LABOUR LAW MANUAL

YOU ONLY CHOOSE WHAT YOU NEED!!!!

Please note that all these forms, guidelines, policies, contracts, legislation and procedures [documents] were drown up by our legal team and backed by the following;

· All these documents comply with more than 11 Labour Acts.

· All these documents comply with all amendments to legislation.

· These documents are also amended to comply with awards in the CCMA, Bargaining Council’s, Labour Court, Labour Appeal Court and recently also the Constitutional Court.

· This is the latest research and publications material in the field.

Keep in mind

1. To buy a book or soft wear, containing all these documents will cost you between R 2500.00 and R 3000.00 and you only use the documents according to your needs.

2. Your first consultation with an attorney to give instructions will cost you between R 850.00 to R 1200.00 an hour.

3. All these documents are updated on a daily basis as labour legislation change.

4. This concept will save you time and money.
Please select the documents that you need:
	Heading
	Number and Name of document
	Type of document
	Pages
	Price
	Select by insert

*

	1. Recruitment
	1.1
Recruitment and Selection Policy
	Policy
	17
	R 475.00
	

	
	1.2
Job Evaluation and Grading Policy
	Policy
	1
	R 40.00
	

	
	1.3
Acknowledgement of Application Letter
	Letter
	1
	R 30.00
	

	
	1.4
Application form 
	Form
	6
	R 55.00
	

	
	1.5
Employment Reference Request
	Letter
	1
	R 30.00
	

	
	1.6
Personal Reference Request
	Letter
	1
	R 30.00
	

	
	1.7
Telephonic Reference Check
	Form
	2
	R 30.00
	

	
	1.8
Call for 1st interview
	Letter
	1
	R 30.00
	

	
	1.9
Interview planner
	Form
	3
	R 65.00
	

	
	1.10
Call for 2nd interview
	Letter
	1
	R 30.00
	

	
	1.11
Letter of Offer of Employment
	Letter
	1
	R 30.00
	

	
	1.12
Letter to Applicant who rejects the offer made
	Letter
	1
	R 30.00
	

	
	1.13
Medical test consent form
	Form
	1
	R 30.00
	

	
	1.14
Regret letter – No reason
	Letter
	1
	R 30.00
	

	
	1.15
Regret letter – Short listed Applicants
	Letter
	1
	R 30.00
	

	
	1.16
Sort list Evaluation Grid
	Form
	2
	R 45.00
	

	
	1.17
Telephone Interview
	Form
	2
	R 50.00
	

	
	1.18
Letter of Appointment
	Letter
	3
	R 70.00
	

	
	1.19
Probationary Contract Clause
	Clause
	1
	R 30.00
	

	
	1.20
Contract of Employment
	Contract
	21
	R 750.00
	

	
	1.22
Fixed term Contract of Employment
	Contract
	20
	R 750.00
	

	
	
	
	
	
	

