will aim to correct rather than to punish. 

Management will at all times strive to exercise discipline – corrective action - fairly and will not do 

so unless it has good grounds for believing that the employee committed the alleged misconduct. The 

employer will provide sufficient notice that continuing improper action will bring discharge and will 

report all warnings in writing. 

The immediate superior and the DGM for Operations are jointly responsible for initiating corrective 

action and will consult throughout the corrective action process. All employees should familiarize 

themselves with these Disciplinary Procedures and should feel free to approach the DGM for 

Operations with questions. 

11.1 WARNINGS 

Warnings allow employees to correct their misconduct. Before issuing a warning, the superior should 

always obtain and evaluate all the facts to establish whether the suspected misconduct did, in fact, 

occur. The employee must, in all cases, be given the opportunity to state his/her side of the case. 

Appropriate follow-up action may include a warning, additional training, and/ or supervision. 

Warnings are given as soon as possible after the misconduct. A warning should: 

 point out the nature of the misconduct,  

 advise the employee what is required to correct the situation,  

 let the employee know the possible consequences of failing to do so, and  

 set with the employee a date for review of the matter. 

In all cases, the date and brief details of the warning are recorded in the presence of the employee 

who should sign this record to acknowledge that the warning or decision has been received and 

understood. Warnings are not invalidated by an employee’s refusal to sign. The employee’s 

response to each warning should be recorded. Details of the warning are retained in the personnel 

file.  

11.2 PROCEDURE 

The number of verbal and written warnings will depend on the seriousness of the misconduct. In 

cases such as theft or workplace violence, an employee will be dismissed without a warning. 

Normally, steps include:  

Step 1. Verbal Warning: Explain to the employee what is wrong and what changes must occur. A 

Verbal Warning should not be given for petty misbehavior or where a word of advice would correct 

the behavior. This warning remains valid for a period of six months 
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.Step 2. First Written Warning A Written Warning is given when a Verbal Warning has failed or 

where the misconduct is so serious that a Verbal Warning would not be sufficient. The written 

warning remains valid for twelve months or, if a second warning is given, for twelve months after 

the second warning.  

Step 3. Second Written Warning If the unsatisfactory situation continues for over six months, a 

memorandum should be given summarizing the circumstances of the corrective actions, and referring 

to the prior verbal and written warnings. This will serve as a second written warning: it remains valid 

for six months. The following should be explained to the employee: If further disciplinary action 

because necessary within six months of the Second Written Warning, the employee may be 

dismissed.  

Step 4. Final Decision and Action Where a Written Warning is considered inadequate because of 

the seriousness of the misconduct or when misconduct is committed within six months of the Second 

Written Warning(s), a Final Decision and Action may be taken. The reason will be documented in a 

Final Written Warning. Before the Warning is issued, the Employee must be given an opportunity to 

state his/her side of the case in writing. Every employee has the right to appeal against any 

disciplinary action according to the grievance procedures described in Section 10.  

Where Steps 1-3 have been followed but performance remains unacceptable or where there is gross 

misconduct a final decision and action may take the following form: 

A) Suspension: An employee suspected of having committed serious misconduct may be suspended 

from duty on half pay while the alleged misconduct is investigated. A suspended employee should be 

available for required interviews. Suspension shall not exceed three months unless it involves the 

court. 

B) Demotion: The employer may at its sole discretion demote an employee, with his/her consent, 

where the nature of the misconduct is such that he/she would otherwise be dismissed. 

C) Dismissal: Depending on the nature of the misconduct, the employer may dismiss an employee 

without notice or pay in lieu of notice. The DGM for Operations will communicate a dismissal to the 

employee in writing.  

11.3 GUIDELINES FOR ACTION 

The guidelines below indicate disciplinary action to be taken in typical situations. However, this list 

does not cover every eventuality, each case will be viewed individually, and penalties may be 

heavier. 

Misconduct Warranting Immediate Dismissal for First Offense:  Conviction of a criminal 

offense.  

Misconduct Warranting Immediate Suspension or Dismissal for First Offense: Theft of any 

nature; Unauthorized possession or willful damage of employer property; Unauthorized removal of 

employer property from employer premises; Dishonesty of any nature, Deliberate falsification of 

employer records; Fraud or forgery; Divulging confidential information concerning the employer; 

Bringing or attempting to bring the name of the employer into disrepute; Assaulting or fighting 

within employer premises; Causing loss or damage to the employer through disregard of rules; 

Intimidation or incitement of associates against each other or management; Refusal to obey 
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legitimate instructions; Unauthorized possession of dangerous weapons in the workplace or on duty; 

Failure to obey employer rules; Negligent use of employer property; Willful or negligent failure to 

carry out security or safety instructions; Injury to other employees through negligence. 

