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GOVERNMENT NOTICES

—— T L e e —

DEPARTMENT OF CORRECTIONAL SERVICES
No. R. 914 390 July 2004

CORRECTIONAL SERVICES AGT, 1598

PROMULGATION QF REGLILATIONS

The Minister of Correctional Services has under section 134 of the Correctionai Services Act, 1998 {Act Mo. 111 of 18598)
made the requlaticns in the Schedule to commence an 31 July 2004,
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REGULATIONS

The Regulations in terms of Section 134 of the Correctional Services Act,
1998 (Act 111 of 1998) for the Administration of the Depariment of

Carrectional Services of the Republic of South Africa.

CHAFPTER )
DEFINITIONS
1. In these regulations, unless inconsistent with the context, an expression

defined in the Act has the same meaning as in the Act and -

“Cared-for child” means the child that a female priscner is permitted, in

terms of section 20 of the Act to have with her in prison;

"Clinical trials” means an investigation destined to discover or verify the
clinical pharmacological or other pharmacodynamic effects of an
investigational product on persons or to identify any adverse reactions in
persons t0 an investigational product or to study absorption, distribution,
metabolism and excretion of an investigational product with the object of

ascertaining its safety or efficiency:;

"Correctional Services canteen” means a canteen established in terms
of section 132{1) of the Act;

"Correwtion supervision official” means a correctional official in control

cf ane or more manitoring officials referred to in Regulation 27,

"Disability” means a long-termm or recurring physical or mental
impairment which substantially limits a person’s ability to perdorm an
activity in the manner cr within a range considered normal for a human

heing;
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"Healthcare provider” means a medical officer, medical practifioner,
registered nurse or professional as defined in section 1 of the Act and

"health care worker” has a correspanding meaning;

"Emergency Support Team” means a team of correctional officials who
are specially trained for utilisation during emergency situations to ensure

a safe and secure environment within the Department;

"Health status” means the assessment of the health of a person in terms
of the absence of disease or disability and also of personal health habits,
family history, occupational and environmental conditions and influences
or a combination thereof which affect long-term health;

“Primary health services” means universally accessible, first-level
contact, dlinic-based health services essential to enable the prisoner

population to acquire, maintain and promote heaith;

"Prison hospital” means accommodation and amenities specifically

allocated to treat prisoners in need of direct in-patient bedside care;
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CHAPTER Ul

CUSTODY OF ALL PRISONERS UNRER CONDITIONS OF HUMAN DIGNITY

2.

Admission to prison

(1)

(2)

()

The Head of Prison or any correctional official authorised
by him or her must take into safekeeping the money,
valuables and any other articles in the possession of a
prisoner on admission to the prison or during the period

of imprisonment.

‘The ' Commissioner may prescribe by Order the

conditions for and circumstances under which taking into
safekeeping, release or disposal of such money,

valuables or other articles may take place.

Every prisoner who is admitted to a prison must bath or shower

as soon as possibie after admission, as prescribed by Order.

(a)

Every prisoner and every cared-for chitd must, within
twenty four hours after admission and before being
allowed to mix with the general prisoner population,
undergo a medical examination by either a medical officer
or a registered nurse, who must report on the heaith
status of such prisener or child and confirm such person’s
medical history.
If a registered nurse has conducted such a medical
examination he or she must refer the case of the prisonsr
or cared-for child to the medical officer as soon as
reasonably possible if any of the following conditions are
identified;
(i) the prisoner or cared-for child who, upon admission
to the priscn had been injured, was il or has

camplained that he or she is injured or ill;

N
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(8)

()

(i} the priscner ar cared-for child is using prescribed
medication or receives medical treatment;

{iiiy the prisoner or cared-for child is receiving continued
or ancillary medical treatmeant;

(iv} the priscner is pregnant; or

{v} there exists any other condition with regard to the
prisoner or cared-for child which the registered
nurse on reasonable grounds believes requires the

medical officer to issue the admission report.

The medical officer or registered nurse must screen all
srisoners  admitted to the prison for communicable,
contagious or obscure diseases and record the presence

thereof, as prescribed by Order.

The registered nurse must upon admission record any
medical assistance device In possession of a prisoner.
Such device may not be removed without the written

instruction of the atiending medical practitioner.

Any medicine in possession of a prisoner must be recorded and

handed to the registered nurse who must deal with it as

prescribed by Order.

(a)

The passession of an emergency identification locket or
bracelet by a prisoner or cared-for chiid and the condition
identified by it must be recorded by the registered nurse,
Such a locket or bracelst may be worn by the prisoner

unless it constitutes a security risk,

A prisoner may only mix with the general prisoner population

after beim'g medically assessed.
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Accaommodation

{1

In every prison provision must be made for general sleeping and

in-patient hospital accommaodation, consisting of single or

communal ceils ar both.

{8}

All cell accommodation must have sufficient floor and
CuDiC capacity space to enable the prisoner to move
freely and sleep comfortably within the confines of the
cel

All accommodation must be ventilated in accordance with

the National Building Regulations SABS 0400 of 1990

1ssued in terms of section 16 of the Standards Act, 1993

(Act No, 29 of 1983,

Any cell utilised for the housing of prisoners must be

sufficiently lighted by natural and artificial lighting so as to

enahle a prisoner to read and write.

{i) In every prison there must be sufficient,
accessible abiution faciiities that must be available
to all prisoners at all times.

{if) Such fadilities include access to hot and cold water
for washing purposes,

{(H#} In communal sleeping accommodation ablution
facilities must be pariitioned off.

{i} Every prisoner must be provided with & separate
bed and with bedding which provides adequate
warmth for the climatic conditions and which
complies with hyglenic requirements as prescribed
by Order.

(i} In equipping a prison hospital, provision must be
made for a standard range of hospital beds,
bedding and clothing that specifically suit the

heeds for efiective patient care.
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4.

(f)

{i)

Nutrition

Whenever separate prisons for males and females are
established on the same site or on separale sites but in
proximity of each other, or whenever separate sections of
a prison are avallable for the receplion of male and
fermale prisoners, ihe following requiremenis must be
ohserved:

(i) The locks of the doors and gates of the prison or
section for males and those of the prison or section
for females must not correspond.

{fi) The keys of a prison or section for females must
be permanently in the possession of a female
correclic nal official.

{il} Any male person visiting a prison or section for
females must be accompanied by a female
correctional official during the full period of such
visif,

Prisoners of a particular security classification must be

detained separately from prisoners with a different security

classification.

Prisoners between the ages of 18 and 21 years must be

detained separately from prisoners who are over the age

of 21 years.

Prisoners suffering from mental or chronic iliness or

whose health status will be affected detrimentally or

whose health status poses a threatto other prisonersif
detained in a communal cell must be detained separaiely

on request of the medical officer or registered nurse.

{1) Each prisoner must be provided with a diet censisting of a

minimum protein and energy content of;
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(@) 204 kilo calories per day for aduit females;

(B} 2 500 kiio calories per day for aduit males; and

fcy 2800 kilo calories per day for children, between the ages
of 13 and 18 years of which al leasi 0.8 grams per
kilogram of body weight per day must be fram the protein

group,

The diet must provide for a balanced distribution of food items
amongst the five major food groups, namaely:

{&) food items rich in calcium;

by  food items rich in protein;

{
{c} vegetabies and fruits;
{d} cereals; and

(

e} food items rich in fats and ails.

Food must be stored, prepared, cooked and served in compliance
with the provisions of the Foodstuffs, Cosmetics and
Disinfectants Act, 1972 [Act Neg. 54 of 1972) and the principles
of good hygiene. '

Clothing and bedding

(1)

On admissicn {o a prison, a sentenced prisaner must be
provided with a complete outfit of clothing and bedding as
prescribed by Order and only the clothing issued may be worn,
excoept when otherwise determined by the Cammissioner.

When an unsentenced prisoner is issued with prison clothing,
such claothing must be different from that issued to sentenced

prisoners.

A prisoner may be allowed to wear for religious or cuiturai

purposes such attire as prescribed by Order.
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6.

Exercise

(1)

(2)

The medical officer must certify whether the following categories

of prisoners are fi {o exercise:

{a) & prisoner who is injured, M or complains that he or she is
injured or ill;

{b) a prisoner who receives any prescribed medicines and or
medical treatment;

{c) a prisoner who receives continued or additional medical
ireatment, and

(d)  a prisoner who is pregnant.

fi* reapect of each prisoner other than a prisoner mentioned in
sub reguiation {1), a medical officer or registered nurse must
issue a cerificate stating whether or not the prisoner is fit for

exareise.

If a registered nurse in considering whether a prisoner is fit for
exercise, 15 of the opinion that the prisoner is subject to any
condifion which should be evaluated by a medical officer, the
registered nurse must refer the priscner to the medical officer
for a decision as to whether the prisoner concerned is fit for

exercise,

Health care

)

(a)  Primary health care must be available in a prison at least
on the same level as that rendered by the Stafe to
members of the community.

{b)  When a prison is built, specifications must set for that part
of the facility which wilf be utilised for the purposes of

health care.



STAATSKOERANT, 20 JULIE 2004

No. 26626

19

(3)

The services of a medical officer and a dental practifioner musi

be available at every prison.

The prison's medical officer s responsible for the general
medical treatment of prisoners and must treat a prisoner

referred to him or her as often as may be necessary.

A registered nurse must attend to a sick prisoner as often as is

necessary, but at least once a day.