	2. Employment
	2.1
Induction Policy
	Policy
	3
	R 115.00
	

	
	2.2
Induction Check List
	Form
	2
	R 65.00
	

	
	2.3
Remuneration Policy
	Policy
	10
	R 375.00
	

	
	2.4
Acknowledgement of Debt Form
	Form
	1
	R 30.00
	

	
	2.5
Firearms Policy
	Policy
	4
	R 185.00
	

	
	2.6
Leave Policy
	Policy
	15
	R 175.00
	

	
	2.7
Application for Leave
	Form
	1
	R 30.00
	

	
	2.8
Leave Management System
	Form
	2
	R 45.00
	

	
	2.9
Variation of Employment terms Agreement
	Letter
	1
	R 30.00
	

	
	2.10
Amendments to Contract - Demotion
	Letter
	1
	R 30.00
	

	
	2.11
Amendments to Contract - Promotion
	Letter
	1
	R 30.00
	

	
	2.12
Amendments to Contract - Transfer
	Letter
	1
	R 30.00
	

	
	2.13
Staff Loans Policy
	Policy
	1
	R 95.00
	

	
	2.14
Application for loan
	Form
	1
	R 30.00
	

	
	2.15
Issue and Use of Cell Phones
	Policy
	4
	R 115.00
	

	
	2.16
Employment loan Agreement
	Contract
	2
	R 55.00
	

	
	2.17
Attendance Register
	Form
	1
	R 30.00
	

	
	2.18
Salary Advice
	Form
	1
	R 30.00
	

	
	2.19
Intention to introduce short time
	Letter
	1
	R 35.00
	

	
	2.20
Notice of short time
	Letter
	1
	R 35.00
	

	
	2.21
Acting in a Higher Position
	Policy
	3
	R 155.00
	

	
	2.22
Long Service Award Policy
	Policy
	5
	R 185.00
	

	
	2.23
Medical Aid Policy
	Policy
	5
	R 160.00
	

	
	2.24
Procurement of Goods and Services Policy
	Policy
	3
	R 165.00
	

	
	2.25
Information Technology Policy
	Policy
	7
	R 175.00
	

	
	2.26
Education Assistance Scheme for Employees
	Policy
	7
	R 185.00
	

	
	2.27
Internship & Graduates Policy
	Policy
	55
	R 340.00
	

	
	2.28
Bursaries and Scholarship Policy
	Policy
	44
	R 325.00
	

	
	2.29
Education Training and Development Policy
	Policy
	33
	R 300.00
	

	
	2.30
Bursary Agreement – Part time study
	Contract
	6
	R 85.00
	

	
	2.31
Language Policy
	Policy
	8
	R 375.00
	

	
	2.32
HIV and Aids Policy
	Policy
	4
	R 225.00
	

	
	2.33
Subsistence and Business Travel Policy
	Policy
	7
	R 235.00
	

	
	2.37
Car Allowance Policy
	Policy
	3
	R 115.00
	

	
	2.38
Entertainment Allowance Policy 
	Policy
	2
	R 185.00
	

	
	2.39
Company Pool vehicle Policy
	Policy
	4
	R 175.00
	

	
	2.40
Tool Allowance Policy
	Policy
	2
	R 85.00
	

	
	2.41
Overtime Policy
	Policy
	2
	R 85.00
	

	
	2.42
Home Ownership Assistance
	Policy
	1
	R 75.00
	

	
	2.43
Transfer and Relocation Policy
	Policy
	7
	R 295.00
	

	
	2.44
Profit sharing Scheme 
	Policy
	2
	R 85.00
	

	
	2.45
Retirement Policy 
	Policy
	1
	R 55.00
	

	
	2.46
Retirement Benefit Funds
	Policy
	1
	R 55.00
	

	
	2.47
Retirement gratuity and retirement payment
	Policy
	2
	R 85.00
	

	
	2.48
Contract between Consultant and Company
	Contract
	10
	R 485.00
	

	
	2.49
Implementation and Guidelines for Supplementary Labour
	Policy
	18
	R 325.00
	

	
	2.50
Contract between Labour Broker and Company
	Contract
	16
	R 415.00
	

	
	2.51
Employee Well-being Policy
	Policy
	5
	R 225.00
	

	
	2.52
Employee and Business Ethics Policy
	Policy
	30
	R 425.00
	

	
	2.53
Personal Effects Insurance
	Policy
	1
	R 65.00
	

	
	2.54
Damage to Employee Property
	Policy
	1
	R 65.00
	

	
	2.55
Communication and dealing with Crisis [Media]
	Policy
	5
	R 285.00
	

	
	
	
	
	
	

	3. Performance Management
	3.1
Performance Management Policy
	Policy
	9
	R 325.00
	

	
	3.2
Job Output Contract / Performance Agreement
	Contract
	2
	R 85.00
	

	
	3.3
Performance Evaluation form / Assessment form
	Form
	2
	R 60.00
	

	
	3.4
Personal Development plan
	Form
	2
	R 60.00
	

	
	
	
	
	
	

	
	
	
	
	
	

	4. Employment Equity
	4.1
Employment Equity Act 55/1998
	Act
	26
	R 30.00
	

	
	4.2
Summary of the Employment Equity Act
	Form
	10
	R 60.00
	

	
	4.3
Employment Equity Policy
	Policy
	5
	R 385.00
	

	
	4.4
Employment Equity Circular to employees
	Circular
	4
	R 150.00
	

	
	4.5
Appointment letter of Employment Equity Manager
	Letter
	1
	R 35.00
	

	
	4.6
Employment Equity Plan
	Plan
	9
	R 285.00
	

	
	4.7
Check List of Barriers for EE Committee
	Form
	2
	R 60.00
	

	
	4.8
Reports to Dep of Labour [EEA2A and EEA4A]
	Form
	8
	R 30.00
	

	
	
	
	
	
	

