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WORKSHEET 4: Operations, Workload and roadway data

Identify data items to be used for determining the number

OBJECTIVE: of patrol personnel within a jurisdictional area.
METHOD: Data is identified as either operations, workload or roadway
i1 Jurisdictional Area Name

Operations data for the Jurisdictional

i.2 Area
1.2.1 Shift Length (Hours)

Average Number of on-duty hours on patrol per
1.2.2 year per officer

Average Work Week (average number of paid
1.22.1 hours per week per officer)

Average number of benefit (paid) off duty hours
1222 per year per officar

Average numbear of on-duty hours spent on non-
1.2.2.3 patrol temporary assignments per year pef officer

Average number of officers to be supervised by
1.2.3 each operational supervisor

Percentage of operational supervisar on-duty tim=
spent on uncommitted patrol, reactive and self

1.2.4 initizted activities
1.2.5 Patrol Operations - Category 1
1.2.5.1 Roadway Type
Coverage per week (hours) (maximum vatue =

1252 168)
1.2.5.3 Average uncommitted patrol speed (km/h)
1.2.5.4 Patrol interval performance objective (hours)
126 Patrol Operations - Category 2
1.2.6.1 Roadway Type

- Coverage per week (hours) (maximum vatue =
1.26.2 168) -
1.2.6.3 Average uncommitted patrol speed (km/h)
1264 Patrol interval performance objective (hours)
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1.3.4

1.3.5

1.4
1.4.1

1.4.2

Worlksheat Z:

OBJECTIVE:

METHOD:

2.1

2.11

2.2

Workload data for the Jurisdictional
Area

Total number of days in the sample period
Total number of accidents
Average service time per accident (hours)

Total number of other calis for service handled by
the authority during the sample period

Average service time per other calls for service
(hours)
Roadway Data for the jurisdictional area

Roadway: Freeways

Roadway; strategic provinciai roads

Determine the average number of minutes per hour per
officer to he spent on administrative activities within the
Jurisdictional area

Basad either on policy decision or b storical experience

Average number of minutes per hour
par trooper - Policy decision

Select administrative time performance objective
in minutes per hour per officer

Continue with section 2.3

OR

Average number of minutes per hour
per officer - historical experignce
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Total time (hours) spent on administrative
activities within the authority during the sample
221 period

Total on-duty hours on patrol within the
222 jurisdictional area during the sample period

Fraction of time spent on administrative duties

2.2.3 (2.2.172.2.2)

Average number of minutes per hour per officer
2.24 (2.2.3 x60)
2.3 Administrative time

Minutes per hour per officer, select either 2.1.1
2.3.1 or2.24,0<=231<=60

Worksheat 3: Reactive Time

Determine the number of officers required to handle
accidents and other calls for service within a jurisdictional
CBJECTIVE: area

Based on the total time required to handle all accidents
METHOD: and other calls for service, and the shift length

Daily service time requirements for
3.1 accidunts

Total number of accidents within the jurisdictional

3.1.1 area during the sample period

3.1.2 Average service time (hours) for each accident
Total obligated time for accidents within the
jurisdictional area during the sample period

3.1.3 (3.1.1 x 3.1.2 or enter directly)

3.14 Total number of days in the sample period

Average workload per day for accidents (Hours)
3.15 (3.1.3/3.1.4)
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3.2

3.2.1

3.2.2

3.2.3

3.24

3.2.5

et
2
i

3.3.3

Worksheet 4:

OBJECTIVE

METHOD:

Daily service time reguirement for
other calls for service

Total number of other calls for service within the
jurisdictional area during the sample periad

Average service time (hours) for every call for
service

Total obligated time for other calls for service
within the jurisdictional area during the sampling
period

Total number of days in the sampling period

Average workload per day for other calls for
service (Hours) (3.2.3 / 3.2.4)

Total number of officers required per
day for reactive time

Total average workload per day within the
juriedictional area (3.1.5 + 3.2.5)

