(Name)

(Address)

(Address)

(Address)

(Post Code)

DATE

Dear (Name)

Welcome to Company Name.

Attached please find the following documents:

1.
Offer of Appointment, in duplicate.  Please sign the copy to signify your acceptance of the terms and conditions, and return it to us.

2.
Brief details of staff benefits.  Full details are available on request.

3.
New Staff Engagement Form.  Please complete this and return it to us.

4.
Standard Conditions of Employment.  Please sign the attached copy to signify your acceptance of the conditions and return it to us.

5.
Confidentiality Agreement.  Please sign the attached copy to signify your acceptance of the conditions and return it to us.

Please provide copies of the following documentation upon your first working day:


Identity Document and/or Birth Certificate


Drivers Licence


Certificates and Diplomas


Certificates of Services (previous employment)

On your first day at work please report to __________ who will guide you through an Induction Process.

We hope that our association will be a long and happy one.

Yours sincerely,

MANAGING DIRECTOR

STRICTLY CONFIDENTIAL

(Name)

(Address)

(Address)

(Post Code)

DATE

Dear (Name)

We have pleasure in confirming your appointment to the position of Position Title at Company Name commencing on the DATE.
Your conditions of employment will be as follows:

1.
Position

1.1
You will be employed as JOB TITLE at Company Name.


Your responsibilities will be as outlined in the Job Description applicable to your position.


You will report to POSITION TITLE and in his/her absence, to POSITION TITLE

The Company presently works a five-day week and your normal working hours will be from 08h00 to 16h30 from Monday to Friday, with a half an hour lunch break.  Due to pressure of work you may be requested to work outside these hours from time to time.  No overtime will ordinarily be paid in respect of work outside normal office hours, as a certain amount of overtime has been included in your remuneration.

2.
Remuneration
2.1
Your annual remuneration package will be R_______ (cost to company) which will be payable in twelve equal monthly instalments of R_____.  Your salary will be reviewed on the DATE of each year.

2.2
Whilst a bonus is usually paid in December, this is at the Directors’ discretion depending upon the performance of the Company and the achievement of your performance objectives, and should not be considered a right.
3.
Leave

3.1
You are entitled to 15 working days leave per annum.  Only 5 days per year may be carried forward to the following year, and a minimum of 10 consecutive working days leave must be taken during the year.  Maximum permissible leave in any one year will therefore be 20 days (15 + 5 accumulated). Leave application forms must be completed for all absences, whether for normal leave or sick leave, for record purposes.

3.2
All leave must be taken in accordance with the Company’s policies and procedures and must be taken at a time/times considered by the Company at its sole and absolute discretion to be convenient.  Leave conditions are laid down in the Company’s Manual of Procedures.  A copy of the leave regulations is available on request.

3.3
Sick leave will be granted in accordance with current regulations.

4.
Participation in Provident Fund, Disability Income, Funeral Benefit and Medical Aid Schemes.
4.1
The Company operates a Provident Fund, incorporating a Group Life Assurance, Income Disability, Funeral Benefit Schemes.  The Company also offers a Medical Aid Scheme.  Membership of these schemes is compulsory for all employees who are eligible in terms of the rules of these Schemes and the rules of the Company.

4.2
The Company is entitled to make the necessary adjustments to the Employee’s Remuneration package in respect of contributions due on your behalf to the Medical Aid Scheme.  All other schemes are not contributory, but calculated in your cost to company salary.
4.3
Details of the above Schemes, which the Company reserves the right to amend, are available on request.

5.
Notice Period
5.1
You will serve a 3 month probationary period.  At the end of the probation period we would like to have a formal appraisal of your performance for the mutual benefit of you and the Company.

5.2
During the probation period one week’s notice will apply.

5.3
Employment may be terminated by either you or the Company giving two (2) week’s written notice of termination, after completion of probation, in the first year of employment, and four week’s (or one calendar month) thereafter.
6.
Confidentiality


You will comply with the conditions laid down in the attached Annexure A in respect of confidentiality.

7.
Other Employment or Business


Without permission of the Company, you may not be directly or indirectly engaged in any business or undertaking other than that of the Company.  Permission for extraneous part-time employment will only be granted provided the Company is satisfied that the activity is in no way detrimental to the Company’s interest and provided that Management is satisfied that your efficiency will in no way be impaired by the proposed activity.

8.
General


You are required to comply with all the Company’s reasonable rules, regulations, policies, practices and procedures as laid down from time to time for the economic, efficient and harmonious operation of the Company’s business.

Please indicate your acceptance of the conditions of employment as set out above by signing and returning the duplicate copy of this letter to me.

I trust that your association with the Company will be a long and rewarding one.

