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1. INTRODUCTION
1.1 The Company acknowledges that the high standards and quality of the services it provides is dependent upon the contribution, effort and loyalty of its employees. 

1.2 The Long Service Award Scheme is an opportunity to recognise the loyalty of those employees who have given their service to the Company over the years and to demonstrate that the contribution employees have made is valued. 

1.3 The awards are commensurate with each person’s length of service.
2. AIM OF THIS POLICY

2.1 To establish an award system in recognition of the contributions made by long-serving employees whilst in service or when retiring from the Company. 
3. SCOPE OF THIS POLICY

3.1 This policy applies to all Permanent employees who have accrued the appropriate length of continuous service (i.e. 10 years, 20 years, 30 years).
4. ELIGIBILITY FOR LONG SERVICE AWARDS
4.1 Employees must have accrued the appropriate length of service. Awards will be given to employees in intervals of ten (10) years (i.e. 10 years, 20 years, 30 years etc.).
4.2 The service must be continuous. Length of service will be calculated from the “commencement date” as stated in the employment contracts of employees.
4.3 Service accrued with predecessor Companies, i.e. GISCOE (Pty) Ltd or Group Companies, is recognised. 
5. AWARDS
5.1 The award will be in a form of a Certificate, an award to the employee (gift or cash) and a small social function to be attended by the staff members in the branch.
	Length of Service
	Certificate
	Value of award
	Social Function
	Attendants

	10 years
	Yes
	R2 500
	Social function to the value of R1 000
	All employees at the Branch

	20 years
	Yes
	R5 000
	Holiday Voucher to the value of R5 000.

Social function to the value of R2 000.
	Employee and Spouse.

All employees at the Branch.

	30 years
	Yes
	R10 000
	Same as above
	Same as above


Please Note:
The values quoted above will be adjusted from time to time to keep with inflation.
5.2 Qualifying employees may request the reward in the form of a contribution from the Company to an article, event of their choice or to get the amount as a cash payout.
5.3 Should the award be taken as a cash contribution to salary, the following will apply:
5.3.1 A long service award taken in the form of cash is taxable.
5.3.2 A long service award taken as a gift is not taxable except for any amount in excess of R5 000 per award.
5.3.3 Where an award or part thereof is subject to tax, the award or its value is not reduced by the amount of the tax, but the taxable value is added to the staff member's annual taxable income.
6. LONG SERVICE AWARDS PROCEDURE
6.1 The Company’s Human Resources Department will be responsible for the organisation of the Long Service Award Scheme including: 

6.1.1 Identifying on an annual basis those employees who are eligible for a Long Service Award.

6.1.2 Notification and arranging of awards.

6.1.3 Organisation of social functions.

6.2 The award and certificate will be presented at a small ceremony/social function held during the month in which the required period of service is completed.

6.3 Subject to the employees consent the award will be publicised on the Notice Board or other appropriate media.

7. IMPACT OF POOR PERFORMANCE AND DICIPLINARY ACTION ON LONG SERVICE AWARDS
7.1 Individual long service does not necessarily indicate satisfactory performance, or an employee’s contribution to the Company. However, individual contribution for the total period of service should not be eclipsed by any recent misdemeanour and any capability issues would normally be dealt with under the Company’s Code of Practice on Remedying Poor Performance

7.2 In circumstances where an employee has current disciplinary sanctions against them or under warning of dismissal, it could be contradictory to reward individual service. Under such circumstances the Managing Director could instruct the Human Resources Department defer or withhold an award until such matters are resolved

8. 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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