If a prisoner 1s attended to by his or her own medica! practiioner
of choice such medical practitioner must provide written reports
o the medical officer made pursuant to the findings of any
special examination, diagnoses, proposed treatment,
interventions and treatment regimes that may be prescribed by

the medical practitioner,

Upon the illness of or injury to a prisoner, resulting in the
prisoner's hospifalisation or his or her removal to an institution
for treatment of 3 mental affliction, the Head of Prison must

inform the prisoner's spouse, partner or next of kin accordingly.

(a) A prisoner may not, even with his or her consent, be
subjected to any medical, scientific experimentation or
research.

(b} A prisoner may not pariicipate in clinical trials except with
the Commissioner's approvai given on application made

by the prisonar.

{a) A request from a prisoner to denate or receive an organ
or lissue by donation, in accordance with the provisions of
the Human Tissue Act, 1883 (Act No. 65 of 1883} must be

approved by the Commissioner.
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(11)

(12}

{b)

A request from a person to receive any form of artificial
fertilization in terms of the provisions of the Human Tissue
Act, 1983 (Act No. 65 of 1883) from a prisoner musi be
approved by the Commissioner. A prisoner may not

receive any form of artificial fertilisation.

A prisoner may not be sterilised at State expense unless
the procedure is required for medical reasons as certified
hy the medical officer.

The Commissioner may approve an abortion at State
expense only in the circumstances contemplated in
sections  2{1)(b)(i), (1) or (i} and 2{1)}c} of fhe
Termination of Pregnancy Act, 1996 (Act No. §2 of 1996).

The provision of medical assistance devices, but not
including surgical implants, to prisoners at State expense
must be prescribed by Order.

All medical assistance devices issued to or received by

a prisoner from outside the prisen must be recorded.

The medical officer, environmental health officer or registered

nurse must inspect the prison at least once a month and reponrt

as prescribed by Order to the Commissioner on problems

cancerning environmental health conditions and health related

issUes.

{@)

(b)

After release or placement under community corrections
an injured prisoner is entitled to medical treatment at
departmental expense for an injury sustained in prison
untit the injury is healed.

Such a person may be required to report fo a prison for
further treatment after relezse or placement under

community corrections,
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(13)

() A person injured after release or placement under
community corrections is not entifled to treaiment at

Deparlmental expense.

fa) A prisonerwho is certified in terms of Chapter4 of the
Mental Health Act, 1973 (Act No. 18 of 1873} may not be
detained in & prison and must be removed to a
designated health establishment as defined in section 1
of that Act.

(b} Before the transfer of such a prisoner the prisocner must

be placed under the special care of the medical officer.

Contact with Community

{1)

The Head of Prison must give special attention to the
development and maintenance of good family relationships
between prisoners and their family members and other

relatives.

The Head of Prison must convey any important information
regarding a prisoner's family, refatives or friends that may come

to his or her attention, to the prisoner as soon as practicable.

On admission to a prison or when a prisoner is transferred,
subject to the provision of Regulation 25{1}({b), the Head of
Prison must, allow the prisoner o notify his or her spouse,
partner or next of kin in the manner prescribed by Order, unless

otherwise requested in writing by the priscner.

The Head of Prison may authorise a correctional official, in
writing, that communications between a prisoner and a member
of the public. including letters, telephone conversations and

communications in the course of a visit, be opened, read,
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{5)

iistened to or atherwise intercepted if not a subiect of a legal
privilege, by a correctional official, mechanical device. or
electronic device, where the Head of Prison believes on
reasonable grounds:
{a) that the communications contain or will contain
avidence of.
(i} an act that will jeopardise the security of the prison
or the safety of any person; or
{ii) a criminal offence or & plan to commit a criminal
offence; and
(b)  that the interception of such communication is the least

restrictive measure availablg in the circumstances.

Where a communication is intercepted under sub-regulation {4}
the Head of Prison or the correctional official designated by him
or her must as soon as reasonably practicable inform the
prisaner, in writing, of the reascns for the [nterception and give
the prisoner an opportunity to make representations with respect
thereto, unless the information would adversely affect an
ongoing investigation, in which case the prisoner will be
informed of the reasons and given an opportunity to make
representations with respect thereto on completion of the

investigation.

9, Death in prison

{1)

{2} The Head of Prison must keep a record and report all
deaths in prison, such record and report must reflect alf
the particulars required by Order.

{b} A deceased prisoner must he buried by the Head of
Prison ata burial place in the magisterial district where
he or she was detained, hut the Commissioner may,
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upon written request of the spouse, partner or next of kin
allow them to remove and bury the deceased at their own
EXPENSE.

{cy  For humanitarian reasons the Commissioner may at the
written request of the spouse, partner ar next of kin, allow
the deceased prisoner to be transparted at State expense
to another magisterial districl. The cost of the burial is to
be born by the person requesting the transportation as

prescribed by Order.

10. Development and Support Services
(1) {a) Social work services must be rendered to sentenced
prisoners and persons under community corrections who
have a need for such services. Those services may be
rendered only by a soclal worker duly registered as such
in terms of the Social Waork Act, 1878 (Act No. 110 of
1978}

(b} If the need for social work services arises at a prison or
community corrections office where those services are
not available, the refevant Head of Prison or Head of
Community Corrections, as the case may be, must take
the necessary steps to ensure that those services are
made available as soon as possible to cater for that

need.

{2) {(a} FEducation and training services must be rendered to
sentenced prisoners who have a need for such services,
subject to paragraph {b), those services will be rendered
in accordance with education and training programmes.

(b)  The education of sentenced -prisoners must be in
accordance with the educational system of the country.



24 MNo. 26626

GOVERNMENT GAZETTE, 30 JULY 2004

1.

Recreation

{c)

{b)

A qualified academic or technical educationist must,
subject to paragraph (d}, render those services.

If such a qualified educationist is not available, a
correctional official may be designated by the correctional
official in charge of education and training pregrammes to
perform these duties. However such a correctional
official must be trained in the principles of academic or
technical instruction.

If such a quaiified educationist or trained correctional
official is not available, the Commissioner may appoint a
terporary correctional official or voluntary worker who 18
qualified for the purpose, to perform the duties of such an
educationist.  Sush Correctional Official, however, must
be trained in the principles of academic or technical

training.

Psychological services must be available {o all sentenced
prisoners and persons under community carrections who
have a need for such services. Psychologists and
psychometrics who are te be trained as counsellors must
be registered in terms of the Health Professions Act,
1974 {Act No. 56 of 1974),

If such psychologists and psychometrists are not
available at a prison and the need for such services arise,
the Head of the Prison must take the necessary steps to
ensure that such services are available. A prisoner may
also utilise his or her psychologist of choice but at own

expense.

Recreational activities as prescribed by Order must be provided in all

prisons for the benefit of the mental and physical health of prisaners.
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12.

13.

Aceess to legal advice

{1)

A prisoner may consult with his or her legal practitioner in
connection  with legal matters subject to the conditions

determined by the Commissioner,

A conslUltation contemplated in sub regulation {1) is subject to

the following:

(a}) A legal practitioner must lodge proof of his or her identity
and status as legal practitioner at the request of the Head
of Prison;

(b}  Such a consultaticn must take place only between 08h00
and 15h30 unless the Head of Prison, due to the
existence of urgent or exceplional circumstances has
given his or her prior permission,;

(¢) The consultation must take place in sight but out of
earshot of a correctional official;

{d)  The legal practitioner may be allowed fo utilise his or her
own interpreter, secretary or typist; and

{e) If a particular legal practitioner is refused access to the
prisoner the prisoner may request to consult with ancther

legal practitioner,

Reading material

{1)

(3)

A properly organised library containing literature of constructive
and educaticnal value, as prescribed by Order, must as far as
reasonably practicable, be established and maintained at every

prison.

A prisoner may receive reading maternial from outside the prison

in the manner as prescribed by Order.

A correctional official may inspect an envelope or package sent

or received by a prisoner to the extent necessary to determine
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{4)

whether the envelope or package contains any articie that may
pose a danger to the security of the prisen or the safety of any
perscn, but the correctional official may not read the contents of
the envelope or package, except in the circumstances

contermplated in Regulation 8(4).

The Head of Prison or a correctional official designated by him

or her may prohibit:

() the entry into the prison or the circulation within the
prison of any publication, videc or audio material, film or
computer program that he or she believes on reasonable
grounds would jeopardize the security of the prisan or the
safety of any parsnil; and

19)] the use by a prisoner, including the display of any
publication video or audio material, film or computer
program that he or she believes on reasonabie grounds —
{i} would likely be viewed by other persons; and
{ii} would underming a person's sense of personal

dignity by demeaning the person or causing

personal humiliaton or embarrassment to a
parson, on the basis of race gender, sex,
pregnancy, rarital status, ethnic or social origin,
colour, sexual orientation, age, disability, religion,

conscience, belief, culture, language or birth.

fa)  Documents and correspondence between priscners and
their legal practitioners may not be censored if they relate
1o legal matiers.

{p}  Documents and correspondence between prisoners and
their legal practitioners that purport to relate to legal
matters may be examined only to determine whether in
fact they do relate lo such matters,
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14.

Discipline

(1]

{2)

\a)

(b)

The disciplinary hearing must be conducted as socn as
possible, and f practicable within 14 days from the date
the accused prisoner was informed of the charge against
him ar her, such notification may not be less than 7 days
before the hearing.

At every discipiinary hearing conducted by a disciplinary
official, a carrectional official, herein called the case
presenter, wili be appeinted to arrange and co-ordinate
the proceedings.

At such a hearing the rules of the law of evidence will
apply and evidence to prove or disprove any fact in issue,
may be submitted in writing or crally.

The disciplinary official must keep a full record of the
proceedings, and it must be signed by him or her on
conclusicn of the preceedings.

Every person testifying in such a hearing must take the
prescribed oath or affirmation.