Shift length (hours)
Average number of officers required within the

jurisdictional arez per day to meet the average
daily workload

Proactive time - Self initiated

Determine the average number of minutles per hour per
officer to be spent on self initiated acftivities within the
jurisdictional area

Based either on policy decision or historical experience
within the jurisdictional area
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Average number of minutes per hour
4.1 per officer - policy decision

Select self initiated performance objective for the
4.1.1 jurisdictional area, minutes per hour per officer

Continue with section 4.4

OR

Average number of minutes per hour
4.2 per officer - policy decision (indirect)

Total number of self initiated contacts within the
4.2.1 jurisdictional area during the sample period

Total time {(hours) spent on self initiated contact
within the jurisdictionai area by all officers on
4.2.2 patrol during the sample period

Average time (hours) per seif initiated contact
within the jurisdictional arsa during the sample
4.2.3 period (4.2.1/4.2.2}

Select number of self initiated contacts per shift

424 per cfficer performance objective
425 Shift length (hours)
Number of self initiated contacts per hour per
4286 officer (4.2.4/4.2.5)
Self initiated performance objective for the
jurisdictional area in minutes per hour per ¢fficer
427 (60*4.2.3%4.2.6)

Continue with saction 4.4
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4.3

4.3.1

4.3.2

Worlksheet 5:

QBJECTIVE:

METHOD:
5.1

51.1

Average number of minutes per hour
per officer - historical experience

Total number of hours spent on self initiated
contacts within the jurisdictional area by all
officers on patrol during the sample period

Total on-duty hours by officers on patrol within
the jurisdictional area during the sample perfod

Fraction of time spent on self-initiated activities
within the jurisdictional area during the sample
period (4.3.1/4.3.2)

Average number of minutes per hour per trooper
to be spent on self-initiated activities within the
jurisdictional area. (60 * 4.3.3)

Proactive Time (Self Initiated)

Minutes per hour per ofiicer (4.1 or 4.2.7 or
4.3.4)

Proactive Time - Uncommitted patrol

Detarmine the number of officers required within the
jurisdictional area to provide an adequate level of
visibility and availability

Based on: (1) the patrol interval, and {2} the probability of
immediate response to accidents and other calls for
service or the average {ravel time {o accidents and other
call for service.

Uncommitted patrol visibility

~ Shift Length (Hours)
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Number of officers required per day for
uncommitted patrol on category 1 roadways in
the jurisdictional area

Roadway Type

LLength of roadway

Hours of coverage per week

Average patrol speed (km/h)

Performance objective patrol interval (hours)
Number of officers required per day to meet the
patrol interval performance objective for
category 1 roadways in the jurisdictional area
5126 (5.1.22x5.1.23)/(7Tx 5124 X 51.1x%x5.1.2.5)

Qoo oo
.J_X_L_L_).;\
NEISESINES

b wh =

Number of officers required per day for
uncommitted patrol on category 2 roadways in
the jurisdictional area

Roadway Type

Length of roadway

Hours of coverage per week

Average patrol speed (km/h)

Performance objective patrol interval (hours)
Number of officers required per day to meet the
patrol interval performance objective for

: category 1 roadways in the iurisdictional area
5.1.3.6 (5.1.32x5.1.33)/(7x 5134 51.1x5.1.3.5)

oo oao
PNV NP, N, R
ar P M-

Total number of officer required per day to meaet
patrol interval performance objactive within the
514 Jurisdictional area

Option: Complete Section 5.2 OR Supplemental worksheet OR Section 5.3

Uncommitted patrol availabiiity -

5.2 Iimmeadiate response
521 Shift Length (Hours)
522 Coverage per week (hours)

Eftective number of shifts per day (5.2.2/ (7 x
523 5.2.1))

Average number of on duty officers for reaclive
5.2.4 time (3.3.3)

Average daily number of on-duty officers per
525 shift (5.2.4/5.2.3)
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Performance objective, percentage of accidents,
. call for service and self initiated activities
526 immediate response (between 50 and 90)

Number of officers required per shift (use 5.2.5,
527 5.2.6 and table 3_1)