	5. Occupational Health and Safety
	5.1 Occupational Health and Safety Act 85 of 1993
	Act
	49
	R 30.00
	

	
	5.2
Summary of the OHS Act
	Form
	8
	R 60.00
	

	
	5.3
Occupational Health and Safety Policy with all documents
	Policy
	32
	R 725.00
	

	
	5.4
Appointment of Chief Executive Officer – Section 16 [1]
	Letter
	1
	R 45.00
	

	
	5.5
Appointment in terms of Section 12 [2]
	Letter
	1
	R 45.00
	

	
	5.6
Appointment in terms of Section 8 [2] [i]
	Letter
	1
	R 45.00
	

	
	5.7
Appointment of Representative Section 17
	Letter
	1
	R 45.00
	

	
	5.8
OHS Representative Check-list
	Form
	3
	R 85.00
	

	
	5.9
Internal Incident Investigation 
	Form
	2
	R 75.00
	

	
	5.10
Committee Meeting Minute check-list 
	Form
	4
	R 75.00
	

	
	5.11
Hazardous Chemical Substances Control Check-list 
	Form
	1
	R 75.00
	

	
	5.12
Policy on Control of Contractors
	Policy
	1
	R 65.00
	

	
	5.13
Contract between the Company and Contractors
	Contract
	4
	R 165.00
	

	
	
	
	
	
	

	6. Discipline 
	6.1
Disciplinary Code with all forms and procedures 
	Policy
	16
	R 450.00
	

	
	6.2
List and Categories of Offences
	Form
	2
	R 35.00
	

	
	6.3
Verbal Warning
	Form
	1
	R 30.00
	

	
	6.4
Written Warning
	Form
	1
	R 30.00
	

	
	6.5
2nd Written Warning
	Form
	1
	R 30.00
	

	
	6.6
Final Written Warning
	Form
	1
	R 30.00
	

	
	6.7
Appeal Against Warning
	Form
	1
	R 30.00
	

	
	6.8
Notice of suspension [in anticipation of a hearing]
	Letter
	1
	R 75.00
	

	
	6.9
Check-list when investigating allegations of misconduct
	Form
	2
	R 45.00
	

	
	6.10
Charges made against accused 
	Letter
	3
	R 85.00
	

	
	6.11
Notice to Attend Disciplinary Hearing
	Letter
	2
	R 55.00
	

	
	6.12
Official record and Check-list of disciplinary hearing
	Form
	21
	R 620.00
	

	
	6.13
Disciplinary Hearing Outcome Report
	Form
	1
	R 30.00
	

	
	6.14
Request for appeal against Outcome of Hearing
	Form
	1
	R 30.00
	

	
	6.15
Notice of Summary Dismissal
	Form
	1
	R 30.00
	

	
	6.16
Notice of Suspension [as part of sanction]
	Letter
	1
	R 75.00
	

	
	6.17
Notice of Termination of Service by Employer
	Letter
	1
	R 30.00
	

	
	6.18
Private Arbitration Agreement
	Contract
	2
	R 85.00
	

	
	6.19
Alcohol and Drugs Abuse Policy
	Policy
	3
	R 115.00
	

	
	6.20
Intake of Alcohol/Drugs Assessment Form
	Form
	1
	R 45.00
	

	
	6.21
Smoking Policy
	Policy
	8
	R 385.00
	

	
	6.22
Sexual Harassment Policy
	Policy
	4
	R 355.00
	

	
	6.23
Code of Good Practice on Sexual Harassment
	Code
	4
	R 30.00
	

	
	6.24
Poor Timekeeping
	Letter
	1
	R 30.00
	

	
	6.25
Unauthorised Absence
	Letter
	1
	R 35.00
	

	
	6.26
Long Term Absence AWOL
	Letter
	1
	R 35.00
	

	
	6.27
Desertion procedure to be followed
	Policy
	2
	R 75.00
	

	
	6.28
Desertion Notice
	Letter
	1
	R 45.00
	

	
	6.29
Full and Final Settlement of Dispute
	Contract
	2
	R 85.00
	

	
	
	
	
	
	

	7. Grievances
	7.1
Grievance Policy
	Policy
	3
	Free
	

	
	7.2
Grievance form
	Form
	1
	Free
	

	
	7.3
Acknowledgement of Grievance 
	Letter
	1
	R 30.00
	

	
	7.4
Notice of Grievance Meeting
	Letter
	1
	R 45.00
	

	
	7.5
Official record and Checklist of Grievance Meeting
	Form
	3
	R 85.00
	

	
	7.6
Response following the Grievance Meeting
	Letter
	1
	R 30.00
	

	
	