The case presenter and the accused prisoner or the legal
practiiioner representing the accused prisonar, it any,
may address the disciplinary officiat on the merits of the
case.

The disciplinary official must make a finding of guilty or
not guilty on a balance of probabilities.

If the discipiinary official makes a finding of guiity, the
case presenter and the accused priscner or the legal
practitioner, if any, may address him or her on the

appropriate penalty,

The disciplinary official may decide who will be allowed to
attend the hearing.
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{c)

{d)

{

If a disciplinary official is of the opinion that the accused

prisaner is not mentally capable of understanding the

proceedings he or she must refer the accused prisoner to

a psychologist who must report on the ability of the

prisaner to stand the hearing.

{) The case presenter must make arrangements for
the attendance at the disciplinary hearing of the
witnesses and the accused prisoner, including
witnesses the accused prisoner may reguest to
give evidence.

(i) The case preserier may issue a subpoena, in the
Order prescribed form, to any person to attend the
hearing, to give evidence or produce any
document or article in support of the charge or in
defence of the accused prisoner.

A subpoena served on a person required to give
evidence or to produce any book, record, document or
article at the hearing must be signed by the disciplinary
official and the service thereof will be subject to the rules
of court applicable to the service of such process in a
summary trial on a criminal charge in a magistrate’s
court.
Any person summmoned as a witness at a disciplinary
heating to give evidence or ta produce any document or
article, who fails to attend such hearing or to produce any
document or article or to answer any question put to him
or her is guilty of an offence and is liable for a period of
impriscniment not exceeding 6 months or to such
imprisanment without the option ¢f a fine or both,

If a witness makes a false staterment under cath or

affirmafion knowing the same to be false, he or she is

guilty of an offence and is liable on conviction for a period
of imprisonment not exceeding & months or to such

imprisonment without the option of a fine or both.
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15. Safe custody

(1)

The Commissioner determines the security measures applicable

at prisons.

(a)

{b]

A prisoner who is removed temporarily from a prison must
at all times be in the safe custody of a correctional official
subject to paragraph (b).

Where a prisoner temporarily removed from a prison (s 1o
appear before a Court, or for purposes of a criminal
investigation he or she may be placed in the safe custody
of a member of the Scuth African Police Services
instead.

If a prisoner is temporarily removed from a prisen, ail necessary

precautions must be taken to protect him or her from public

abuse or curiosity,

16. Searches
A search contemplated in section 27{2) (b), {c}, (d} and (e) of the

(1)

Act:

{3

must be undertaken in the prison hospital, clinic or public

hospitai depending on the procedure necessary to
conduct the search;

will not include the administering of wvomitories or
enemas; and

must at all times be witnessed by a correctional official

of the same gender as the priscner, who must record the

outcome of the search.

Any prisoner detained for the purposes of a search
contemmplated in terms of section 27(2){e} of the Act must

be detained in a single cell.
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17.

18.

(2)

19.

(b)

Every such prisoner must be visited af least once a day
by the Head of Prison, and his or her health status
assessed at ieast once every four hours by a regisiered

nurse.

ldentification

(1)

The name, age, height, mass, full address, distinctive marks of a

prisoner and other particutars as may be reguired must be

recorded in the manner prescribed by Order.

Ii required the fingarprints and photographs of a prisoner must

be taken, as prescribed by Order.

Mechanical restraints

(1)

If a prisoner is restrained by means of mechanical restraints a

correcfional official may only use one or more of the following

mechanical restraints:

handcuffs,

leg-irons and-cuffs;

belly chains;

piastic cable ties;

electronically activaied high-security transport siun beits;
ar

palient restraints, where applicable,

An electronically activated high security transport stun belt may onfy

be usea for the purpose of restraining a prisoner when outside a cell.

Neon-lethal incapacitating devices

{1}

The anly non-lethal incapacitaling devices that may be used by

a correctional official are the following:
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(a) chemical agents;
(by  electronically activated devices; or

(c) rubber missiles.

2) {a) A prisoner may under no circumstances be allowed to
handle any type of teargas.

() Gas masks must be issued to correctional officials who
are involved in a situation in which teargas is used.

{t} The Head of Prison or the Head of Community
Carrections must decide when teargas in the form of
gither cartridges or grenades must be used.

d} The Head of Prison or the Head of Community
Corrections must decide to which correctional officials
teargas or spray-cans may be issued in the performance
of their custodial duties.

{e) The seal of a teargas canister may only be broken if it is
to be used.

{fy ~ Teargas grenades may only be used in the open air. in
buildings teargas cartridges and feargas canisters must
he used.

{g) If teargas is used measures must be applied, if
necessary, to provide prisoners with first aid or medical

treatment.

20.  Firrm'ms
nenever a firearm 13 fired. except for the purpose of training,
the correclional official must report the incident and the action
taken, in the manner prescribed by Order, to the Head of Prison,

or the Head of Community Corrections as soon as practicable,
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21.

(2)

When correctional officials armed with firearms report for duty
they must load their firearms according to the prescribed firearm
training instructions. The same procedure must be followed with

the unloading of firearms after completion: of duty.

When correctional officials handle firearms they must adhere to
the general safety measures in the manner prescribed by Order

and frafning manuals,

Other weapons

(1)

Other weapons that may be used are:
{a)  Baton-type equipment; and

{b}  Pyrotechnical eqsipment,

The use of such weapons Is restricted to the purposes described
in sections 33(3) and 34{3) cf the Act.

(a)  Batons may only be used by correctional officials trained
in the specific techniques for the use of batons.

{b}  Such training must be done by qualified trainers and
correctional officials must receive refresher training at
least once every six months.

{c} The Head of Prson or the Head of Community
Corrections decides io which correctional officials batons

may be issued,

If batons are fssued it must be recorded in a register and the

use thereof be dealt with as prescribed by Crder.

26676—1
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{5) {a) Pyratechnical equipment may only be issued to trained
carrecticnal officials appoinied by the Commissioner as
members of Emergency Support Teams and then only for

purpose of training or during emergency situatons.

{b)  Pyrotechmecal equipment may anly be used on the direct

instructions of the Emergency Support Team leader.

{c}  The issuing of pyrotechnical equipment must be

recarded in a register,

(d} Such eguipment must be used according to the

procedures prescribed in the orders.

(e} ) Apart fram the inttial training correctional officials
authorised 1o use pyrotechnical equipment must
receive refresher training at least on quarterly
basis.

{it) All training must be done by a qualified person.

———

03-164530—2 2e626—2
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CHAPTER li
SENTENCED PRISONERS

22,  Classification of sentenced prisaners

(1)

Subject to the provisions of sections 7(3), 28, and 39 of the Act,
a sentenced prisoner must be classified according to the
security risk he or she poses, taking into account his or her

suitability for treatment and training at a prison.

The Commissioner determines the classification in accordance

with the following principles:

ta)  individual classification in so far as the period of sentence
permits and an analysis and assessment of the prisoner's
previous record, aptitude, qualification or previous
training, ability and other personal factors;

by  the maintenance of regular contact with, spouse. parinar
and next of kv and

{c}  insofar as the duration of sentence permits, the application

of progressive and flexible reclassification.

23. Labour of sentenced prisoners

(1)

Prisoners must, in accordance with the prevailing conditions, at
the workplace, at all times be issued with the necessary
protective clothing, footwear and other items that may be
necessary to protect their health and safety.

{a}  The Commissioner may contract with any institution or
person for the utilisation of the labour or service of
prisoners upon such terms and conditions as may be

agreed between the parties.
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(4)

{b}  The products of the labour or service in a pnscn may be
sold to any person on such conditions as may be

determined by the Commissioner.

fa) Every sentenced prisoner must, subject {0 the
provisions of the Act, and also subject to any order of
the court, be utilised and trained in such manner as the
Commissioner may determine.

{b) Suech a prisoner must at alf times perform labour, fasks
and other duties as may be assigned to him or her for the
purpase of such utitisafion or training or for any other

purpose connecled with such prison.

A sentenced prisoner may not work more than 8 hours a day,
uniess the Commissioner, in terms of a classification scheme or
course of treatment or otherwise, order that a prisoner be

exempted from work on any day during any period.

A prisgner may not perform work for ancther prisoner, a
correctional official or & private person or body without the

appraval of the Commissioner.

{a) On Sundays a prisoner may only perform that work
which is prescribed by Order and which is essential for
cleanliness and hygiene in and around the priscii where
he ar ah is detained, and work which is essential to
pravide for the basic needs of the prison population and
for the purposes of animal productian.

(b} Paragraph (a) also applies to religious days of rest, ather
than Sundays, with reference to the faith to which a
prisoner adheres, and to ather non-religious public holidays

determined by the Cormmissioner.
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24,

{c) A prisoner may on the days referred to in paragraph (a)
and (b} be allowed to perform other work as prescribed
by Order.

() A prisoner must be exempted from one day of
compulsory work for each day's work as described in
paragraph {a), (b)and {c}above crbe compensated in
such other way as prescribed by Order.

if the nature of a specific place of work is in conflict with the
religion or culture of a prisoner an alternative workplace must be

allocated to the prisoner.

Case Management Commitiee

(1}

{a) A Case Management Committée consists of at least three
correctional offictals one of whom is designated by the
Commissioner as chairpersan of that Committee.

{b) A member of the Case Management Commitiee holds

office for a period as determined by the Commissicner.

The chairperson must, as often as the Commissioner may

determing, convene a meeting of the Committee.

The chairperson together with at least two other members of the
Committee constitutes a quorum.

The chairperson must determine the agenda and procedure of
meetings of the Commitles.

(2} A decision of the majority of members present at a
meeting constitutes a resolution of the Committee.