Totai number of uncommitted patrol officers
required per day within the jurisdictional area to
provide immediate response to performance
objective percentage of accidents and calls for
service. (5.2.3 x 5.2.7 or enter vaiue from

528 supplemental worksheet 1)

Continue with section 5.4 OR

Uncommitted patrol availability -
Trave! Titme for area patrol (5.3.1 -

5.3 5.3.6) or line patrol {5.3.7)
5.3.1 shift length (hours)

532 Coverage per week (hours)

5.3.3 Area (sq km) of the jurisdictional area

Average rasponse speed (kin/h) equal to or
5.3.4 greater than average patrol speed

835 Average travel time performance objective (min)

Number of officers required within the
jurisdictional area to maat the average travel

536 timie performance objsctive for area patrol
5.3.6.1 Calcuiate K (K = 40/(5.3.4 x 5.3.9)
5.3.6.2 Celculate Kx K

Number of officars required for area patrol
5363 (5.36.2x5.3.3x532)/(7x 5.3.1)

Number of troopers required within the
jurisdictional area for line patrol (enter value of
5.3.7 sero or value from supplemental worksheet 2)

Total number of officers required within the

jurisdictional area for area and line patrol
5.3.8 (5.36.3+5.3.7)
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5.4 Uncommitted patrol availability

Total officers required within the jurisdictional

541 area (5.2.8 OR 5.3.8)
Total number of officers required for
5.5 uncommitted patrol
Average number of officers required per day for
uncommitted patrol within the jurisdictional area,
551 select the larger of 5.1.4 or 5.4.1
Worksheet 6: Average daily number of on-duty officers
Determine the average totai number of officers required
OBJECTIVE: per day within the jurisdictional area
Combine the total number of officers required for reactive
and patrol activities with the per officer time requirement.
for self-initiated and administrative activities. Adjust the
number of officers based on the percentage of two officer
METHOD: patrols and, if applicable, minimum staffing lsvels.
Number of on-duty officers per day -
6.1 all ons-officer patrols
Administrative time (minutes per hour per
6.1.1 officer, 2.3.1)
Average number of officers required per day to
6.1.2 meet reactive time workicad (3.3.3)
Self initiated time - minutes per hour per officer
8.1.3 (4.4)
Average number of officers required per day fo
614 meet patrol time requirements (5.5)
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6.1.5

6.2

Note

6.2.1

6.2.2

6.2.3

6.3.1

6.3.2

Worksheet 7:

OBJECTIVE:

Average fotal number of on-duty ofiicers
required per day for all patrol activities within the
jurisdictional area, one officer per unit ((6.1.2 +
6.1.4)/(1-6.1.1/60 - 6.1.3/60))

Adjustment for two trooper patrols

If two officer patrols are not used enter 6.1.5 into
6.2.4 and continue with section 6.3

Percentage of time patrol units within the
jurisdictional area are staffed with two officers

Fraction of time patrol units within the
jurisdictional area are staffed with two officers
(6.2.1/100)

Adjustment factor: average number of officers
per unit (1 +86.2.2)

Average total number of on-duty officers
required per day for all patrol activities (6.1.5 x
6.2.3)

Adjustment for minimum staffing
levels

If minimum staffing levels are not used enter

5.2.4 into 6.3.2 and continue with Worlisheet 7

Average minimum numbear of on-duty troopers
required per day for all activities basad on
authority policy

Average daity number of patrol officers reguired
far all patrol activities, select the larger of 6.2.4
and 6.3.1

Special Assignments and field supervision

Determine (1) the revised number of on-duty officers
needed per day because of troopers on special
assignmentis and {2} the number of field supervisors
required
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The number of officers for special assignments is based

on the number of specialists assigned by the authority

and the percentage of time each spends on field patrol

acfivities. The number of field supervisors is based on the

span of supervision (set by authority policy) and the

nercentage of field supervisors on-duty time spent on
METHOD: patrol activities.