	
	
	
	

	8. Retrenchment
	8.1
Retrenchment and Job Security Policy
	Policy
	16
	R 455.00
	

	
	8.2
Retrenchment Agreement with Union
	Contract
	16
	R 455.00
	

	
	8.3
Retrenchment notice
	Letter
	4
	R 95.00
	

	
	8.4
Application for Voluntary Retrenchment
	Letter
	1
	R 65.00
	

	
	8.5
2nd Retrenchment Notice - termination
	Letter
	1
	R 95.00
	

	
	
	
	
	
	

	9. Poor work performance
	9.1
Poor Work Performance and Corrective Action Policy
	Policy
	8
	R 450.00
	

	
	9.2
Notice of Poor Work Performance Meeting
	Letter
	1
	R 35.00
	

	
	9.3
Official record and Checklist of Poor Performance Meeting
	Form
	3
	R 95.00
	

	
	9.4
1st Written Warning for Poor Performance
	Form
	1
	R 30.00
	

	
	9.5
2nd Written Warning for Poor Performance
	Form
	1
	R 30.00
	

	
	9.6
Final Written Warning for Poor Performance
	Form
	1
	R 30.00
	

	
	9.7
Dismissal for Poor Performance – Notice not work
	Letter
	1
	R 35.00
	

	
	9.8
Dismissal for Poor Performance – Notice period work
	Letter
	1
	R 35.00
	

	
	
	
	
	
	

	10. Disability and Incapacity 
	10.1
Disability and Incapacity Policy
	Policy
	4
	R 245.00
	

	
	10.2
Notice of disability or Incapacity Meeting
	Letter
	1
	R 35.00
	

	
	10.3
Official record and Checklist of meeting
	Form
	3
	R 85.00
	

	
	10.4
Dismissal for Disability or Incapacity
	Letter
	1
	R 30.00
	

	
	
	
	
	
	

	11 Union Matters
	11.1
Recognition Agreement
	Contract
	8
	R 475.00
	

	
	11.2
Agency Shop / Close Shop Agreement
	Contract
	5
	R 275.00
	

	
	11.3
Prepare and Conducting Negotiations Guideline
	Policy
	4
	R 165.00
	

	
	11.4
Entering into a Recognition Agreement Guideline
	Policy
	4
	R 165.00 
	

	
	11.5
Drafting Collective Wage Agreement Guideline
	Policy
	1
	R 115.00
	

	
	11.6
Collective Agreement covering Salaries and Conditions of Employment


	Contract
	5
	R 385.00
	

	
	11.7
Agreement on picketing rules
	Contract
	5
	R 385.00
	

	
	11.8
Strike or work stoppage Contingency Plan
	Policy
	8
	R 425.00
	

	
	11.9
Agreement on Resolution of dispute
	Contract
	14
	R 485.00
	

	
	11.10
Ultimatum to return to work
	Letter
	1
	R 45.00
	

	
	11.11
Informing the Union of Cancellation of Organisational rights
	Letter
	1
	R 45.00
	

	
	
	
	
	
	

	12 Termination of Employment
	12.1
Termination of Employment Policy
	Policy
	6
	R 135.00
	

	
	12.2
Resignation notice from Employee
	Form
	1
	R 30.00
	

	
	12.3
Exit Interview Policy
	Policy
	4
	R 95.00
	

	
	12.4
Exit Interview Questionnaire 
	Form
	4
	R 85.00
	

	
	12.5
Letter due to Misconduct
	Letter
	1
	R 35.00
	

	
	12.6
Letter due to Redundancy
	Letter
	1
	R 35.00
	

	
	12.7
Letter due to Poor Performance
	Letter
	1
	R 30.00
	

	
	12.8
Letter due to disability or Incapacity
	Letter
	1
	R 30.00
	

	
	12.9
Certificate of Service
	Form
	1
	R 30.00
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please make your selection in the last column and fax to 086 6891387 or email to advice@labour.co.za 
When we receive your list we will email you the instructions for payment and delivery.

If you have any enquiries please phone Johann van Zyl at:

(012) 811-0201
or 082 805 7272

Regards
Johann van Zyl

Legal Advisor