{b}  In the case of an equality of voles cn any matter, the
chairperson has a casting vote in addition to a

deliberative vots.
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B8y  {a) Incompiling the report contemplated in Section 42 {2)(d]
of the Act the Cemmittee is subject to the guidelines
provided for in the Order to ensure uniformity in apelying
departmental policy.

(b} A summary of the reasons for a recommendation on &
prisoner's conditional placement or release must be
provided io the Court, Correctional Supervision ang
Parole Board or the Area Manager who decides on the

placement or release of a prisoner.

25.  Location and transfer of prisoners

(1) (@) When a priscner is transferred the Head of Prison or a
correctional official authorised by him or her must,
subject fo paragraph (b) convey the reason for the
proposed transfer io the prisoner and allow the priscner
to make a representation in this regard, which must
recerded in writing, where after the Head of Prison or the
authorised official may takke a decision on the proposed
transfer.

{b)  If the transfer is for security reasons the Head of Prison
or the authorised official need not inform the prisoner of
the proposed transfer, but the prisoner must be infermed
of the reasons as soon as practicable after his or her
admission to the piace where he or she is transferred to
and must be allowed an opportunity to make a
representation in this regard as well as an opportunity to
notify his or her spouse, partner or next of kin in the

manner prescribed by Order.

(2} If a prisoner or cared-for child is being transferred, his or her
medical history file and any prescribed medication must be
transferred with him or her,
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(3)

The carrecticnal official in charge of education and training must
be consulied when the transfer of a prisoner, who is a learner
and invoived in an educalion or training programme or who s

involved in a final examination, is being considered,
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26,

27.

28,

CHAPTER IV

UNSENTENCED PRISONERS

General provisions

Unsentenced prisoners, must perform such duties as may be
necessary o maintain the good order and cleanliness of any cell, room
or other place occupied by them and may be permiited o perform

other |abaur.

CHAPTER YV
COMMUNITY CORRECTIONS

Supervision Commitiee

The Supervision Committee established at e very community corrections

office consists of the following:

{a) the correctional supervision official; and

{b) a monitoring official who is responsible for the monitoring of the
offender and at the discretion of the chairperson, a social worker
or psychologist if necessary and, if practicabte, a person from the

community who is an expert th behavioural sciences.

Manitaring
(1) Electronic monitoring devices must be compact, un-obstructive
and allow persons under community corrections as far as

possible to carry out their normal daily activities.

(2)  Tne electronic monitoring device must be fitted to the ankle or

wrist without causing a risk to the person's health.



40 No. 26626 GOVERNMENT GAZFTTE, 30 JULY 2004

(3) Electronic monitoring equipment may be instalied in the
residence and workplace of the person under community

corrections or the victim,
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CHAPTER V|

RELEASE FROM PRISON AND PLACEMENT UNDER CORRECTIONAL SUPERVISION

AND ON DAY PARCQLE AND PARQLE

29. Length and form of sentence

(1)

(4

A person sentenced to periodical imprisonment, in terms of
section 285 of the Criminal Procedure Act must serve the
santence in uninterrupted periods of not less than 24 hours and
rot more than 86 hours &t a time as determined. with due regard
e such person’s employment, by the Head of Prison, at which
the person surrenders him or herself to undergo such

imprisonment.

Subject to the provision of sub regulation {2} the Head of Prison
musi delermine the perieds of imprisonment with due regard
with the circumstances of the person serving periodical
imprisonment.

A period of less than 24 hours may be ordered if -

(@) on the strength of the written application of the employer
of the person serving periodical imprisonment, the Head
of Prison decides that in the special circumstances of
such person's employment a shorter pericd is justified,; or

{b}  any unexpired portion of the remainder of the sentence of

periodicai imprisonment is less than 24 hours.

Where a person serving a sentence of periodical imprisonment
is released pending his or her return to prison to serve one or
mare further pericds of periodical impriscnment in completion
of that sentence, the Head of Prison must serve a notice on

such person stipulating —
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(a) particutars of the sentence of perindical imprisonment;

}  the period already served;
{c}  the period still to be served; and

}  particulars of where and when the person must repert to
serve the next period and containing any other instruction
that reasonably may be regarded as necessary for that

purpose,

YWhenever a person’s penod of periodical imprisonment expires
at any time after 15600 on any day and before 06h00 of the
following day, the person’s release may be posiponed with his
or her written consent.

Reasonable steps must be taken to prevent a prisoner serving
periodical imprisonment from associating with other categories

of prisoners.
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30,

CHAPTER VII

INTERNAL SERVICE EVALUATION

Departmental inspectors, investigators and auditors

(1

(a)

The Commissioner must appoint correcticnal officials as
departmental inspectors, investigators and auditors o
perform the funciions as set ott in saction 95 of the Act.
An inspector, investigator or auditor may be appointad to
perform those functions within the Republic as a whole, or
a particular province or area.

Officials appointed as inspectors, investigators and
auditors will be issued with a cenificate or letter of

appointment and an identity card to that effect.

In order to fulfil the functions as set out in section 85 of the Adl,

the departmental inspectors, investigators and auditors may

enter any departmentai premises and also have access fo, or

search and seize any Departmental record or document.

Any persen who hinders cr chstructs or refuses to compiy with

the lawful instructions of Departmental inspectors, investigators

and auditors is guilty of an offence and is liable on canviction to

a fine, or in defaull of payment, to imprisonment for a peried not

exceeding one year or to such irnprisonment without the option

of a fine or both,
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3.

32,

33.

34.

35.

CHAPTER VI

HUMAN RESOQOURCES- AND WORK ORGANISATION MATTERS

Work facilities
The Commissicner may allocate official residential accommodation to
a correctional official for occupation for such period and under such

conditions as he or she may determing.

Work hours
The Commissioner determines the hours of work for correctional

officials.

Discipline
Correctional officiats are subject to the disciplinary code and procedure
as provided for i resolution 1 of 2001 in the Departmental Bargaining

Council as refiected in Schedule A and B herato.

Emergency work

In an emergency, the Commissioner may require from a correctional

official to perform work cutside his or her normal hours of work.

Medical examination

{1y (a)  Any report received by the depariment from a medical
praciitioner and which is to the effect that a correctional
official has become or is likely to become medically unfit
to remain in the service of the Depariment must be
submifted to the Commissioner without delay.

(b} Upon receipt of such a report, the Commissioner -

{i) may require the correctional official concerned fo

undergo a further medical examination as &
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38.

prerequisite  to  convening Medical Board
proceedings in terms of regulation 37, and

(it} may. if so satisfied, convene such proceedings.
Howewver, nothing in this paragraph precludes such
a correctional official from being granted sick Jeave

in the interim.

Medical Board proceedings

{1 The Commissioner must convene a Medical Board to consider
and determine whether any correctional official who allegedly
has become on medical grounds unfit to remain in the service of

the Depariment, and is in fact medically unfit for that purpose.

(2} A correctional official whose case is considered by a Medical
Beard may, at his or her own expense arrange for a medical
praciitioner of his or her own choice and & trade union
representative to be present at the proceedings of the Medical
Beard.

{3) (a)  The Medical Board must consist of medical practitioners
dasignated by the Commissioner.

(b)  The proceedings of the Medical Board must be recorded
and must duly reflect all documentary and oral evidence
and representations by that Beard inciuding those
tendered or made by or on behalf of the correctionat
afficial concerned and all medical and other reports, and
must include the Board's findings, recommendations and
repor.

(¢} The record must be duly signed by the members of that
Board.
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37,

38.

{4y  The Cormmissioner may determine the form in which the report

of a Medical Board musi be submitted.

(5)  The Commissioner, may with due regard to ithe findings and
recommendations of a Medical Board and if consistent therewith -
(a) grant further sick leave to the correctional official
concerned,
(b}  discharge the correctional official due to medical unfitness
for duty; or

(c) instruct the correctional officiat to resume duty.

(B) For the purposes of this regulation and regulation 36, medical
unfitnese means any physical or mental illness or disabiity
which renders a correctional official unfit for his or her duties or

to perform efficiently.

Leave

The following categories of leave may be granted to correctional
officials:

{a) wvacation leave;

(b}  sick leave,

{c) special leave,

{d) leave without pay;

as prescribed by Order, and may prescribe by Order such d evialions

from leave conditions as are justified.

Establishment of Correctional Services Facilities Fund
{1} A Correctional Services Facilities Fund was established in terms
of the provisions of the Correctional Services Act, 1958 and

continues to exist in terms of section 134 (1) {jj) of the Acl.
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(4}

The administration ard control of the fund is vested in &
Board af Trustees with the powers, functions and duties
as prescribed by Order.

The Board consists of the Commissioner as chairperson
or, in his ar her absence, a Chief Deputy Commissioner
or Deputy Commissioner, appointed by the
Commissicner for this purpose and such ather members
as are necessary and are appointed by the

Commigsicner for a stipulated pericd.

The purpose of the Fund is to, in the interest of the Department,

make provision for grants or loans:

(a)

(b)
(c)

(d)

to Correctional Services clubs for the promotion of sport
and recreation,

for the eslablishment and maintenance of holiday resorts;
to correctional officials for the purpose of study or
research;

for any other purpose which, in the opinion of the Board
Trustees, is meritorious and in the interest of the

Department.

The assets of the fund consist of;

(a)

{c)

manies, assets and investments, together with accrued
interest or dividends which, with the approval of the
Commissioner, have been paid or transferred by any
existing Correctionzi Servicas benefit fund or association
of the fund, for its sole benefit and ownership;

any grants made by the State; and

any ather donations to the Fund, interest or dividends

from investments, and any other incame.
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Establishment of departmental canteen

(1)

(2)

{3)

The Commissioner may approve the establishment of a

departmental canteen contemplated in section 132 of the Act.