Number of fullt ime, on-duty officers
required per day adjusted for field
7.1 supervisors

Average number of officers to be supervised by
711 every field supervisor

Percentage of field supervisor time spent on
7.1.2 patrol activities ( between 0 and 100)

Fraction of field supervisor on-duty time spent
7.1.3 on patrol activities

Total number of on-duty officers required per
day within the jurisdictional area for all patrol
714 activities (6.3.4)

7.15 Adjustment factor (7.1.1/(7.1.1 +7.1 3

Adjusted daily number of full time on-duty
7.1.6 officers required (7.1.5x7.1.4)

If no special assignments personnel are

included enter 7.1.6 into 7.2.4 and continue with

section 7.3. if they are inciuded continue with
Note 7.2

Number of on-duty officers required
per day adjusted for special

7.2 assignment personnel
7.2.1 Special assignment 1
7.214.1 Special Assignment name
, - Average number of on-duty troopers per day on
7.21.2 specialized assighment 1
Percentage of on-duty time spent on patrol
7.21.3 activities by officers assigned fo special
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7.2.1.4
7215

7.2.16

Worksheet &:

OBJECTIVE:

METHOD:

8.12

assignment 1 (between 0 and 100)

Percentage of on-duty time spent on non-patrol
activities by officers assigned to special
assignment 1. (100 - 7.2.1 3)

Fraction of on-duty time spent on nonpatrol
activities by officers assigned to special
assignment 1. (7.2.1.4 / 100)

Adjusted daily number of on-duty officers
assigned to special assignment 1, {7.2.1.2 X
7.2.1.5x7.1.5)

If personnel for a second and third special
assignment is to be included simply repeat 7.2.1
for subsequent assignments or continue with
step 7.2.2

Adjusted total daily number of officers required
per day. (7.1.6 + 7.2.1.6)

Total number of field supervisors
raquired for the adjusted number of
on-duty officers

Total number of on-duty field superviscrs
required per day (7.2.2/ 7.1

4

Total staff requiremenis

Datermine total staff needed to supporit the required daily on-
duty field personnel

Use the shift relief factor, daily on-duty staff requiremenis
and the number of staff and command positions based on
authority policy

On duty officers and field supervisors
reguired per day

Total number of on-duty officers per day within the

~ juridictional area (7.2.4)

Total number of on-duty field supervisors required
in the field per day (7.3.1}
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8.2 Shift relief factor
8.2.1 Shift length

Total hours on one shift during one year (385 x
8.2.2 8.2.1)

Average work week (average number of paid hours
8.2.3 per week per officer, 1.2.2.1)

Average number of paid hours per year per officer
8.24 (365 x 8.2.3)/7

Average number of benefit (paid) hours off per year
8.2.5 per officer (1.2.2.2)

Average number of on-duty hours on temporary
assignments (non-patrol) per officer per year.

8§28 (1.2.2.3)

Average number of on-duty hours on patrol per year
8.2.7 per officer (8.2.4 - 8.2.5 - 8.2.6)
8.2.8 Shift Relief Factor (8.2.2/8.2.7)

Total number of required officers and
field supervisors within the jurisdictional

8.3 area
8.3.1 Total number of officers (8.1.1 x 8.2.8)
3.3.2 Total number of field supervisors (8.1.2 x 8.2.8)

Total number of officers and field supervisors (8.3.1
8.3.3 +8.3.2)

8.4 Number of staff and command persennel
Select number of staff and command personnel

required for the number of officers and field -
8.4.1 supervisors
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Total staff requirements for the

8.5 jurisdictional area

8.5.1 Number of officers

85.2 number of supervisors

8.5.3 Number of stafi and command personnel
354 Total required staff
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ANNEXURE 15
ANALYSIS AND PLANNING
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PLANNING LAW ENFORCEMENT ACTIONS AND OPERATIONS

introduction

Solving conflict in the traffic environment requires a multidimensional approach. This
requires proper planning and resource utilisation which in turn depends on information.
The critical staff shortages experienced by traffic authorities increases the need for
efficiency.

Without reliable information managers of traffic authorities often waste the efforts of staff in
non-deserving areas of sometimes in the correct areas but at incorrect time slotsm, whilst
concentrating on incorrect road user groups and/or behavioural patterns.

