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Contract of Emplouyment
(Office staff)

entered into between

________________________________

(hereafter referred to as the “Employer”)

and

_________________________________

(hereafter referred to as the “Employee”)

Commencement date: ________________________

The Employee’s Terms and Conditions of Employment with the Employer will be as follows:

1. POSITION AND DUTIES

 1.1  The Employee will be employed in the position of ____________________________________________. 
  The Employee’s duties and responsibilities reasonably expected of such a position will be discussed  
  with him/her. The Employee, by accepting the terms and conditions of this Contract of Employment,  
	 	 hereby	agrees	to	fulfil	his/her	duties	loyally	as	well	as	endeavour	to	promote	and	extend	the	business		
  of the Employer.
  
 1.2  The Employer shall be entitled to request the Employee, from time to time, to carry out the whole  
  part of his/her duties in the business of any of the Subsidiaries and Co-Subsidiaries of the Employer,  
	 	 in	which	event	the	terms	and	conditions	of	this	agreement	shall	apply	thereto.

 1.3 These conditions shall apply and continue to apply for as long as the Employee is employed by the
	 	 Employer,	irrespective	of	any	changes	in	his/her	capacity	and	irrespective	of	variations	of	any	other
  terms hereof.

2. ACCOUNTABILITY 

  The Employee	will	be	accountable	to	__________________________(name	of	Supervisor	/	Manager).	 
	 	 Should	he/she	have	any	queries	or	problems	concerning	the	Employer,	they	are	to	be	brought
	 	 to	the	attention	of	_______________________________________	who	will	do	his/her	best	to	advise
	 	 him/her	or	resolve	the	problem. 
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3. PERIOD AND TERMINATION OF EMPLOYMENT

	 3.1		 The	contract	shall	be	subject	to	a	trial	period	of	3	(three)	months,	during	which	period	2	(two)	weeks’
	 	 written	notice	may	be	given	by	either	the	Employer	or	Employee	at	any	time.

 3.2  The period of employment under normal circumstances will be for the duration of the contract and
	 	 will	be	applicable	after	the	trial	period	has	expired	with	retrospective	effect.

	 3.3		 During	the	first	4	(four)	weeks	of	employment,	the	notice	period	will	be	1	(one)	week.

	 3.4		 The	contract	shall	continue	until	the	retirement	age	of	_________	and	shall	be	subject	to	4	(four)
	 	 weeks’	written	notice	after	one	year	or	more.

	 3.5		 The	Employer	may	terminate	the	Employee’s	employment	summarily	(without	notice)	for	any	cause
	 	 recognised	in	law	as	sufficient	and	for	any	material	breach	of	his/her	conditions	of	employment.

	 3.6		 In	the	event	of	dismissal,	an	Employee	shall	have	been	dealt	with	in	accordance	with	the	Employer’s
	 	 disciplinary	procedure	with	regard	to	the	different	reasons	thereof.	The	Employee	has	a	right	to	a
  fair dismissal.

	 3.7		 In	the	event	of	retrenchment	due	to	reasons	based	on	the	Employer’s	financial	or	operational
	 	 requirements	the	Employee	shall	be	compensated	in	the	form	of	severance	pay	equal	to	at	least	one
	 	 week’s	remuneration	for	each	completed	year	of	continuous	service	with	the	Employer.

	 	 3.7.1		 The	minimum	amount	severance	pay	payable	to	the	Employee	will	be	subject	to	changes	in
	 	 	 the	relevant	legislation.	The	Employee	hereby	declares	that	no	amount	severance	pay	in
   excess of that statutory minimum shall be claimed from the Employer prior to and after the
   Employee’s retrenchment or at any other stage.

	 	 3.7.2		 In	the	event	of	retrenchment,	an	Employee	shall	have	been	dealt	with	in	accordance	with		
   basic retrenchment procedure with regard to the reasons thereof. The Employee has a right  
   to a fair retrenchment.

	 3.8		 All	implements	used	in	carrying	out	his/her	duties;	equipment	uniforms,	books	of	accounts,		 	
	 	 records,	technical	data,	advertising	matters,	samples,	papers	and	correspondence	concerning	or		
	 	 containing	reference	to	the	Employer,	it’s	Customers,	Principal(s),	remains	the	express	property	of		
	 	 the	Employer,	which	shall	be	handed	back	to	the	Employer	on	termination	at	any	time	whilst	still	in		
  the Employer’s employ.

