E IF_'_I— l— L'\:g_

o .\_,.‘j -\.-u.'

FREE STATE PROVINCE ;.%x f* A

Enquiries: Koikoi Dingaan
Reference: LA 7/1/1/5

To:  Office of the MEC

Head of Department

Chief Director: Financial and Corporate Services

Chief Director: Agricultural Extension and Development

Head: Community Project Fund Support Programme

Regional Directors:  Motheo, Xhariep, Lejweleputswa, Thabo
Mofutsanvane, Northemn Free State.

Director: Farmer Support, Development and Food Security

Director: Glen Development Institute

Director: Management Services

Director: Human Resource Administration

Heads of Components and Sections

All Government Owned Vehicles Users

DEPARTMENTAL TRANSPORT CIRCULAR NO. 4 OF 2006

MISCONDUCT RELATING TO THE MISUSE OF GOVERNMENT OWNED
VEHICLES.

[n terms of Transport Circular No. 4 of 2000, paragraph 22.1, “If Government Owned
Vehicles are used irregularly, driven recklessly, neglected or misused. the matter must
be viewed in a serious light and disciplinary action against the offendine official
should be considered apart from any proceedings which may be instituted in terms of
the Road Traffic Act.”

Managers and supervisors are herewith notified that the misuse and misconducts
relating to the use of Government Owned Vehicles will henceforth be dealt with in
accordance to the PSCBC Resolution No.2 of 1999, paragraph 6, which states:

“If the alleged misconduct justifies a more serivus (orm uf disciplinary action
than provided in paragraph 5. the employer may initiate a disciplinary enquiry.
The employer must appoint a representative, who as far as possible should be
the manager for the employee, to initiate the enquiry.”

By order,

i P

ACT. HEAD OF DEPARTMENT: AGRICULTURE

Department of Agriculture ¥ Departement van Landbou ¥ Lefapha La Temo
&< Private Bag X02, Bloamfontein, 9300 « Republic of South Africa s Republiek van Suid-Afrika =
clo Elizabeth and Aliwal StreeteAbsa Building = Bloemfontein
& +27(0) 51 506 1465 +27(0) 51 448 6138, e-mail - koikoi@agric.fs.gov.za



PSCBC Ressolution Nao. 2 of 1338

Disciplinary Code and Procedures

5.4 Final written wamings. Incases where the serousness of the misconduct warrants

a final written warning, the manager may give the employes a final written waming,

The following provisions apply to final written wamings:

a The final written waming may use the form of Annexure C,

b. The manager must give a copy of the final written waming to the employee,
who must sign receipt of it. If the employee refuses to sign receipt, the
manzager must hand the warning o the employes in the presence of another
employee, and sign in confirmation that the final written waming was
conveyed to the employee.

C. The final writtan Warming must be filed in the employes’s personal file,

d. A final written warning remains valid for six months. At the expiry of the six
months, the final written waming must be removed from the employee's
personal file and destroyed.

e If during the six-month pericd, the employee Is subject to disciplinary action,
the final written warning may be taken into account in deciding an appropriate
sanction.

655 For less serious forms of misconduct, no formal enquiry shall be held.

58 For the pumpose of determining appropriate disciplinary actions, valid wamings for
similar offences by the employee shall be taken into account
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DISCIPLINARY ENQUIRY

7.4

72

Precautjnnary suspensian Al
a, The employer may suspend an employes on full pay or transfer the EmPiG}’Eﬁf

Motice of ENguiry
a The employes must be given notice at least five working days before the date

of the hearnng.

b, The employee must sign recaipt of the notice, |f the employee refuses to sign

receipt of the notice, it must be given to the employee in the presence of a

fellow employee who shall sign in confirmation that the notice was conveyed
to the employee.

C. The written notice of the disciplinary meeting must use the form of Annexure

D, and provide:

. 3 descrption of the allegations of misconduct and the main evidence
en which the employer will rely;

if, details of the tme. place and venue of the hearing; and

i, information cn the rghts of the employes to representation by a fellow i3

employes or a recoanised trade union, and to bring witnesses to the
heanng

if
! the employee is alleged to have committed a serious offence; and "k

P

ii. the employer believes that the presence of an employee at thed

workplace might jeopardise any investigation into the alleg
misconduct, or endanger the well being or safety of any perso
state property.
A suspension of this kind is 3 precauticnary measure that does not constit
a Judgement, and must be on full pay, '
If an employee is suspended or transferred as a precautionary measure
employer must hold a disciplinary hearing within a month. The chair o
hearing must then decide an any further postponement. :
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