Yours sincerely,

MANAGING DIRECTOR

ACCEPTANCE CLAUSE

I accept the offered appointment to the staff of Company Name, on the terms and conditions contained in this letter.

I acknowledge that this offer and acceptance constitutes the entire agreement between Company Name and myself.

SIGNATURE





DATE
ADDITIONAL CLAUSES FOR USE IN THE LETTER OF APPOINTMENT

1. PETROL CARD


You will be issued with a Petrol Card with which you may purchase petrol to the value of R______.  This is to compensate you for the use of your personal vehicle on Company Business.  You will be required to keep a log book of such travel for tax purposes.
2.
HOME AND OTHER FACILITIES


Given the nature of your duties and target market of the company, you may be required from time to time to carry out certain duties outside of normal working hours, and sometimes from your place of residence.  For this reason it is essential that you have:

· A telephone at home and a cellular telephone so that you may be contacted by and/or make contact with clients and/or the company, outside of normal working hours;

· A study at home so that you may meet with clients and/or colleagues and carry out certain work which is required to be completed at home outside of normal working hours and outside of the office;

· A computer on which you can work at home, with software, a modem, Internet access, which is compatible with the software used at the company’s offices/premises; and

· Good reading knowledge of the current developments in your profession, and for this purpose, it will be expected of you to subscribe to the necessary journals or to purchase the necessary books.


Refer to Annexure B for allowances regarding the details in this paragraph, which are based on your job description and remuneration structure.

3.
MOTOR VEHICLE ALLOWANCE AND REIMBURSEMENT OF CERTAIN BUSINESS TRAVEL EXPENSES


You will be required to use your private motor vehicle and consequently will incur expenses in connection with the licensing, insurance, maintenance, running and repair of that vehicle.


The company will accordingly pay you a travel allowance, based on the actual cost price of your vehicle, to meet the expenses referred to above.


In addition, business mileage undertaken specifically to visit clients or perform duties on behalf of the company, will be reimbursed at the standard rate per kilometre, as determined by the company from time to time.  Such amounts will be included in your taxable income.

4.
TRAVEL RE-IMBURSEMENT (NO ALLOWANCES BEING RECEIVED)


You may be required to use your own vehicle for business purposes, in which instance you will be reimbursed at a rate per kilometre, as determined by the company from time to time.  Should the kilometres so travelled not exceed 8000 kilometres per annum, the reimbursements will not constitute taxable income.  If kilometres travelled exceed said figure, the amount will constitute taxable income.

5.
ENTERTAINMENT ALLOWANCE


You will receive an entertainment allowance for indirect or occasional entertainment expenses paid out-of-pocket, which you are expected to utilise for the entertainment of business associates, colleagues and/or suppliers of the company, from time to time.


The allowance may also be appropriated for direct entertainment expenditure.  However, you are obliged to keep the following information:

· Who was entertained and for which position;

· Nature of entertainment

· Cost thereof

· Business transacted.

6.
OTHER ALLOWANCES


Subsistence Allowance


You may be expected, as part of your duties, to be away from your usual place of residence in South Africa.  When this materialises, a subsistence allowance will be payable to yourself.  The allowances are determined by the following factors:

· Were you residing in South Africa or an overseas country whilst away from your own residence,

· Were the expenses incurred during such this period bone by the company or by yourself.


Read Annexure B for the allowance as well as the number of days you may be expected to perform duties in South Africa and overseas respectively, resulting in you being away from your own residence.

7.
Cell Phones


You are required to have a cellular telephone so that you may be contacted outside of normal working hours or when you are out of the office.  To offset the expenses which you will incur the Company will pay you an allowance to cover the business usage of your cellular phone.  This allowance is calculated on the average business calls, which you make on behalf of the Company and a percentage of the monthly rental costs.


You will be obliged to keep the following information:

· Monthly statements from your cellular service provider

· Records of business calls made on the cellular phone on behalf of the Company

· Average percentage use of the Cellular phone for business purposes.

CONFIDENTIALITY AGREEMENT

1.
By virtue of your employment by Company Name you may become aware of and may have access to the trade secrets and confidential information of Company Name or its related subsidiary Companies, (hereinafter referred to as Company Name), which include without limitation, the following;

1.1
Company Name techniques, technical details, methods of operating, know-how, costings, source of materials, pricing and purchasing policies, technical bulletins, computer printouts, price-lists, customer lists and all documentation referred to in the above paragraph following;

· knowledge of an influence over Company Name customers and business associates;

· the contractual arrangements between Company Name and its business associates;

· the financial details (including fee structures, costing and pricing policies)    relating to Company Name customers;

· the financial details of Company Name’s relationship with its business associates;

· the names of prospective customers of Company Name and their requirements;

· the details of Company Name’s financial structure and operating results;

· details of the remuneration paid by Company Name to its various employees and their duties;

· other information, which relates to the business of Company Name which is not readily available in the ordinary course of the business to a competitor of Company Name.