(a)

{b)

{c)

A departmental canteen established in terms of sub regu-
lafion (1) must be controlled by a committee of which

the Area Manager concerned will be the chairperson.
The committee will be consiitited and exercise its
functions as prescribed by Crder.

Any proits, ussets or any proceeds from the liquidation of
a departmernial canteen may be distributed by the

committee, as may be defermined by the Cammissioner,

for any purpeses contemplated in section 132 of the Act,

or for the common benefit or welfare of correctional
officials, pensioners, civiian employees and their
dependants.

A departmental canteen must be conducted on business
principles and, with the exception of accommaodation or
other necessities which may be provided by the State
and any expenditure which the Commissioner may, in
consultation with the Department of State Expenditure,

authorise from public funds, must be self-supporting.

A Correctional Services canizen must be managed for the sole

use or benefii of;

(@)

correctional officials:
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40.

41.

()

{e)

civilian employees of the Department;

civilian persons employed in any work in or in connection
with a Correctional Services canteen:

the families of persons referred to in paragraph (a) up 10
and including {d}.

persans to whom permission, referred to in section 99 of
the Act. has been granted to be present in a prison; and

priscners in detention.

Access to prisons

{1} The Head of Prigon must allow the following persons access to

the prison under conditions as prescrined by Crder:

(a)
{b)
(c)

healthcare workers and their support staff;
environmental health officers; and

any person with a statutory inspecting authority.

(2) Any person who is allowed access to a prison in terms of the Act

or the Regulations is required to sign the official visitors register aof

such prison and subject to satisfactory confirmation of identity,

such signature will be sufficient authority for admission to such

prison.

Delegation of autherity

The Commissioner may delegate any power vested in him of her by

these regulations to any correctional official.
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1.

DISCIPLINARY PROCEDURE

PURPOSE

The purpose of the Disciplinary Code and Procedure is:

To ensure that all disciplinary action against employees takes place in a fair
manner (cansistent, uniform, timely, impartial and confidential}.

To correct the unacceptable behaviour of employees;
To ensure that the DCS atiains its goats in an orderly manner;

To act in a preventative, progressive and rehabilitative manner in respect of
employees,

Tuansure that employees have job security,
To support constructive labour relations in the DCS;
To promoie mutual respect between employees and employer;

To ensure that managers and employees share a common understanding of
rmisconduct and discipline;

To provide employees and the employer with a quick and easy reference for
the application of discipline;

To prevent arbitrary or discriminatory actions by managers towards
employees.

PRINCIPLES

The Disciplinary Code and Procedure and any decision to discipline employees
must be based on the following principles:

b

Discipline is a corrective measure and not a punitive one,

Discipline must be applied in a prompt, fair, consistent, uniform, timely, impartial,
confidential and progressive manner;

Discipling is a line management function;

The Disciplinary Code is necessary for eifective service delivery and for the fair
treatment of employees. It ensures that employees:

- Have a fair hearing in an informal or formal setting;
- Are limeously informed of allegations of misconduct made against them;
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- Receive written reasons for a decision taken; and
- Have the right to appeal against any decision.

As far as possible, disciplinary procecures shall take place in the place of
work and be understandable to all employees;

Employees can only be discipiined for work-related misconduct;

[f an employee commits misconduct that is also a criminal offence, the
criminal procedure and the disciplinary procedure will continue as different

and separate proceedings:

Disciplinary proceedings do not replace or seek to imitate court proceedings.

. SCOPE OF APPLICATION

The Disciplinary Code and Procedure is applicable to all employess employed in

the Department of Correctional Services (excluding the Comniissioner in respect

of wham the provisions of Lhe Public Service Act shall apply).

. DISCIPLINARY SANCTIONS / ACTIONS

Disciplinary action can be informal or format,

41

Infarmal disciplinary action

Informal  disciplinary action entails performance counselling/verbal
reprimands/warnings in respect of minor transgressions, usually after the
first or second transgression. Depending on the nature and seriousness of
the transgression, it is not a prerequisite that formal disciplinary actions be

preceded by infermal disciplinary actions.

4.2 Formal disciplinary action

Oisciplinary action will usually be applied progressively. This implies that
repeated similar or related offences might result in more serious disciplinary
action. However, depending on the nature and seriousness of the

tfransgression, a first transgression can result in serious disciplinary acticn.

4.2.1 Verbal warning

Although a verbal warning is a sanction usually imposed

following infarmal disciplinary measures, it is also an option to
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4.2.2

423

4.2.4

4.2.5

be considered foliowing formal disciplinary measures for a first
offence if found during the hearing that the offence was indeed

a minor transgression.

Written warning

A written warning can be imposed indicating to the emplovee
that his or her behaviour is unacceptable to Management and
that a similar or related transgression could result in more

serious disciplinary action.

Serious written warning

When a transgression is committed which is similar or related to
a previous transgression in respect of which a written warning is
still valid, or if a fransgression is committed which is serious

enough, a serious written warning may be issued.

Final writien warning

When a transgression (s committed which is simiiar or related to
a previous transgression in respect of which a previous serious
written warning is stilt valid, or if a transgression is committed
which is serious encugh, z final written warning may be issued.
A final written warning s an indication to the employee that a
similar or related transgression could in all probability result in

disrmissal.

Dismissal

Should a transgression be committed which is similar or related
{0 a previpus transgression in respect of which a final written
warning is still valid, it can result in the dismissal of the

employee,
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If the presence of the dismissed person is undesirabie in the
warkplace for a very good reason during the notice periad, such
a person can be dismissed with "payment in lieu of notice”. This
implies that the dismissed person will receive payment for thirty
days in the place of the notice period and shall not return to

work.

Furthermore, an employee can be summarily dismissed for an
extremely serious transgression after application of this
procedure, This course of action may even be followed in
respect of a first transgression. In such a case an employee will

not be entitled to a notice period.

NBE: If an employee lodges an appeal upon a dismissal sanction, he or she

remains in service until the outcome the appeal hearing.

5. VALIDITY DURATION OF WARNINGS

5.1 A verbal warning is valid for three months.

9.2  All written warnings are valid for a period of six months.

3.3 Al the expiry of wamings, it must be removed from the employee's

personnel file and other related records and he destroyed.

6. LEVEL. OF RESPONSIBILITY AND AUTHORITY TO TAKE DISCIPLINARY
ACTION
Discipling is a line-management function. The Commissioner shall delegate

pawers to different levels of line-management for the application of discipline.

7. THE DISCIPLINARY PROCESS

When a ftransgression is committed which requires disciplinary action, the

following process shall be followed:
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7.2

7.3

Investigation

Upon being informed of an afleged transgression, the direct supervisor or
investigator appointed by Management must investigate the incident. The
investigation can be informa!l {in the event of a minor transgression) or

formal (in the event of more serious misconduct).

The supervisor must inform the employee of any formal investigation, the

results of which may be used at the disciplinary inguiry.

Incident report
Once the investigation has been completed and a decision taken to
discipline an employee lhe direct supervisorfappointed . [nitiator must
complete an incident repon.

(Annexure A).

Naotice of disciplinary hearing / inquiry

7.3.1  Employees must be given reasonable time, but at least seven (7)
working days’ written notice of the disciplinary hearing. The
notice period can be waived upon mutual agreement between the

alleged transgressor and the Initiator,

7.3.2 The notice must be in writing by means of the applicable
notification form, which will indicate the alleged transgression as
well as the date, time, and venue of the hearing {Annexure B).
The notice of the disciplinary hearing must contain information
regarding the alleged transgression and the rights the employee is
ertitied to, and as is reasonably required to enable the employes
to prepare for the hearing. It must include a ctear description of the
offence - i.e. the charges must be properly defined/formulated to

provide a clear description of the alleged misconduct.
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7.5

7.3.3 Upon being informed or notified of a disciplinary hearing, the
employvee may reguest the presence of his or her shop steward or
union official or fellow employee to assist him or her. If the
employee cannot secure the presence of his or her shop steward
or union official or fellow employee within 24 hours, the employer
shail continue to serve the notice on the employee in the presance

of any witness.

7.34 Together with the noification, the employer rmust furnish the
alleged transgressor with a summary of the investigation report
and with a copy of statements. However, in order fo protect
withesses from possible victimisation, the names and Persal
numbers must be deleted or blocked out from the summary of
the investigation report and the copy of statements. Cognisance
must also be taken that not all disciplinary hearings will be
preceded by foermal investigations and or written statements by

witnesses,

Time frame

The formal disciplinary hearing should be finalised within a pericd of 30
days from the date of finalisation of the investigation. |f the time frame
cannot be met, the parties involved must be informed accordingly with
reasons for the delay. If the employer, without good reason, fails to
institute disciplinary proceedings within a period of 3 {three) months after

campletion of the investigation disciplinary artions shall fall away.

Arrangements for a disciplinary hearing
The Initiator and the Head Personnel are co-responsible for arranging a
venue, date and time for a disciplinary or appeal hearing and for notifying

all involved parties.
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7.6

The venue must be large encugh to accommodate all persons that ought to
be present. Since disciplinary and appeal hearings are held in camera, the

venue should be free from any interruption.

Persons present at the disciplinary hearing:
Disciplinary hearings are regarded to be confidential and shall be held in
camera. Only the persons mentioned hereafter should be allowed to he

present.

Chairperson - to preside in the disciplinary hearing. The Chairperson
must be conversant with the requirements and steps for a fair procedure
and with the rules of evidence,

Initiator and assistant — To argue or present the employer's case against

the alleged transgressor.

