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1. INTRODUCTION
1.1 The Company applies the principles outlined in the Basic Conditions of Employment Act (BCEA) of 1997 as amended with regard to the regulation of working hours.
1.2 Hours of work are an integral component of an employment relationship between the Company and employee, thus clarity on this matter is of vital importance.
1.3 Flexible work hours have been structured by the Company to suit individual employee’s needs.
2. AIM OF THIS POLICY
The aim of this policy is to:

2.1 provide guidelines on the work pattern to be followed by all employees.

2.2 assist in anticipating any potential labour problems that may result from the unequal interpretation of the number of hours of work per day and/or week.

2.3 clarify conditions pertaining to Flexible Work Hours (Flexi-time).

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.

3.1 This policy does NOT APPLY to:

3.1.1 employees engaged as sales staff who travel to the premises of customers and who regulate their own hours of work;

3.1.2 employees who work less than 24 hours a month for the Company.

4. WORKING HOURS
4.1 Employees must work a total of 8 hours per day (excluding a one hour lunch break). This adds up to 40 working hours per week.

4.2 Employees are entitled to a one (1) hour lunch break per day.

4.3 Employees may void their lunch breaks in order to leave work 60 minutes earlier. 

4.4 On written agreement an employee may:

4.4.1 Exclude the1 hour (60) min lunch break
4.4.2 Divide the one (1) hour lunch break into a 30 minute lunch break and two (2) 15 minute tea breaks.

4.5 The Company’s core working hours are from 08:30 to 15:00. During the Company’s core working time all employees are required to be at work, unless specifically excused. 

· Strict working hours must be adhered to.  You need to be at the office before 08:30 in the mornings and then work your 8 hours excluding your 1 hour lunch. Between 08:30 and 15:00 ALL staff that is not on leave should be in the office. You have the following slots for working hours:
· 07:00 – 16:00 with a 1 hour lunch break

· 07:00  – 15:00 with a NO breaks

· 08:00 – 17:00 with a 1 hour lunch break

· 08:00  – 16:00 with a NO breaks

· 08:30 –  17:30 with a 1 hour lunch break

· 08:30 –  16:30 with a NO breaks

4.6 Within the limits of the working day, core time and the general demands of the job, employees have the discretion to choose and/or vary their start and finish time. However, this is subject to agreement with their Manager, whose responsibility it is to see that each department is adequately staffed during normal working hours. 

4.7 The working hours regarding employees who are on Half-Day Employment Contracts are specified in their Letters of Appointment.

5. DAILY ATTENDANCE REGISTER FOR REGIONS
5.1 Employees in the Regions must record the following information on the Daily Attendance Register:
5.1.1 The time they commenced work.

5.1.2 The time they finished work on the day.

5.1.3 Their signature.

5.2 The Daily Attendance Register is available at Office Coordinators in the various regional Offices.

5.3 No person may falsify the information recorded in the Daily Attendance Record. Failure to comply with this rule will result in disciplinary action being taken by the Company against such a person. 

6. TIME KEEPING
6.1 It will be expected of all staff to record their project hours on whatever time recording software used by the Company.

6.2 Please refer to O9: Time logging for procedures relating to timekeeping for specific tasks or projects.

7. 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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