  3.8.1  Any money or loans due to the Employer shall on termination of this Contract of Employment
   be returned to the Employer and if not returned; the Employee consents that such money or
   loans may be deducted from the salary due to the Employee.

	 3.9		 The	parties	agree	that	in	terms	of	the	revised	OHSA	Construction	Regulation	the	duration	of	this
	 	 contract	is	directly	dependant	on	a	valid	medical	certificate	of	fitness.

4. HOURS OF WORK 

	 4.1		 Normal	working	hours	of	the	Employee	will	be	from__________	until	_________,	Monday	to
	 	 Friday,	however,	the	Employee	will	be	obliged,	within	reason,	whenever	called	upon	by	the	Employer,
	 	 to	co-operate	with	the	Employer,	to	work	overtime	under	special	circumstances.

	 4.2	The	hours	of	work	will	be	subject	to	the	relevant	legislation	currently	in	force.

	 4.3		 The	Employee	shall	be	entitled	to	a	meal	interval,	subject	to	current	legislation.	Meal	intervals	shall
	 	 not	form	part	of	hours	of	work.
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5. OVERTIME 

	 5.1		 The	Employee	agrees	and	undertakes	to	perform	such	overtime	duties	as	the	Employer	may
	 	 reasonably	require	from	time	to	time,	provided	this	does	not	exceed	the	limitations	laid	down	in
	 	 relevant	legislation.

	 5.2		 Except	in	cases	of	emergency	the	Employer	will	give	sufficient	time	as	possible	in	notifying	the
	 	 Employee	of	such	overtime	to	be	performed.

	 5.3		 Overtime	shall	be	calculated	according	to	stipulations	in	the	relevant	legislation.

	 5.4		 Management	will	advise	timeously	of	the	time	and	date	of	stock	take	and	every	employee	is	to	
  be present.

	 5.5		 Employees	earning	in	excess	of	the	statutory	provisions	as	promulgated	from	time	to	time,	is
	 	 excluded	from	overtime	payments,	as	per	the	Basic	Conditions	of	Employment	Act.

6. ANNUAL LEAVE 

	 Annual	leave	shall	be	taken	at	a	time	which	is	convenient	to	the	Employer,	subject	to	provisions	made	in
	 relevant	legislation	currently	in	force.

7. SICK LEAVE

	 7.1		 The	Employer	will	grant	to	the	Employee	not	less	than	36	(thirty	six)	weekdays	sick	leave	in	the
	 	 aggregate	during	each	cycle	of	36	(thirty	six)	consecutive	months	of	employment	with	the	Employer,
	 	 on	full	pay,	provided	that	the	first	6	(six)	consecutive	months	of	employment	the	Employee	shall	not
	 	 be	entitled	to	sick	leave	on	full	pay	at	the	rate	of	more	than	1	(one)	week	day	in	respect	of	each
  completed month of employment.

	 7.2		 The	Employee	must	produce	a	valid	medical	certificate	in	respect	of	any	period	of	absence	due	to
  medical reasons.

	 7.3		 The	Employee	further	agrees	that	should	he/she	be	absent	from	work	on	a	Monday,	Friday,	or	any
	 	 day	before	and/or	after	a	public	holiday,	he/she	will	furnish	the	Employer	with	a	valid	medical
	 	 certificate.

	 7.4		 Sick	Leave	together	with	Maternity	Leave,	Paternity	Leave	and	Family	Responsibility	Leave	shall	be
	 	 subject	to	relevant	legislation	currently	in	force.

8. FAMILY RESPONSIBILITY LEAVE 

	 Provided	the	Employee	has	been	employed	for	longer	than	4	(four)	months,	the	Employee	will	be	entitled
	 to	3	(three)	days	paid	family	responsible	leave	per	annual	leave	cycle.	Any	unused	family	responsible
	 leave	lapses	at	the	end	of	the	annual	leave	cycle	in	which	it	accrues.

9. RULES AND REGULATIONS

 The Employee will be required to adhere to the Employer’s disciplinary code and code of conduct as well
	 as	the	disciplinary	and	grievance	procedures	in	place.

