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1. INTRODUCTION

1.1 Remuneration is the most tangible reward provided to employees. To be effective, it requires an assessment of the employee’s contribution to the Company in a way that is perceived to be fair and equitable by employees. 
1.2 The Remuneration System aims to be instrumental in the recruitment, retention and motivation of employees. 
2. AIM OF THIS POLICY

The purpose of this Policy is: 
2.1 To communicate details and issues relevant to the management of the Company’s Remuneration System.
2.2 To provide the basis on which salaries are structured (i.e. Total Cost To Company).
2.3 To communicate to employees the salary payment date to assist them in planning their budgets.
2.4 To indicate to employees the acceptable date on which to submit all salary related documents (i.e. claims, leave, and deductions) to the Payroll Administrator.
2.5 To communicate salary review dates.
2.6 To support competitiveness in relation to the Company’s capacity to attract and retain competent employees.
3. SCOPE OF THIS POLICY

This policy applies to all employees at various levels of employment, i.e. Permanent, Fixed-Term and Casual employees as defined by the Labour Law.

4. COMPANY REMUNERATION SYSTEM

4.1 The remuneration system within the Company is that of Total Cost to Company (TCTC) with regard to all its employees, irrespective of their classification.
4.2 This pay structure is established by allocating a total value to an employee’s salary. This total value includes all contributions to the organisation’s benefit structures i.e. from both the Company and the Employee. 
4.3 TCTC does not include the value of leave.
4.4 The company will pay all remuneration due on a monthly basis (see Point 6). This will apply to all categories of employees, irrespective of their classifications. 
5. STRUCTURING OF REMUNERATION PACKAGE
5.1 All employees will be allowed to structure their packages in a manner that suites their individual preferences. However, Management will ensure that such structuring is within the legal parameters that apply to each employee, in relation to their position within the Company.
5.2 Employees may re-negotiate their package structure monthly, provided that such restructuring be confirmed in writing by the Payroll Department.
5.3 A combination of the following components will comprise each employee’s remuneration package:
5.4 Medical Aid (see Policy No. B-2)
5.4.1 Discovery Health is the Company’s preferred Medical Aid provider.
5.4.2 An employee may however belong to any Medical Aid of his/her choice.

5.4.3 The Medical Aid Company determines the contribution rates for this Benefit, according to the members’ choice.
5.4.4 Contributions to each Medical Aid are fully (100%) funded from each employee’s monthly remuneration package.
5.4.5 In the case of Discovery Medical Aid, members’ contribution will be deducted from their salaries and paid over to the Medical Aid. For all other Medical Aids the Employee needs to take personal responsibility for monthly payments.
5.4.6 All Permanent employees must provide proof of Membership, to the Company, if they belong to another Medical Aid Fund.
5.5 Pension Fund (see Policy No. B-3)
5.5.1 The Company participates in an Umbrella Pension Fund in respect of all its Permanent employees.
5.5.2 Contributions to the Pension Fund are funded from each employee’s remuneration package. Such contributions include the Employee’s and the Employer’s contributions.
5.5.3 Each Pension Fund Member has an option to select the Contribution mix that he or she can afford/prefers.
5.5.4 Both the Employer’s and Employees’ contributions are deducted on a monthly basis from the employees’ Total Cost To Company remuneration packages, and paid over to the Fund Administrators.
5.6 Group Life and Disability Cover (see Policy B-4)
5.6.1 It is a condition of employment that all Permanent employees become members of the Company’s Group Life and Disability Insurance Scheme
5.6.2 The employee carries the full contributions towards this benefit, and they are calculated as a percentage rate of the employee’s pensionable salary depending on the Life Cover mix selected.
5.7 Service Bonuses (see Policy B-5)
5.7.1 The Service Bonus is based on rewarding employees for continuous service to the Company.
5.7.2 From the second anniversary date of each employee, the Company will pay an employee, over and above his or her normal monthly remuneration, at least 10% of his/her monthly remuneration package as an Annual Service Bonus in the “Commencement” month of the Employee.
5.7.3 Thereafter, the Service Bonus will increase by 10% each year until it reaches 100% of the employee’s monthly remuneration package.