All of the above result in limited or no results leading to frustration amongst staff and
apathy and even disdain amongst road users and communities.

To ensure success, a traffic manager should follow a systematic approach by gathering
and analysing information before planning and embarking on law enforcement activities.

Reguired information

{a)  Accident data — historic data;

(by  Offence trends — data obtained from spot checks;

(¢)  Other information such as public complaints, major traffic incidents, road
infrastructure reports, efc.;

(dy  Staff and resources available ;

{e}  Enforcement data such as number of prosecutions instituted, which includes
roadside vehicle check reports and warning notices issued; and

H Staff data such as hours worked, time spent on patrol, as well as kilometres

travelled, stc.
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Analysing information
Accident report data - use previous 12 month’s data.

(a)  Step 1-—Where?
@) identify the ten intersections with the highest accident rate;
iy Identify the ten links with the highest accident rate;
(iiiy  Identify locations with significant percentage increase in accident rate;
(iv)  Piot lccations on a map of area, and
(v} Perform in-loco inspection of the relevant area and take photographs
indicating probiems.
(b)  Step 2 -~When?
(i) Identify critical days of the week; and
(i)  ldentify critical times of day.
{c) Step 3 — Why?
(M Identify causation — offender; and

(i)  Identify causation —road environment.

Offenca Trends

(a) Conduct surveys at identified locations at identified times and days to
determine offence trends,; and

(b)  Compare survey results with any previous survey results for those locations.

Criher Information

(a) Correlate the above results with any public complaints relating to the location
and tha approaches o it;
(b)  Correiate the above results with any major incident; and.

(c) Correlate the above results with any road infrastructure changes.

Planning
Once information has been gathered and analysed, specific projects can be planned and

resources allocated.
The attached form provides a framework to ensure a systematic approach.
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Traffic Law Enforcement Project - Operational Plan

Authority

Location

Project Name

Situation Summary

{Specify location and highlight problems to be
addressed, primary accident causatory factors and
time distribution.}

Documentation
Attach the following documentation ;
s Accident Situation (accidents, fatalities,
serious, minor damage)
s  Accident Distribution by :
o Day of week
o Time of day
o List of identified hazardous acticns.
= List of public/media complaints/reports.

Geographical Target Area

(Brief description of area. Road surface and layout,
intersection, buildings, object obstructing the view,
trafiic characleristics such as public transport route,
pedestrian paiterns and any other environmental
factors that might cause accidents.)

Overall Goal/Purpose

(Describe the overall purpose as well as the
‘expected outcome of the project.

Example reduce fatalities by 10%)

0102 UIGWILAES €2 LNVHIAOHSIVYLS
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c
w
4]
Objectives o

(List Project ohjectives — it must he cleariy defined,
achievable, measurable with clear time frames.
Example - Increase seatbelt wearing rate from 40%
to 70% by the end of December 2007)

Target Groups

(List road user groups that are identified as primary
contributors to accidents in the area.

Example - Male drivers under the age of 23.)
Stake Holdefs / Role Players

(List external stakeholders that can assist with the
project. ,

Example —~ SAPS, Correctional Services, Engineers
Department etc)

Key Performance Indicators

(List the key perfermance indicators that will be
used to measure the success or failure of the
project.

Example Law enforcement hours, number of
arrests, number of vehicles stopped etc.)
implementation Procedure

{Describethg implementation of the project.
Number of law enforcement hours, resources
required, enforcement methods e.g. speed checks,
roadblocks, rpad environment improvements,
educational programmes etc.}

Scheduling

List available resources and work schedules. Duty
rosters can be attached,

implementation Period

{Specify the duration of the project as well as
proposed follow up periods to strengthen the
effect.).