10. SECURITY

 10.1  The Employee agrees to submit himself/herself to such security measures as may be implemented
	 	 by	the	Employer	from	time	to	time,	including	measures	taken	to	conduct	searches	by	any	person
  duly authorised to carry out such searches.
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	 10.2		 The	Employee	further	undertakes	not	to	disclose	to	any	other	person,	or	business,	any	information
	 	 whatsoever	given	to	him/her	by	the	Directors	of	the	Employer	and/or	their	deputies,	whether	during
  or subsequent to the period of employment.

11. POLYGRAPH TESTING 
 
 11.1  The employee agrees to participate in a polygraph testing exercise should the employer requests

  her/him to do this, and to accept the results of these tests.

	 11.2		 The	employer	agrees	to	allow	the	employee	to	do	a	second	polygraph	test	by	a	different	institution
	 	 to	the	one	who	did	the	first	testing,	should	the	employee	requests	this.	The	following	conditions	will
  apply:

	 	 a)	A	different	testing	institution	will	be	used	only	if	it	is	acceptable	to	both	parties,	considering	time
  delays and costs, amongst others.

	 11.3		 Refusal	to	participate	in	any	polygraph	testing,	drug	testing	and	alcohol	testing	will	be	a	breach	of
  this agreement and seen as misconduct.

12. REMUNERATION

	 12.1		 The	Employee	shall	be	paid	a	salary	of	R___________	per	day	/	week	/	month.

	 12.2		 The	Employee’s	salary	shall	be	payable	weekly	/	monthly	in	arrears	by	bank	transfer.

 12.3  The Employer shall be entitled to deduct any amount that they are legally bound/entitled to, by
	 	 relevant	legislation	currently	in	force.

	 12.4		 The	Employer	shall	be	entitled	to	deduct	any	other	amount	in	respect	of	which	he/she	written
	 	 consent	has	been	given.

	 12.5		 Increases	in	basic	wages	and	overtime	payments	will	be	made	at	managerial	discretion.

 12.6  The Employee shall not automatically be entitled to an annual/monthly bonus, which is considered
	 	 by	the	Employer	to	be	a	privilege	and	not	a	vested	right,	but	the	Employer	may	at	its	discretion,
	 	 depending	on	the	Employee’s	performance	and	the	Employer’s	financial	results,	pay	to	the
  Employee, an annual/monthly bonus.

	 12.7		 The	Employer	views	the	remuneration	as	a	confidential	matter;	therefore,	the	Employee	is	expected
  to treat this matter accordingly.

13. FURTHER ADDITIONS

	 13.1		 Medical	Aid
 
	 	 At	any	given	time,	the	Employer	may	propose	such	and	determine	whether	said	will	be	compulsory
  or not; otherwise it shall be his/her own responsibility to acquire medical aid of his/her own.

	 13.2	 Provident	Fund	/	Pension	fund

	 	 At	any	given	time,	the	Employer	may	propose	such	and	determine	whether	said	will	be	compulsory
	 	 or	not;	otherwise	it	shall	be	his/her	own	responsibility	to	contribute	to	a	provident	fund	of	his/her			
  own.
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14. SAFETY REGULATIONS
 
 The Employee will be required to adhere to all Safety rules and regulations in place at the Employer,
 failure to do so will result in disciplinary action being instituted.

15. OUTSIDE ACTIVITIES

 The Employee may not, without written permission and/or consent of the Employer:
 
	 15.1		 be	engaged	in	work	for	remuneration	or	otherwise	outside	the	service	of	Employer;	or

	 15.2		 be	associated	with	the	conduct	of	any	activity	and	enterprise	that	may	conflict	with	his/her	duties		
  and the Employer’s interest.

16. RESTRAINT OF TRADE AGREEMENT

 The Employee shall in no circumstance, after termination of this Contract of Employment, in any way
	 enter	into	agreement	with	a	competitor	of	the	Employer,	or	for	the	previous	employee’s	own	account	enter
	 into	competition	with	the	Employer;	using	specific	knowledge,	marketing	and/or	practical	techniques	and
 information obtained at the Employer whilst in its employ.

17. PRESS STATEMENTS AND/OR STATEMENTS TO OTHER PARTY(IES)

 The Employer shall not issue and/or induce other parties to issue press statements and/or place and/or
	 induce	other	parties	to	place	editorial	and/or	advertising	matter	with	the	media	without	the	Employers
	 written	consent	and/or	the	Employers	request.	The	Employee	is	not	permitted	to	make	any	statements
	 whatsoever	on	behalf	of	the	Employer	intended	for	public	consumption	without	the	permission	of	the
 Employer.