Alleged transgressor - {Accused/defendant)

Representative(s) - (shop steward or union official or fellow employee)
representing the accused. Refer o ¢lause 7.11.1

Human Resource representative — To advise the parties about the
Precedure and to submit evidence about the disciplinary and personal
record of the alleged transgressor.

Interpreter - At the commencement of hearing the Chairperson shall
establish the necessity of an interpreter. The interpreter must be

acceptable to all parties. Refer to clause 7.11.5

Secretary - A competent person to record or minute the proceedings.

Witnesses — May only be present when testifying.
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7.7 Recusal of the Chairperson
Provision is made that the Chairperson may be requested to recuse him or
her from presiding in & disciplinary or appeal hearing. Refer to the

Disciplinary Procedure Manuat,

7.8 Hearing in absentia
Provision is made that a disciplinary or appeal hearing may continue under
certain circumsiances in the absence of the aileged transgressor. Refer to

the Disciplinary Procedure Manual.

7.9 Withdrawal of the hearing
Pravisicn is made that a disciplinary hearing may be withdrawn under

certain circumstances. Refer to the Disciplinary Procedure Manual

7.10 Withdrawal of charges or acquittal
Provision is made that charges against an alleged transgressor may be
withdrawn, either before the alleged transgressor has pleaded or whilst the
disciplinary hearing is in progress. Refer to the Disciplinary Procedure

Manual,

7.11 Rights of employees
7.41.1  Theright to representation

Every employee has the right to be represented by a fellow

employee, shop steward or union official of his or her choice.

An affiliated employee, l.e. an employee who belongs to an
employee organization admitted/recognized by DCS, is entitled to
be represenied by af mest two (2) representatives (shop

steward(s) and/or union officials} of his or her choice.
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7.11.2.

7.11.3

7114

7115

An unaffiliated empioyee, i.e. an employee who does not belong
to an employee organisation, is entitled to he reprasentad by only

one representative (a fellow employee) of his or her cheice.

A legal practitioner may not represent either the employer or the
amployee, unless the employee is a legal practitioner, For this
purpose, a legal practitioner is defined as a person admitted fa

practice as an advocate or lawyer in South Africa.

Rules regarding represantation

An alieged transgressor may be represented by o feliow
employee or shop steward from another Management Area/
within or outside his or her province under ceriatn conditions.

Refer to the Disciplinary Procedure Manual.

Right to be heard

The alleged transgressor has the right to state his ar her side of

the case and to submit evidence in his or her defence, or to

remain silent.

The right to withesses

The afleged transgressor has the right to call withesses.

The right to cross-examination

The alleged transgressor and/or his or her representaiive and the
Initiator have the right to be present when witnesses are called and
have the right to question and cross-guestion witnesses regarding
relevant matters. An alleged transgressotfrepresentative and the
Initiator have the right to re-examine their own witnesses after cross-

examination

The right 10 an Interpreter

An impartial fellow employee shall be used for this purpose.

Refer to clause o 7.6,
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7.11.6 The right to appesl

A transgressar has the rigint to appeal against the verdict and/or
sanction impased during a discipiinary hearing. Refer to clause
7.16.

7.12  The pre-hearing phase
A pre-hearing meeting may take place between the [nitiator and the
representative of the alieged transgressor in an atlempt 1o exchange
information, clarify charges and any matter relevant to the disciplinary

hearing and to eliminate aspects that may destruct the flow of the hearing.

7.13 The Disciplinary Hearing (Ensuring procedural fairness)
The following steps must be applied in complying with the audf alterem

partem- rule:

7.13.1 The chairperson with delegated autherity must preside over the
disciplinary hearing. At the commencement of the hearing the
chair shall state the ground rules, read the charges and reguest

the alleged transgressor to plead,

7.13.2 The Initiator shall lead evidence on behaif of the employer and
argue the employer's case. The alleged transgressor or his or her
representative may question any witness introduced by the

initiatar;

¥.13.3 The alleged transgressor shall be given the opportunity to 'ead
evidence, either by him or herself and/or through witnesses. The
Initiator may question any witness the alleged transgressor may

infroduce;

7134 The chair may ask witnesses guestions for clarification only

related to matters already raised;
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7.13.5 After having heard both the initiator and the alleged transgressor,
the chair imust come to a finding {guilty/not guilty} on the balance
of probabiliies and must inform the Initiator and alleged

transgressor accordingly,

7.13.68 If the alleged transgressor was found guilty, and before imposing
a sanction, the chair must afford the transgressor the opporiunity
to present evidence in mifigation. The Initiator may present
aggravating circumstances and the chair must consider the

presence of extenuating circumstances;

713.7 Tise chair must consider the evidence heard and come to a

decisior.

However, for a pro-forma model containing the steps aimed at ensuring a

procedurally fair disciplinary hearing, refer to the Disciplinary Procedure
Manual.

7.14  Considering a verdict and suitable sanction (Ensuring substantive
fairness)
The Chairperson must consider the requirements for substantive faimess.
Refer to the evenly numbered clause in the Disciplinary Procedure
Manual.

7.15 Procedure for admission of guilt
Provision is made for a shortened procedure should the alleged
transgressor indicate his infention to plead guilty. Refer to the

Discipiinary Procedure Manual.

7.16 Appeals
7.16.1 Grounds for appeal

An employee has the right to appeal against the verdict and

sanction imposed in a disciplinary hearing.
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7.16.2

The following general grounds of appeal may exist.

7.168.1.1

7.18.1.2

7.181.3

7.16.1.4

Substantive fairness - The allegation thal the disciplinary

measure is tog strict in view of the circumstances.

The allegation that the chairperson of the hearing had

been prejudiced.

The allegation that gross procedural errors occurred
during the disciplinary hearing or that a fair procedure

was not followed.

Should the employee wish to lead new evidencge which

was not avalable at the time of the hearing and the
employee was not at fault in the failure to lead such
evidence, or if the evidence could not reasonably be

obtained by him or her.

Application for appeal

7.16.2.1

7.16.2.2

NB. — If an employee lodges an appeal following his or
her dismissal, he or she remains in service until the

outcome of the appeal hearing.

if an employee does not exercise the right to appeal
{(dismissal cases) in terms of clause 7.11.6 the sanction
become effective from the dale upon which the sanction
was handed down, {i.e. 30 days' notice/30 days' payment

in lieu of notice/summary dismissal).

Provision is made for a procedure that an employee must
follow when applying for an appeal. Refer {o the

Disciplinary Procedure Manual.
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7.16.3

7.16.4

Persons involved in the appeal

Appeal Chairperson - a line manager of higher grade than the

Chairperson of the discipiinary hearing to preside in the hearing;
Initiator a nd a n assistant — | nitiator of the {initial) discipiinary
hearing will normally o fficiate in the appeal hearing to argue on
behalf of the employer. The employer may appoint another
Initiator if he or she so wishes:

Appellant - (employee who appeals);

Rep. esentative for the appellant - ;Shop steward/union official/

fellow employes).

Human Resource represeptative - to advise participants about

the Procedure — not compuisary,

Interpreter - (if necessary);

Secretary - a compefent person to record/minute the

proceedings; and

Witnesses - {o {estify on behalf of the employer or appellant.

The appeal procedure

7.16.4.1 At the commencemerni of the appeal hearing the

chairperson must confirm the grounds for the appeal.

7.16.4.2 The appellant or representative must be given the
opporiunity to address the chair and motivale the
grounds for appeal. Witnesses may be introduced. The

initiator may gquestion the witnesses of the appellant.

26626—2
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03-164530—3

71643

71644

7.16.4.5

Following the evidence of the appellant, the initiator

must be given the opporiunity to address the chair
and to argue on behalf of the employer in response to
the evidence of the appellani. The initiator may
infroduce  withesses  and the appellant or
representative must be given the opportunity to

question the witnesses of the Initiator.

The chair may ask witnesses questions for clarification;

After having heard both parties, the chairparson must,

7.16.4.51 In a non-dismissal case - come toa

finding on the balance of probabiities

ang present his finding;
7164572 In a dismissal case — in the event of a
not guilty verdict, acquit the appellant

and adjourn the hearing; or

7.16.4.5.3 In a dismissal case — in the event of 3

recommendation of guilty, adjourn the
hearing to forward a recommendation
about a suitable verdict and sanction to

the dalegated authority for a decision

2B626—3
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However, for a pro-farma model containing the steps aimed at

ensuring a procedurally fair appeal hearing, refer to the Disciplinary

Procedure Manual.

7165

7.16.6

Recommendation to the delegated authority

For the procedure for making recommendations to the delegated

authority, refer to the Disciplinary Code & Procedure Manual,

Appeal sanclions

The delegated authority may impose one of the following

sanctions:

7.16.6.1 Not guilty and set aside the verdict and sanction

imposed in the diéciplinary hearing,

7.16.6.2 Guilty and uphold t he {initial} sanction imposed inthe

disciplinary hearing;
7.16.6.3 Guilty and award a less severe sanction; or

7.16.6.4 Guilty and award a mare severe sanction, If the appeal
chairperson is of the opinlon that the misconduct
warrants the penally of dismissal, he or she may not
come to a decision, but must adjourn the hearing to
forward a motivation to this effect io the delegated
authority via the Legal and Labour Relations offices
who must make an objective and independent
recommendation to be considered by the delegated

authority before coming to a decision; or

71685 Order a complete re-hearing by a new impartial

chairperson, only if found that the initial hearing

o
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8.

contained gross procedural errors that were material to
the employee’s dismissal, or on request of tre

appellant.