Misconduct Warranting Final Written Warning for First Offense and Dismissal for Second 

Offense: Using insulting or obscene language or signs; Immoral indecent conduct while on duty or 

on employer premises; Absence for five consecutive work days or more without prior permission or 

legitimate reason; Use of employer vehicles without authority. 

 

Other Forms of Misconduct: 

NATURE OF MISCONDUCT FIRST 

OFFENSE 

SECOND 

OFFENSE 

THIRD 

OFFENSE 

FOURTH 

OFFENSE 

 Being under the influence of alcohol or illegal 

drugs at work, unauthorized possession of 

alcohol or drugs on employer premises 

Written 

Warning 

Final Written 

Warning 

Dismissal  

Absence for up to four consecutive work days 

without prior permission or legitimate reason. 

Written 

Warning 

Final Written 

Warning 

Dismissal  

 Extended break, late arrivals, early departure 

without permission 

Verbal Warning Written 

Warning 

Final Written 

Warning 

Dismissal 

 Poor quality of work or failure to maintain 

satisfactory output levels 

Verbal Warning Written 

Warning 

Final Written 

Warning 

Dismissal 
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SECTION TWELVE 

END OF SERVICE 

 

Policy: The employer aims to end employment on a positive note. The terminating employee should 

take into the community a feeling of good will toward the employer, regardless of how well he or she 

performed. However, the employer may need to protect its interests in some cases, such as when the 

employee fails to give proper notice of leaving, goes to work for a competitor, takes employer 

documents or property when he/she leaves, or engages in other misconduct. In such cases, the 

employer may not provide certain privileges. The GM must approve each involuntary termination 

including: lay-offs, discharges due to inadequate performance, misconduct, or absence of at least 180 

days due to a medical condition. 

12.1 RELEASES AND DISCHARGES 

Employees who are released due to inadequate performance or long illness are eligible for payment 

of unused leave earned and one month’s notice or pay in lieu of notice. However, employees 

discharged due to misconduct will not receive pay in lieu of notice. Employees on probation may be 

discharged without benefits or a stated reason by providing a 24-hour notice, approved by the GM.  

12.2 LAYOFFS 

 Jobs may be eliminated because of a decline in business or profits, discontinued operations, 

etc.  

 The GM must review and the Board must approve all lay-offs. 

 Management will determine which position(s) to dissolve by considering employees’ skills, 

efficiency, length of service, and job responsibilities in relation to employer needs.   

 An employee will receive a seven-day written advance notice, except in an unpredictable 

emergency. 

 Laid-off employees receive severance pay and, in the event of insufficient notice, termination 

pay.   

 

Reinstated Employees: Management must approve the reinstatement of laid-off employees. 

 To be reinstated, employees must report to work within two weeks of notification of recall.  

 An employee reinstated after less than twelve months will maintain continuation of service.  

 For benefit purposes, these employees’ length of service will be reduced by the length of the 

lay off.   

 However, after a layoff of 12 months or more, employees are treated as new for all purposes. 

12.3 RETIREMENT 

The employer’s compulsory retirement age is 55.  
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12.4 RESIGNATION 

An employee resigns when he or she voluntarily terminates his or her employment.  The resigning 

employee should submit a letter to the Department head with a copy sent to the DGM for Operations 

at least one month in advance of the resignation date. The letter should state the resignation date and 

the reason for the resignation.  An employee on probation may resign by giving a 24-hour written 

notice. Should an employee fail to give this advance notice, he/she will forfeit any unused, accrued 

leave and will not be paid for them, or will pay one-month salary in-lien. On or before the 

employee’s last day, the DGM for Operations will retrieve employer property possessed by the 

employee and clarify information regarding final dues. 

12.5 DEATH 

If an employee dies while in service, his estate shall be eligible for benefits as per section 4.3. 

12.6 EXIT INTERVIEW 

Exit interviews provide employees with important information about benefits and provide 

management with feedback concerning working conditions, policies, and organizational culture. Exit 

interviews are completely confidential and are conducted by the DGM for Operations prior to the 

release of final payments. He should:  

 Provide and solicit feedback. 