Expectediidentified Constraints

(List constraints to the project with suggested
solutions.}

Feedback

(Imptement feedback methods to record

i
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s Hours worked, I
s Prosecutions instituted
*  Warnings Issued
= Vehicles stopped and checked
« Preliminary accident statistics
= Offence trends -~ spot-checks)
Evaluation Procedure ' T
. Describe the process that will be used to evaluate !
the results. This should include the short interval
monitoring time frames as well as specifics on the
| key performance areas that will be used.
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| ANNEXURE 13
OFFICER MONTHLY REPORT
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ANNEXURE 14
OFFICER MIONTHLY EVALUATION
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Road Traffic Management Corporation

Draft National Road Traffic Law Enforcement Code

Courl Attendance automatically score 10 poirds with it being forfeited if an officer do not attend court during the course of the month.

Overall Ferformance = Appeararcs Poirts + Law Enforcement Poirts + Bonus Points

‘ WMonthiy Evaluation For Individuat Traffic Gificers To3
OGO oot s v b esss aere st HUMDET e Evaluation for the perod ............. 0.
[FROHTH G T T T T e | Feb | Ban | Apr. | way. | dun. ] TOTAL
Appeararice - )
Points for Personal Appearance ~cutof 10
Points Venicle Inspactions - outof 10
Total 1 (out of 20 Poims) i
! Appearance %
] Appearance Poirtsp
: Law Enforcemant
| Category A Documents
i Category B Documents
Category C Documants
i Category D Documents
GCategory E Documents
Total 2{-
‘ Law Enforcement (LE} Hours Worked :
Law Enforcement Productivity
: Law Erforcement Points
Bonus Folnts ‘
Points for Initlative ~outof 10
Points for Discipline - cutof 10
Court Attendance (Failure to attend - Deduct 10 paints)
Total 3 (out of 20 Poirts)
Bomus %
Bonus Pointsi
Overall Perfommance for the Monthi
Supenvisors initials
Officer's initials
instructions for completing of Evaluation Form 4 PLEASE HOTE :
i 1. Tris form must be farwanded to the new superdsor when a officer is transferred to another shift,
Total 1 = Tha sum of the points atiocated above 2. Al year snd, this forrn must be forwarded Lo the area manager who will epsure that it is fled on the officer’s parsonal
) % = Total 1 X 100 divided by 20 glAe"Fhis form must be fited on the personal file that is kept by the Principal Clerk - Administration.
" Factor 1= AX %
Total 2 = Sum of points for Documents issued e
; Law Erforcement Productivity = Total 2 divided by LE Hours Worked X 8
Factor 2 = Law Enforcement Productivity X ,6 437
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ANNEXURE 15
POINTS ALLOCATION FORM
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]
]

{ ICE?’QIHG OFDRIVERS . - . -
fJn ticensed Drivers

“V{C_,gamer Driver without Supenvigion

" [Failute to Produce Driviag Licence

; ‘Other Offences regarding Driver [(censmg

1 REGISTRATION LICEHSING -
! |Unlicensed Unrepistered Motor Vehucles
lt«umner Plate Offences
[O!her Offences regardin F’eg and Lu:envmg

| MOVIHG VICLATIONS — =, <

! Fr:e Under the Influence of Alcohot or Drugc

| Recklass, Negligent, Inconsiderate Brwving
Robet Disohedience

| Disobey Stop Sion

. lDisube_\Lother Road Signs

i Offences regarding the Duties of Drivers

' @ning Right in Face of Oncoming Traflic

 Turning wihout Sigraliing

1 lilegal Overtsking

' [Changing Lanes

i [Enter Raad of Intersection when Unsafe

[ ‘Other a‘fercea repardi ﬂqﬂes aflhe Poad
: TSPEED VIOLATIONS © . R IR . i

] @aedmg Vehicles ! hetkeﬁ
|Sp<=ec.nq Ofences
| STOPPING ARDPARKING - - — . 5 v ek

i |Stopping where Prohibited

|

t

w s 0 | A fer fus e o fun

|Stopping causing Danger or Obstruction

{Park so 5 1o Obstruct a Vehicle Entrarce
Parking in Exciu
Parxing - Pro.
Parking meter violations