18. UNDERTAKINGS TO CUSTOMERS - SUPPLIERS - PRINCIPALS

	 The	Employee	is	not	permitted	and	shall	at	all	times	take	care	not	to	give	undertakings,	make
	 representations	or	enter	into	agreements	whether	verbal	or	in	writing	with	the	Employers	Customers,
	 Suppliers,	Principal(s),	or	other	parties	which	may	cause	the	Employer’s	loss,	damage	and	impair	its	good
 name.

 The Employee shall always act in a responsible and professional manner to protect the Employers
 interest. 

19. IRREGULARITIES 

It is the duty of the Employee to report any irregularities noticed on the part of the other
Employees, where it causes loss and harm to the Employer at all times.

20. PERSONAL FINANCIAL AFFAIRS

	 An	Employee,	in	a	key	position,	will	conduct	his/her	personal	financial	affairs	in	such	manner	that	it
 becomes neither an embarrassment to the Employer nor interferes with his/her performances in any way
	 whatsoever.

21. FREEDOM OF ASSOCIATION

 The Employer subscribes to the principle of freedom of association. As such, the employees may choose
 to join any trade union of their choice.
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22. CONFIDENTIAL INFORMATION

	 22.1		 The	Employee	hereby	acknowledges	that	by	virtue	of	his/her	employment	with	the	Employee,
	 	 he/she	shall	have	access	to	the	Employer’s	trade	secrets,	including	but	not	limited	to,	the	knowl	 	
	 	 edge	of	the	operations,	present	and	potential	clients,	contractual	arrangements,	financial	details	of		
  the Employer’s relationship with its clients, as well as all other matters, which relate to the business  
	 	 of	the	Employer	and	in	respect	of	which	information	is	not	readily	available	in	the	ordinary	course
  of business to a competitor of the Employer.
 
 22.2  In order to protect the Employer’s proprietary interests in the trade secrets, the Employee agrees
	 	 and	undertakes	that	for	the	duration	of	this	agreement	and	thereafter.

 22.3  Any records relating to the trade shall be deemed to be the property of the Employer and shall be
  surrendered to the Employer upon the termination of the employment.
 
	 22.4	 	He/she	will	not	use	any	of	the	trade	secrets/records	or	disclose	such	information	to	any	other		 	
  person without the written consent of the Employer.

23. DISCIPLINARY CODE / PROCEDURES AND GRIEVANCE PROCEDURES 

	 The	Employee	shall	be	subject	to	and	agree	to	abide	by	the	Disciplinary	Code/Procedure	and	Grievance
 Procedures of the Employer as determined from time to time. The current Disciplinary Code / Procedure
	 and	Grievance	Procedures	of	the	Employer	are	at	the	Employee’s	request	/	convenience,	to	his/her
 disposal at a time and place suitable for inquiries.

24. STRIKE

	 24.1		 The	Employee	shall	not	participate	in	unprotected	industrial	action	nor	shall	the	Employee	absent
  himself/herself from his/her place of employment because of unprotected industrial action.

	 24.2		 If	the	Employee	contravenes	the	provision	of	21.1	above,	the	Employer	shall	be	entitled	to	termi	 	
  nate his/her employment summarily.

	 24.3		 In	the	event	of	the	Employee	participating	in	industrial	action	or	absenting	himself/herself	from
  his/her place of employment in consequence of industrial action, the Employer shall be entitled to
	 	 apply	the	policy	of	no	work	no	pay,	irrespective	of	whether	the	industrial	action	is	protected	or
  unprotected. 

25. DRESS CODE 
 
 The Employer wishes to portray an air of professionalism in all its business dealings. The Employee

 agrees to dress on a professional manner and if applicable, to wear the safety clothes when necessary.

26. UNIFORMS (IF APPLICABLE)

	 26.1		 The	Employee	is	required	to	be	neatly	dressed	in	an	employer’s	uniform	during	working	hours.
  Uniforms remain the property of the Employer and the Employee is expected to handle it with care.