 Explain final pay, leave pay, benefits and when they terminate, reinstatement policy.  

 Ensure that any Society property in the employee's possession has been returned.  

 Obtain the address at which the employee can be reached.  

12.7 SEVERANCE AND OTHER TERMINATION PAY  

The employer shall pay severance pay only when the employer has initiated the termination of 

employment of a regular full-time employee other than discharge due to inadequate performance or 

misconduct. In all other cases, management shall not pay severance pay. The employee’s acceptance 

of such pay terminates his/her status as an employee. Severance pay is granted according to the 

following schedule:  

   

Severance pay shall be paid at the same time as salaries, until the entire severance allowance is paid. 

Alternatively, management may permit a full lump sum payment   

Age Job Group 7-9 Job Group 10-13 Job Group 14-16 

Less than 50 years 6 weeks salary per year 

worked 

5 weeks salary per year worked 4 weeks salary per year 

worked 

50 Years to Less 

than 55 Years 

8 weeks salary per year not 

worked until the age of 55 

6 weeks salary per year not 

worked until the age of 55 

4 weeks salary per year 

not worked until the age of 

55 
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Other Payments:  The table below indicates other possible payments based on the reason for 

termination.  

Types of Payments Based on Reason for Termination 
Reason for 

Termination 

Discharge 

due to 

inadequate 

performance 

Discharge 

due to 

misconduct 

Lay-off Retirement Resignation Death 

Severance Pay     X    

Termination Pay  If employer 

did not give 

one month’s 

notice  

 If employer 

did not give 

seven days 

notice  

      

Retirement       X   X 

Salary up to 

point of 

termination 

X X X X X X 

Pay for pro-

rated leave 

earned but not 

taken 

X  X X     X 

Share options X X X X X X 

Death benefits, 

life and accident 

insurance 

          To the extent 

applicable 

 

12.8 CERTIFICATE OF SERVICE 

Terminating employees may apply for a Certification of Service from the DGM for Operations. The 

certificate states the dates of commencement and termination of employment and the position held.
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APPENDIX A 

 

DEFINITION OF TERMS 

Employee: Any full-time staff member employed by the employer for wages or salary. This does not 

include temporary employees who are employed for limited periods or consultants who are hired to 

conduct a specific task, who have no other responsibility in the employer, and who are paid on a 

contractual basis. 

 
Union: Any staff union recognised by the employer as representing a section of the staff authority. 

 
Contract of Employment:  A letter of appointment combined with this Manual and the General 

Obligations of Employment.  

 
Spouse:  The employee’s legally married partner. Proof of marriage must be provided at the time of 

appointment or at the time of marriage if it occurs during employment. Only one spouse may be 

registered.  

 
Children or Dependant Children:  The biological or legally adopted children under 18 years of age 

who are unmarried and wholly dependent on and/or living with the employee. Birth certificates or 

legal adoption papers are required. In case of an incapacitated child, the age limit does not apply. 

 
Immediate Family:  The employee’s spouse (one) and children no more than 18 years of age. 

 

APPLICATION OF THE POLICIES IN THIS MANUAL 

 
(a) All Employees: Unless otherwise specified, these regulations shall apply to all employees of the employer. 

 

(b) Other Rules: This manual deals with permanent matters. Departmental circulars, standing orders, or 

instructions cover transitory matters or special conditions relating to various categories of employees. 
 
(c) Waive of Regulations: The Senior Managers have authority to use their discretion to waive any provisions 

of these regulations but such authority is subject to approval by the GM and the Management Committee.  

 

(d) Delegation of powers: The GM has authority to delegate either generally or in any particular case, to any 

employee, powers exercisable by or duly imparted on him under these Regulations. 

 

(e) Rights and Privileges: Where any employee(s) enjoy rights and privileges over and above those normally 

applicable to such employee, these Regulations will neither withdraw nor ensure the same.  

 

(f) Controlling Officers to be in possession of the Human Resources Manual:  Heads of departments will keep 

an up-to-date copy of this Manual and will ensure that all employees serving under them are acquainted with 

the Regulations and have free access to them. Notwithstanding this provision, it is the duty of every 

employee to acquaint himself/herself with the Regulations.  

(g) Conflicting with the Law of the Land: The policies in this manual are consistent with the Co-operative 

Societies (Amendments) Act 2004, the Co-operative Societies Rules 2004 and the employer’s By-laws. 

Where these regulations conflict with any law, the Law shall prevail. 