2.
Having regard to the facts above, you undertake in order to protect the proprietary interest of Company Name and its trade secrets, that:


Any written instructions, drawings, notes, memoranda, customer files or other records relating to Company Name’s affairs, dealings or trade secrets which are made by you or which come into your possession during the period of your employment by Company Name (which you acknowledge are the property of Company Name) shall be surrendered and returned by you to Company Name and you will not retain any copies thereof or extracts therefrom.

You will not, during the period of your employment by Company Name and for a period of one year thereafter either for yourself or as the agent of anyone else, persuade, induce, solicit, encourage or procure any other employee of Company Name to:

· become employed by or interested in any manner whatever if any business, firm undertaking or company (all of which are referred to as “any concern”) which directly or indirectly trades or carries on business in competition with the business carried out by Company Name or which is a customer of Company Name,



     or

· terminate his or her employment with Company Name,

or

· furnish to any concern any information concerning any other employee of Company Name which may be, or is intended to result in such other employee of Company Name becoming employed by, or directly or indirectly in any manner, in any concern.

  

I hereby agree and accept the conditions outlined above

______________________________

__________________


SIGNATURE





DATE

STANDARD CONDITIONS OF EMPLOYMENT

HOURS OF WORK

The standard working hours will be from 08h00 to 16h30 from Mondays to Fridays, with a half an hour lunch break at 13h00.  Failure to comply with these hours may result in disciplinary action. The Company reserves the right to amend these hours as conditions dictate.   It may be necessary for you to render service outside of these hours, as and when the work of the Company requires it.

SICK LEAVE

In the event of absence through illness for a period of two days or more, a Doctor’s Certificate must be produced.  Sick leave will be granted in terms of current legislation.  Should your sick leave exceed that allowed by legislation, i.e.

· 1 day’s sick leave for every 26 days worked for the first 6 months

· 30 days sick leave for each period of 36 consecutive months worked,

the company reserves the right to request you to take annual leave or unpaid leave.

All absences due to illness of one complete working day or more must be recorded on a Leave Application Form and submitted to Salaries administration.

TERMINATION

Unless otherwise expressly stipulated, employment may be terminated, by either party after 1 Calendar months days written notice given or received to that effect, or by the Company on payment of one month’s salary in lieu of notice, unless any act of misconduct or neglect should warrant summary termination of employment.

On termination you are required to return any Company assets in your possession, including any documentation belonging to the Company.

OUTSIDE EMPLOYMENT

a) Employees may not perform or engage in work for remuneration outside the service of the Company without written permission.

b) Employees must notify the Company of any Directorship they hold and they must obtain written permission from the Company before accepting any Directorship during their period of employment.

c) Employees must not participate in, or associate themselves with, any enterprise whose interests may conflict with those of the Company.

INDEBTEDNESS

Any amounts owing to the Company by you in respect of advances against salary, loans, purchases, etc. from the Company or otherwise may be deducted by the Company from any funds due to you.  The Company shall constitute first charge on such funds and you hereby authorise the Company to make such deductions in respect of such indebtedness.

INDEMNITY

In any case where you use any vehicle or equipment during the course and scope of your employment with the Company, you hereby indemnify the Company in respect of any claims against the company arising out of negligence by yourself.  Please refer to “Workmen’s Compensation” in the Company Policy Manual.

RETURN OF ASSETS AND RECORDS ON TERMINATION OF EMPLOYMENT

On termination of employment you are required to immediately deliver to the Company all its assets (which include, but are not limited to, vehicles, computers, calculators, equipment, records, access cards, keys, documents, accounts, letters, notes memoranda and papers of every description in your possession or control.  You hereby irrevocably agree and consent to the Company’s procedures to withhold all outstanding monies owed to yourself, on date of termination, until such time as you have complied with the provisions of this paragraph.

SECURITY

I hereby agree that the Company reserves the right to order the search of any employee, or of the employee’s possessions, or of any vehicle at any time upon entering or leaving the Company’s premises.  The Company is not bound to assign any reasons for making a search and shall not be held liable for claims in consequence of any such search.

PERSONAL POSSESSIONS

You are asked to take special care of personal possessions, as the Company does not accept any liability in the event of personal possessions being stolen or damaged on the Company’s property.

UNEMPLOYMENT INSURANCE FUND

Contributions to the Unemployment Insurance Fund are compulsory for all employees under the relevant Act up to a prescribed maximum amount, which changes from time to time.  All employees are covered by the Fund and contributions will be deducted accordingly.

I hereby agree and accept the conditions outlined above

______________________________

__________________


SIGNATURE





DATE