 26.2  The Employer’s Disciplinary Code and Procedure will regulate the responsibilities of the Employee
  concerning his/her obligation to wear and care for uniforms.
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27. ALCOHOL AND DRUGS

	 It	is	a	specific	condition	of	employment	that:

	 27.1		 No	alcohol	and/or	habit	forming/intoxicating	drugs	may	be	consumed	during	working	hours,	or	on
	 	 company	premises	or	whilst	in	a	vehicle	belonging	to	the	Company.

	 27.2		 The	Employee	may	not	be	in	possession	of	or	under	the	influence	of	alcohol	and/or	habit
	 	 forming/intoxicating	drugs	during	working	hours,	or	on	Company	premises	or	whilst	in	a	vehicle
  belonging to the Company.

 27.3  The Employee agrees that the Company shall be entitled to institute any medically recognised test
	 	 to	assess	whether	an	Employee	is	under	the	influence	of	alcohol	or	habit	forming/intoxicating
  drugs. The Company may introduce such tests on a random basis or on suspicion that the
	 	 Employee	is	under	the	influence.	The	Company	shall	institute	such	testing	to	protect	the	safety	of
  the Company and its employees. In addition, such testing shall ensure that the Employee is
  meeting the performance requirements of the job.

28. COMPANY VEHICLE(S):

	 28.1		 In	the	event	that	the	Employee	is	in	use	of	any	company	vehicle,	he/she	must	adhere	to	all	traffic
	 	 rules	and	relevant	legislation.	Failure	to	do	so	may	lead	to	disciplinary	action	taken	against	the
  Employee.

	 28.2		 The	Employer	will	be	permitted	to	make	use	of	a	tracking	device	and	audio/video	surveillance	within
	 	 any	company	vehicle	for	monitoring	and	security	purposes.

29. PROTECTION OF PERSONAL INFORMATION

	 29.1		 In	terms	of	the	Protection	of	Personal	Information	Act	(Act	No.	4	of	2013),	the	Company	will	hold
  certain personal data of employees which may include, but is not limited to, an employee’s identity
	 	 number,	address,	telephone	numbers,	references,	educational	qualifications,	bank	details,
	 	 performance	appraisals,	service	fees	and	other	records	(which	may	include	sensitive	data	relating
  to an employee’s health and data held for purposes of the requirements of the
	 	 Employment	Equity	Act	55	of	1998).

 29.2  The Company will hold such personal data for management and commercial operational purposes
  and to comply with its obligations in terms of applicable legislation and regarding the retention of
  employee records. In the absence of such information, the company will not be in a position to
  properly manage its operations and/or to comply with its reporting and other legal obligations.

 29.3  You hereby agree that the Company may process such personal data and may, where necessary
  to comply with its obligations and/or in accordance with the ordinary commercial and operational
	 	 requirements	of	the	Company,	make	such	data	available	to	its	advisors,	to	third	parties,	including
	 	 but	not	limited	to,	those	providing	products	and/or	services	to	the	Company	(such	as	IT	system
	 	 suppliers,	pension,	benefits	and	payroll	administrators),	to	government	and/or	other	regulatory
	 	 authorities	(including	tax	authorities).

	 29.4		 You	hereby	consent	to	the	collection,	transfer,	storage,	retention,	distribution,	processing	and	use
  of such data in the context necessary in accordance with this clause, whether during your
  employment with the Company or following the termination thereof and whether within the
	 	 Republic	of	South	Africa	or	elsewhere.

 29.5  The Company shall at all times ensure that it complies with the applicable legislation in this regard.

 29.6  You may access your personal data held by the Company and are responsible to rectify
	 	 or	correct	any	data	that	is	out	of	date,	irrelevant,	excessive,	incomplete,	misleading	or	inaccurate. 
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DECLARATION

I,	_______________________________	the	undersigned,	hereby	acknowledge	that	the	above	conditions
1	-	29	have	been	explained	to	me	and	that	I	understand	the	contents	thereof	fully	and	accept	these	terms	and
conditions	as	binding	upon	me	during	my	period	of	employment	and	undertake	not	to	contend	to	the	contrary.

_______________________      __________________________
EMPLOYEE		 	 	 	 	 	 	 ID	NUMBER

__________________________
DATE

We	look	forward	to	a	mutually	beneficial	relationship.
Yours faithfully

_______________________________     __________________________
EMPLOYER		 	 	 	 	 	 	 DATE


