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1. INTRODUCTION
1.1 The Company applies the principles outlined in the Labour Relations Act (LRA) of 1995 as amended and the Basic Conditions of Employment Act (BCEA) of 1997 as amended with regard to the classification of employees in terms of their employment contracts.
1.2 In order for the Company to manage its Human Resources effectively and to ensure compliance with Labour Legislation the Company has formulated a policy to provide the basis for the classification of its employees.

2. AIM OF THIS POLICY
The aim of this policy is to:

2.1 classify Permanent, Fixed-Term and Casual employees
2.2 classify Independent Contractors.
2.3 determine the nature of the employment relationship.
2.4 clarify the Anniversary Date of an employee’s service to the Company.
3. SCOPE OF THIS POLICY
This policy applies to all persons who have an employment relationship with the Company.

4. EMPLOYEE CATEGORIES
The Company distinguishes between the following employee categories as defined by the LRA and BCEA:
4.1 Permanent employees are those employees employed on a continuous, indefinite period. Permanent employees can also be employed subject to a Probationary Period that is reasonable with reference to the nature of the job (normally not more than six months). During probation employment may be terminated, with due regard to the reasons and applicable procedures laid down by the Labour Relations Act of 1995.

A Permanent employee:
4.1.1 is paid a monthly salary from which tax is deducted according to SARS prescriptions.
4.1.2 is compelled to join the Company’s Pension Fund.
4.1.3 can join the Company’s medical aid, although the Company also allows employees to join a medical aid of their choice. It is compulsory to belong to a medical aid and proof must be provided that the employee belongs to a Medical Aid Scheme.
4.1.4 has sick Leave (Annual, Family Responsibility, etc.) privileges as stated in the BCEA or Company policies.
4.1.5 forms part of the Company’s Service Bonus scheme.
4.1.6 can rely on the Company for their personal professional development.
4.2 Fixed-Term / Temporary employees (now referred to as a Fixed-Term employee) are those employees employed for more than three days a week on a fixed-term contract. Fixed-Term employees’ contracts are determined by a specific duration dictated by a temporary need for additional staff (i.e. when someone is sick for an extended period or when someone is on maternity leave) or dictated by a temporary increase in the workload for a specific job/task/project that is of short term duration.
A Fixed-Term employee enjoys all the benefits of a permanent employee, except that:
4.2.1 Membership to the Medical Aid is a voluntary decision.
4.2.2 Membership to the Company’s Pension and Group Life and Disability Fund is not permitted.

4.2.3 The Company’s Service bonus scheme does not apply to them.  
4.3 Casual / Part Time / Occasional employees (now referred to as a Casual employee) refers to those employees who are employed for not more than three days per month.
4.3.1 A Casual employee is normally paid a fixed daily or hourly rate and has no access to the Company’s privileges, i.e. joining medical aid, pension fund or any form of leave (annual/sick/family responsibility).
4.4 Independent Contractors are those consultants employed by the Company on an hourly rate to execute specific tasks or work. 
4.4.1 An Independent Contractor enjoys no company benefits (annual leave, sick leave, family responsibility leave, training, equipment (hardware/software) etc.) whatsoever except the service fees paid to him as compensation for work rendered.
4.4.2 An Independent Contractor is also paid against an invoice that he/she submits to the Company.
5. COMMENCEMENT DATE
5.1 The “Commencement date” is the date on which the employee actually started to work for this Company on a permanent basis.
5.2 All service benefits due to the employee will be based on this date.
5.3 A break-in-service for whatever reason will result in a new Commencement date. 
6. 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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