5.8 Annual Bonuses

5.8.1 The Company may award Performance Bonuses or Annual Bonuses to an employee from time to time.
5.8.2 Such bonuses are entirely at the discretion of the Managing Director.
5.9 Non-Pensionable Remuneration
The Company will use its discretion to allow employees to treat part of their total remuneration packages as non-pensionable by structuring their package to allow for e.g. Vehicle Allowance, Medical Aid, etc. However, this amount will be taxed normally in accordance with the Income Tax Act.
5.10 Other Allowances
The Company will permit any other Allowances that legally and operationally apply to each employee, e.g. for the use of personal Computer; Cell-phones, etc.
5.11 Deductions
The Company will affect all statutory and voluntary deductions from each employee’s remuneration package as necessary or as prescribed by the relevant Legislation. Such deductions will include those for PAYE, Unemployment Insurance Fund, Retirement Fund, Medical Aid, etc.
5.12 Nett Salary
The balance of the remuneration package, the Nett Salary, will be deposited into each employee’s Bank Account on the day on which the Company pays its employees (See point 6).
6. DAY OF REMUNERATION
6.1 As per the terms of employment as contained in the Letters of Employment for each employee, the salaries of employees are payable on the last working day of each month. 

6.2 The company has agreed to pay employees’ salaries on the 25th of each month. This is dependent on the day on which the 25th falls. 

6.3 Payment is by means of electronic Bank transfers directly into the employee’s Bank Account.

6.4 If the 25th of the month falls on a Saturday, salaries will be transferred to the employees’ bank accounts on Friday the 24th, and the money should be available on the 25th of that month, depending on the employee’s bank.

6.5 If the 25th falls on a Sunday, employees’ salaries will be transferred to their bank accounts on Friday the 23rd, and the money should be available on Saturday the 24th of the month, depending on the employee’s bank.

6.6 Where the 25th falls on a Monday which is a Public Holiday, salaries will be transferred on Friday the 22nd of the month, and the money should be available on Saturday the 23rd of that month, depending on the employee’s bank.

7. SALARY REVIEW
7.1 The Company normally reviews an employee’s remuneration package once a year (Normally Between October - November of each year).

7.2 Based on the employee’s performance a salary increase may be instated.

7.3 The Company reserves the option to increase salaries during December or to withhold increases until it is financially capable.

7.4 Through its Performance Management Strategies, Management will continue to observe each person’s performance levels in conjunction with his/her current remuneration, and where deserved, Management will make salary adjustments.

7.5 The Company is not opposed to adjusting any employee’s package during the course of the year. However, sufficient justification should accompany this adjustment, e.g. promotion of an employee, change of employment status, normalization of the package in line with the level for the job, etc. Such an adjustment will require the approval of the Managing Director.

7.6 It is not normal company procedure to review employees’ salaries on an informal basis during the course of the year. 

7.7 The Company will be guided by the Performance Appraisal System (see Policy Nr. T-2: Performance Management) as a means of determining the extent to which the employee’s salary package may be reviewed.

7.8 The company reserves its right not to award a salary increase in respect of an employee whose performance level is below expectations or standards.

7.9 Salary reviews are done at the absolute discretion of the Company and are not a condition of employment.

7.10 The company indemnifies itself from any losses or inconveniences that the employees may suffer as a result of the company’s inability to meet the employees’ expected salary increases. 

8. DEDUCTIONS FROM SALARY

The Company will make deductions from an employee’s salary only in cases where an explicit agreement is reached between the Company and the employee to do so, or where the Company is required to do so by Law (i.e. UIF and Tax deductions etc.).
9. CONFIDENTIALITY
9.1 Remuneration paid by the Company to an employee is of a personal nature and as such may not be discussed or communicated to any other employee.
9.2 Disciplinary action may be taken should a breach in confidentiality by any employee take place.

10. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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