GENERAL MATTERS

For an explanation of applicable terminology, refer to the Disciplinary

FPracedure Manual.
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Annexure A: Incident Report

Incident Report
Annexure A

Hame:

Post tite:

Saection:

Supgniscr's amea:
Superisor's posl litle.

incidant

Date o incidant:
Time of incidant
- Place of incident:

© Nalure of incident (3 pecify Rilly)

Witn&;ses {if an 1"[

1. Mame:

FoBttithh oo e s T T TR U
B 1T = O L Py
Posthifle .oiiiiiiiirmnrenrrnnrnnrins anermaeroeeeoeeoeeiinians Lo T T

Signalure of supervisar Date

Signaturn ;_)f employee Date

Signature of witnessas Date

Signatura of Head of Personnel

Continued on next page
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Annexure A: Incident Report, Continued

Usage This form must be filled in, in triplicate and disposed of as
follows:
[First copy Second copy Third copy

, Employee/aileged
Ltransgressor

Supervisor

Personnel section
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Annexure B: Nofification of disciplinary hearing

. Notification of Disciplinary Hearing
Annexure B

. lssued to:

MName: ...

= S R < 1 = L 1 11 1y S PPN
2. You are hereby notifed that a discipficary heznng will bhe held gn ..., P 20 . .. ... at

Desc:p-::r'a!theallegedoﬁenwachargesmodawalatrun e e e e e e e e e e e o

Date of alleged offence:

If npt enpugn space add on 21 - Additisnal pages must be initiallad

3. ¥ou have ihe nght lo:
® g fellow-employes’shop steward as representalive,
o call witnesses 10 5tate your case,
e submil evidence 10 support your case, and ‘Refertn clause ¥ 11 of {he Disciplinary Precedure Manual,
e an inerpreter, if necessary

It i3 your own responsibility to ensure that these persons are gresent and to provide the sUponyisar
wath their names and the sections in which they are employed before ... o

Signature of Supervisoriniifator (Add fuli names and Cate
contzct telephone numbser in pring)

I haraby acknowladge receipt of the notificaticn

Signature of employee B Date o fima

Signature of witness [ representativa Date Time

Continued on next page
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Annexure B: Notification of disciplinary hearing, continued

Usage This form must be filled in, in triplicate and disposed of as
follows:
First copy Becond copy Third copy
EmployaefAlleged Supervisor Persannel section
| transgressor
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Annexure C: Warning

Warning
Annexure C

Signature of employee Date
| Wlthess andior representalive Date

. and be destroyed.

fmgued by e Sectign; .
FPersal no: o Post itle:

Date and time of offence: ... ... ...

Diseciplinary Measure

19 ew of the offence uscrised above, the following warning 5 issued Jdelste whichever is nol applicable):

A verbal waming (waiid for 3 months}

A owritten waming {valid for & manths)

A sERGUS written warnirg (valid for § months)

A finat warning (vatd for & moenths)
Should you be faund gailty of 2 furiher similar oflenze whilst this waming is in farce, the disciplinary actior. then imposead wil be
sffected by this warning. Interms of the Department's Disciplinary Procsdure, you have the right to appeal against this decision
Fefer o clause 7.11 of the Disciplinary Procedurs Manual.

Signature and name in print Post titla Date
Chairperson of disciplinary hearing

The signing of this warning by the employee means that ha or she acknowledges that he or she received a warning and that
he or she understands the contents thereof.

In the event of the employee's refusal to sign, any person who was present when the warning was issued must sign.

NEB: At the expiry of warnings the form must be removed from tha employee's personnel file and pther related documents

Continued on next p'age
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Annexure C: Warning, Continued

Usage This form must be filled in, in triplicate and disposcd of as
follows:
First copy Second copy | Thirdeopy ]
Empioyes/Alleged Suparvisar Paracnnel seckan
transgressor . '
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Annexure D: Notification of dismissal

Natification of Dismissal
Annexure D

lesred 0 ..
Persal mor e

Data and time of offence; . PP PR UPPRN
L1 gt o L O PN

Disciplinary Measure

Due to the offence destribed above, your senvices with the Departrmenl of Corectianal Services are
tenningtad wilh 30 days' notive.
terrinated witk 20 days' payment in liey of nctice.
summarnily terminated.

i0elate whichewer is not applicable)

You may appeal against this decigion in terms of the disciplinary procedure. If you apply for an appeal you will remain in service
until the mitcome of the appeal — refer to paragraph 7.16.2.1 of the Disciplinary Procedure

Signature: Chairperson of disciplinary hearing Post iiIEE Data

The sigring of this notification by the employes means that he or sha acknowledges that he or she receivad the
notiffeation and understands the contents thereof.

Signature of emptoyee Date

In the event of the employee refusing to sipn, any parson who is present when the notification is issued can gign as
witness.

Slgnature of witness andfor representative Date
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Annex D: Dismissal cantinued

Usage This form must be filled in, in triplicate and disposed of as
follows:
First copy ‘Second copy Third copy
Employea/alleged Supervisor Parsonnel saction
fransgressor
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Annexure E: Appeal form

—

Appeal Form
Annexure E
Part 1

This form must be complated by the employee who wishes to appeal against the discipiinary messures imposed, The camplete:
form inust ha handed over to the Head of Pescnnal within the pericd specified in Lthe Disciplina:y Prozedure,

Emploves’s name:. .............. TR TR PEMBAI MO oo e erceer e eene e

Past BHE: .oovive e e SECUCIL e

i Part 2
Yol are hereby informead that your appaal was maintsinedisel aside (deste whith s nol aphcable).
Mot guilty and set aside the verdict and sanction impeosed during the disciplinary hearing.
{Suily and uphald the sanction imposed in the disciplinary hearing.
Guilty and award 2 less severs sanction.
Order a complele re-rearing

Selete whichewer is not applicable}

| e e e e
Signature: Thairperson of Appeal hearing Post tille Date

| P ibamard b ndaea e PR R R r TR, T T T T R CL T rrrree

| Signaiure of appeliant Date

Signatura of witnessfreprasentativa Date
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Annex E: Appeal form, continued.

Usage This farm must be filled in, in triplicate and disposed of as
follows:
First copy Secondecopy | Third copy |
Employee/Alleged Supanisor Personnel secticn |
transgressor 1 i
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Annexure F: Notification of appeal hearing

Notification of Appeal Hearing

Annaxure F
| Issued ta;

Hame: .

Post tltle .. Semmn e "
2 You are hereby nntrrad thai an appeal heanng will he helcl o ..., - .20

1 T e &t
3 You have the right ta;

e 3 feliow-amployee/shop steward as represeniative, ‘!

® witnesses i state your appeal,
¢ submil evidence to support your appeal, and (Refer to clause 711 of Ihe Disciplinary Frocegure Manual)
® ar inlerpretar, If necessary.

It is yaur own responsibility to ensure that trese persons are present and to provide the superviserinitiator with thelr names and
the sections ir which they are employed betore the appeal haaring.

Signature of Head of Persannel Data

| he hargby acknowladpe receipt of the notification

Yignature of appellant Date Time

Wltnesslreprasenl.atwe Date

To. Head: Personnel/initiatar
Representalives and Wilnesses required

1 . confinm that | wish ko have the following represenlatives and witnessas wilh
regard ta my appeal heanng arranged FO v oo Lo 20

f | hawe aTanged for ivem lo be presenl gn the stipulaed date at the stigwlated time

Witness Date
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Annex F: Notification for appeal form, continued

Uszge

This farm must be filled in, in triplicate and disposed of as

follows:
Firstcopy Second copy Third copy
Emploves/Alleged Supervisor Persannel section
fransaressor
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SCHEDULE B
DISCIPLINARY CODE

The Disciplinary Code contains a list of unacceptable behaviourfoffences within the
DCS. It is not an all-inclusive list,

The Department of Correctional Services is committed to applying the principle of
progressive discipline. However, cognisance must be taken that although this Code
distinguishes hetween transgressions which could result in summary dismissal and
cther transgressions, an employee can be dismissed for a first offence even if it is listed
under “Other Transgressions”, if the transgression(s) wasfiwvere extremely serious in
natiere.

The DCS's Code of Conduct, of which a copy is attached herete, will also form part of
this Code. Any actions, which are not in accordance with the Cede of Conduct, wili
justify discinlinary action, depending on the nature and seriousness thergof.

TRANSGRESSIONS WHICH COULD RESULT IN } OTHER TRANSGRESSIONS
SUMMARY DISMISSAL

(&) o (81 .
1. Unautherised absence | 1. Unauthorised absence
| —
12 Unsatisfactory performance 2. Unsatisfactory perforrnance
i 2.1 Gross negligence in the execution of 21 Unsatisfactory work due 1o

; duties negligence, apathy, carelessness,
ora fack ofinterest {eg. failureto
mast return dates, non-

Note: Gross negligence is defined as any act or , N
—— compliance with directives, etc.)

omissiocn  without  considering  the  possible
CONSEeqUBnces thereof and where such
conseguenceas could be dangerous to human life or
limb — an elamenl of recklessness should be present.

2.2 Sleeping on duty whilst nat guarding
prisoners/inot being in possession of a
firearm.

2.2 Sleeping on  duty whist guarding
priscners/being in possessicn of a firearm.
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TRANSGRESSIONS WHICH COULD RESULT IN ' OTHER TRANSGRESSIONS i

SUMMARY DISMISSAL !
[A] | [B] i

; . | S -

3. Gross Insubardination 3. Insubordination

31 Gross wilfullintentional Insubordination, s.9. |31 Insubordination, eg. refusal o work or @

refusal to work cor to cary oot legiimate
instructions of any  form of  grass

reasonabic causc.

Definition of gross insubardination.