2 Parking Bays

ted not rmeniioned elsewhers

Harking loading zone
Lo  PROJECTIONS -« o v e
. [Overtosd - Pacgengers
[ Overinad - Goods
| [Exceeding Projectisn Limits
1 Insecure Load Spillage
F[sm& BEFECTS +
‘ ‘Defective Rewice or Parking Srake
: ‘Defe\ i
;Qeee ive Ty
lDefea,we Siiencer

o fen jun

=M

reg

eposit O or Fusl or Read Strface

'Other Defscts not mentioned etsewhere
[wmw 2 )
; Public Mator Vehicle Offences
Iunxcxpa By-Laws

|

o LAR LR IVEY Py P PP Y

5

Talking on Celt phone while Driving

Not Wearing Seat Belt or Crash Helme! — Child Resteaint
Excepsive Noise - Willful Act
Arvests : Other

Ayrests  Wamants

! [False of Forged Decuments
l Warran!s finalised (naymem)_* 2
,L__OT(CE T T

w0 e [an

L

s

Ropadside nvpe..tmn Sheet Qeve n TOPC
Roadside nspection Sheet {Level 23 Manhual
Roadside tnspection Sheet (Level 2) TOPC
\Roadside inspaction Sheet (Leval 3} Manual
Roadside Insnection Sheet (Level 3) TOPC
Notice to Discontinue the Use of Motor Vehicle
Written Warnings

Aceident report form handad in (OAR Form) — Niinor Injuries/Damage ©

(Accident repert form handed in (OHR Fermi = Sarinus Injuryst atat
SUMMARY -

. Totai Cases
Total Points
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T ANNEXURE 18
-~ DISCIPLINARY PROCEDURE PRO FORMA
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NOTICE OF A DISCIPLINARY ENQUIRY

NAME: DATE:
T ccnnrnrurosanrosnmsoursrnrdvabtonanran iR eRSARR R ERER RN KT HKEY L T L

You are hereby notified that a disciplinary enquiry will be held on:

According to the Disciplinary Procedure, you have the right to be represented at the enquiry by
a fellow officer or representative of your choice. Shouid you require the services of an
interpreter, please advise the undersigned prior to the enquiry.

You have the right to invite your witnesses and submit evidence.

Should you fail to attend or fail to furnish acceptable reasons for your non-attendance; the
disciplinary enquiry will be held in your absence.

SIGNATURE TITLE DATE

ACKNOWLEDGEMENT OF RECIEFT

OFFICER DATE
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NOTICE OF A DISCIPLINARY ENQUIRY AND SUSPENSION WITH FULL PAY

MAME: .o BATE! .ieviiiiirneien

You are hereby suspended from work with immediate effect, on fuil pay, and are required to
attend a disciplinary hearing to consider the following fransgression(s) on you part:

.................................................................................................................................
.................................................................................................................................

According to the Disciplinary Procedure, you have the right to be represented at the enquiry by
a fellow officer or representative of your choice, invite witnesses and submit evidence. Shouid
you require the services of an interpreter, please advise the undersigned prior to the enquiry.
Should your fail to attend the hearing as scheduied without notifying management in advance
and providing an acceptable reason, the enquiry will be held in your absence and your
suspension with full pay will cease with immediate effect. Your services may also be terminated
(dismissed). In this event you will forfeit your payment in lisu of notice.

SIGNATURE TiITLE DATE

ACHNOWLEDGEMENT OF RECEIRPT

OFFICER DATE
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RECORD OF A DISCIPLINARY ENQUIRY
1. PARTICIPANTS

1.1 CRBIMPEISON. ©.ev i e ireeieiee i ns earseme s
Name Position

1.2 COMPIAIMANTE .. et veeiie i ines st
Name Position

1.3 Complainant’s Witness:

Name Position
1.4 OFICEIT oot e
Name Position

14 Officer's Representative:

Name Position
2 DATE OF ENQUIRY oo et e e s s i e
3 ALLEGED OF FEN e e e
T SUMIMARY OF EVIDENCE

..................................................................................................................
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8. SANCTION:

................................................................................................................
.................................................................................................................

.................................................................................................................