Grass Insubordination — Include amongst others
— the refusal to obey a lawful and reasgnabls
command ¢ request S instruction, resistance to or
deflance of authority, or to be discoedient or
rebellious and the refusal is wilful / intentional and
very Serous a serious c¢hallenge to the
employsr's authority,

The insubordination must be exiremely severe and
qross.

insubordination towards seniors without jJust o7

carry nut legitimate instructions or any form |
of insubordination towards senicrs withcut
just or reasonahble cause.

Definition of insubardination

Insubordination — Include amongst others - the
refusal to cbey a lawful and reasonable command/
request / instruction, resistance fo or defiance of
authority, or to be disobedient ar rebellious.

4. Dishanesty

4, Dishonesty

41 Bribery or cormuption: Presenting or
accepting or any attempt to present or
accept bribes, cr ta inflience someone or
atternpt o influence someone 1o

corruption,
Assisting prisoners to escape.

Furnishing of false statements: The
intentional giving of false evidence or
staternants orany attempt o give false or
misleading evidence/make a false ar
misleading statement,

4.4 Fargery or fraud: The forgery or alleralion
of any documentatiocn  or any ather
information, or an atempt to con it fraud,
aitfer or misrgpresent, or ceimrally o
mislead in whatever respect (8.9, knowingly
handing in forged medical certificates, or
i giving false evidence during disciplinary or
grievance proceduras).

14.5 Theftfunauthorised

government progerty:

possession of

The theft'unauthorised possession of or any
attempt to possess property that belongs o
the Department or a prisoner, or any gther
employee (If work-related)

s

Bribery of corruption: Faifing o repod
offers made to a person/fellew emplovee 1o
the Head of the Frison or lo the Area
Manager, or any other authorily.

Mo, 26626 BY
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TRANSGRESSIONS WHICH COULD RESULT IN
SUMMARY DISMISSAL

{Al

OTHER TRANSGRESSIONS

B

4.6

4.7

Use of prisan labour for personal purposeas:

To instruct a prisonenprobationer under his
supervisionfcontrol, or any other person subject
fo cammunity corrections without permission to
de 50, 1o perform labaour in respect of which he
or any other person will benefit, imespective of
whethar  such  labour is  done  against
repayment.

Provision, receipt or claiming of money or

any other article/reward tolfrom prisoners or
any other person subject to  community
corrections: Other than in the performance orin
terms of the reguiraments of his duties, to lend,
sel, give ar issue ar article, tools or any other
object to a prisonzy or buy, borrow or receive as
a gift, advantage, profit or other personal
reward from a prisoner, or centrary lo his dulies
and under any pretences, accept a promise of
ar conspire to obtain ay of the above from a
prisaner or 2 family member or friend of such
prisoner.

Bisorderlyfirregular/ uncontrolled
behaviour ’

5. Disorderlyfirregularfuncontrolled
behavicour

Threaten andfor incite participation in
vialance andfor disruption of work andfor
in an unprofected strike.

Victimisation of employees s.g. for their
membership of a trade union, for reporting
corruption, ete.

Mote: Victimisation is defined as — To =ingle
aut a person for punishment or unfair
treatment and furthemmare, to prey on. go
after, pick an, bully, take an advantage of,
nersecute, oppress, tormeant, exploit, eto.

intimidation of fellow-workers.

Neote: Intimidation is defined as — to inspire
with fear, cow, specifically lo influence
zanduct ta compel sameone {o take action
which is considered to be undesirable.

Sabotage: Any intentional or malicious act to
iterfare with the records and operations of
the Department.

5.1 Threatening to cause bodily harm or

fighting while on duty.

Calling and heolding of unauthorised
meetings on Departmental property
during or after working hours: Prior
arrangement must be made with the Head

ol the Prison {in the case of mestings in the §

prisch) and from the Area Manager {any
other place on the prison reserve) for all
meetings which take place on Departmental

praperty (The Labour Relations Act, 1993 |
and the recognition agresments must be |

complied with).

I
R

Participation in unprofected industrial
actions/strikes/pickets {LRA Schedule &,
Code of Geood Practice: Dismissz!, ltem

B{1}]

Damaging the public image of the
Department: Involvement in  discrdedy
behaviour/conduct in the perdformance of

duties in public or to act rudely wher :

performing duties that could damage ar

adversely affect the public image of tho -

Departrment.
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_EFTRANSGRESSJDNS WHICH COULD RESULT IN | OTHER TRANSGRESSIONS H

| SUMMARY DISMISSAL l

1Al (8] B

5.5 Sexual harassment; Behaviour of a sexual | 3.5 Sexual harassment: Behaviour of 2 sexual
nature towards Jellow employees andior nature towards fellow emplayees andior
prisaners, or any other persan subject to prisaners, or any other persen subject to

: community carrections which injures the community corractions w hich injures the

i sexual  dignity. Scch  behaviour s sexual  dignity, Such behaviour is
unacceptadle if it is offensive to the recipient. unacceptabie if it is offensive to the

recipient.

5.5 Publication or unauthorised use/misuse | 28 Gambling  during  working  hours:
of eonfidential information or any other : Participation in any form of gambling.
behaviour which endangers the safety of
the Department or which indicates
harmful feelings. This alse includes the
publicising of information obtained in the
course of an employes's wark, other thar in

I the performance of his official duties, or the I

3 use of the information for purposes other

d than the performance of his activiies or
official duties, irrespective of whether or not
the information is made pubiic.

57  Assaclt while on duty: Including fighting | 7 Making a fire in an area where this is
{Objective self-defence will not constitute Arohibited.
assault),

5.8 Firearms/other dangerous weapons: i 58 Failure {0 repert an injury or accident.
Unauthorised possession of any firearm ar
other dangerous weapaniobject whilst on
duby.

: 5.9 Peinting of firearm: To direct a frearmat | 5.8 Failure to comply with safety standards
any person (except in the scope of duty) or and procedures. i
fire a firearm negligently or recklessly,

E.10  Breaching of internal security arangements. | 910  Misuse of position for personal gain to the

disadvantage of the employer.

511 Wilully, intentionally endangering the lives of
self or others by disregarding safety rules or [ 519  1Uze of improper language to any other
regulalions  in accordance  with  the person.

Oceipational Health and Safety Act

512  Misuse of positian in the Department ! Publc >12 Humiliating accusations directed at any
Service to pramote aor to prejudice <he other person.
interest of any political party.

i5.13 Witfully or intentionally discriminating against | 543 Indecent gestures andior signs made o
others on the basis of race, gender, disability, any other person.
sexuality or other grounds outlawed by the
RSA Constitution.

5,14 Without written approval from  the
Commissioner, performing  work  durng
warking hours for compensation in a private
capacity for ancther persan or grganisation,

5.1 Breaching of condiions peraining to |
authorised private waork. i

[
|

5.16  Diseriminating against others on the basis |
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of race, gender, disability, sexuality or
other grounds outlawed by the RSA
Conslitution.

517 Operating a money-lending scheme or
any other business (without permission}
i for own benefit during working hours or
i : from the premises of the Department.
: . Alcohol and drugs a 6. Aleohol and drugs
1 : ——— ]
161 Trading in prahibited drugs: Trading also | B.1 Unfit to perferm duties properiy due {o
: means supplying wishout return. i' the influence of aicochol or drugs.

6.2 Trading ir alcohol on Departmental | 6.2 Being in possession of alcohol in his
premises without official authorisation: of her place of work, without
Trading alsg means supplying without return. authorlsation. “"Possession” doss not

&nly mean "on his or her person” but also

6.3 Being 2 possession of prohibited drugs in a brisfcasse, luggege compartment
an Depermental premises. "Possession” which he or she has coatrol over infar tha
does nstonly mean "on hisor her perzon” place of work,
but aiso in a briefcase or other luggage
compartment which he or she has controf
over infat the pizce of wark.

6.4 Permitting a prisoner, or any other
person suhject to community corrections
to take alcohot or prohibited drugs or to
have the above in his cr her possessicn.

g.5 Using of alcohol without authorisation
whilst heing on duty.

6.6 Using of prohibited drugs whilst being on
Departmental premises.

7. Government transport T. Government transport

7.1 Driving a goevernment vehicle under the 7.1 M!suse of a government ""?'?'C'e g4
influence of alcohol and/or drugs. private use of a government vehigle.

7.2 Driving a government vehicle without the | 7.2 Reckless andfer negligent driving of a
necessary permission or without a valid gevernment vehicle.
driver's Icence.

73 Allowing an unauthorised person {o drive | 7.3 Contravening the traffic | aws and the
a government vehicle whilst being aware municipal bylaws whilst driving a
of or reasonably expected 0 be aware of government vehicle.
the fact that the said person is not
authorised to drive a vehicle. T4 Neglecting to comply with legistics |

_keep record, ete.

and other direciives in respect of the |
use of government vehicles: General
maintenance of the wvehicls, failure w
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TRANSGRESSIONS WHICH COULD RESULT IN
SUMMARY DISMISSAL

OTHER TRANSGRESSIONS

[B]

Government property

TA]
8. Governmant properfy
a1 Damage: Deliberate darnaging of
Departmental property or property hired by
the Department or allewing property in his or
E her care to be damaged,
| 8.2

Misusetuse of government premises to
store stolen goods

8.2

a3

Loss through negligerce: Loss of
Departmental preperty through
negligance or carelessness or when an
employee cannot  account for such
property o the satisfaction oi the
Cepartment.

Misuse: Incorrect use of property ar
premises (using eguipment for other
purposes than it is intended for - in the |
workplace). '

Unauthorised use of Departmentalf
Governmeant property for personal
purposes.
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