SIGNATURE OF CHAIRPERSON: ..o N

DATE, o e
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DISCIPLINARY WRITTEN WARNING/FINAL WRITTEN WARNING

STRICTLY PRIVATE AND CONFIDENTIAL
TO: (Officer's name and address) DATE: ..o

DISCIPLINARY WARNING

A formal disciplinary enquirywas held on ............................. {(date) to investigate the
following alleged offence on your part:

This serves to confirm that you were found guilty. of the offence as stated, and were given a
written/final written warning as follows:

This written/final written warning shall be valid for ............ months.

You are advised that you may exercise your right to appeal against this warning within three (3)
working days of the date of this warning.

Please note that failure to observe this notice during the validity of this warning may lead to more
serious disciplinary action being taken against you.

SIGNATURE OF OFFICER DATE

NOTES:

1. The officer must be given a copy of the warning.
2. A copy of this warning shouid be kept on the officer’s personal file for the
duration of the warning.
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ORDINARY DISMISSAL

Full Address (Officer's): Date: ..o

DEar MIMS ... et

RE: TERMINATION OF EMPLOYMENT

We regret to confirm that your employment by the Road Traffic Management Corporation is
terminated with immediate effect from ... (iast date of physicai
employment).

The reason for your dismissal was fully discussed with you at the disciplinary enquiry on

Remuneration due to you, as weil as your certificate of service will be available for collection on
..................................... . Any monies owed by yourself to the Company will be deducted from
any remuneration owing fo you.

Pisase ensure that ali property of the Company is returned bafore you leave the Company’s
premises.

in terms of the Company’s disciplinary procedure, you may exercise your right of appeal against
your dismissal within five (5) working days of the date of this lefter.

Yours faitnfully
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SUMMARY DISMISSAL

Full Address (Officer's) Date: ..ovve v

Dear MrVs

RE: TERMINATION OF EMPLOYMENT

We regret to confirm that your employment by the Company is summarily terminated. Your
dismissal is therefore with immediate effect.

The reason for your dismissal was fully discussed with you at a disciplinary enquiry held on

All remuneration due to you, as well as your certificate of service, will be made available to you on
................................. Any monies owed by yourself to the Company will be deducted from any

remuneration cwing to you.

Please ensure that all property of the Company is returned before you leave the Company's
premises.

in terms of the Company's disciplinary procedure, you may exarcise your right of appeal against
your dismissal within five (5) working days of the date of this letter.

Yours faithfully
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APPEAL AGAINST DISCIPLINARY ACTION
Section A (TO BE COMPLETED BY OFFICER OR REPRESENTATIVE)

Disciplinary action was taken against me on ...
I wish to appeal against the disciplinary action for the foilowxng
Reason(s) (Grounds of Appeal):

Section 8 (TO BE COMPLETED BY SUPERICR)

Date Appeal Received ..
Date of Appeal Hearing © ...

Superior's comments and findings corcemning the appeal:

..................................................................................................................................

Signature of Superior: ... Dater e
Signature of Officer: ... Date: ...
Signature of Representative: ......................... Date: .. ...
{if present)..
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GRIEVANCE PROCESS FORM

1. To RO ST (Superior) Date: ............
2. From U PO TS (Officer)

3. Department ¢

4. Branch R

5. A meeting is requested to discuss the following matter(s) (Describe the grievance). (Attach
separate page(s) if more space is needed):

6. Indicate the Category of Grievance (Individual/Group)
7. if Group Grievance — Number of Officers involved: ........ociie s
8. Name of Officer/Reprasentative concemmed: ... ..............ccoiiiiininns

9. What is the desired outcome:

10.Has the issue/concem been discussed with your superior? YES/NO

11.0f the answer is YES, what was the superior’s decision (outcome):

I accept/do not accept the decision of the mesting. | wish/do not wish to proceed with the grievance
ta the next level,

OFFICER SUPERIOR REPRESENTATIVE

NOTE ~ If the grievance is referred to a higher jevel, another form should be used and attached to
this completed form. .
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ANNEXURE 20
SERVICE LEVEL AGREEMENT
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