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DISCIPLINARY AND TERMINATION POLICY

1. WORKMEN RESPONSIBILITY:-
No worker in the Factory

1) Shall willfully interfere with or misuse any appliance, convenience or other thing
provided thing in the factory for the purpose of securing the health, safety or welfare of
the workmen.

2) Shall willfully and witho’t reasonab
others, and ; Sy
3)  shall willfully. negidet 40 3> :
factory for the pur,

g likely to endanger himself or

ir®vided in the

2. MANAGEMENT RES _

Responsibility f inter 3 / y rests with the

person to wm ‘ 0 one to maintain
n i ce..Employees are

reasonable

entitled to&

before any d

n a fair hearing
make sure that
they know and unde

3. MlSCOl\m

From time to tim m‘to be acts of gross

s, disciplinary action
he relevant circumstances, the

misconduct but n
should be understood to ine
following possible measures:

A) Verbal warning

B) Written warning

C) Final written warning

D) Dismissal with notice or payment in lieu of notice.

The disciplinary action, on the first occasion, will normally be a verbal warning. If the
problem recurs, a written warning will be issued. These warning will give the reason for
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the warning, and the improvement required will be specified. Verbal and first written
warning will remain current for 6 months.

If matters do not improve, an employee may receive a final written warning. The final
warning will state the reason for the warnings, the improvement required, any time limits
involved and a reminder that failure to comply will lead to dismissal. A final warning will
remain current for 12 months.

Any further offence or fa'h.*
will be taken by a To ge

All formal disciplir’z 3
of any reference (

Examples of the'typ
A) Failure to a
B) Use :&
C) Privam
D) Bad time-
E) Absence
F) Abusing
G) Repeated slac
H) Repeated diso

I) Defacing compaﬂ@dh
S. ®

J) Lack of respect for oth

K) Refusal to cooperate.
L) Misbehavior with female staff.
M) Theft.

This list is not comprehensive.

4. GROSS MISCONDUCT
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There are certain matters which are absolutely forbidden and which may lead to
workman’s summary dismissal. Some examples of such gross misconduct are:

A) Theft or unauthorized possession of Company property or any other form of

dishonesty, including any abuse of the “clocking” procedure.

B) Actual of threatened physical violence or verbal abuse.

C) Deliberate disregard of safety regulations.

D) Refusing to obey a lawful instruction.

E) Defrauding the Co p‘

F) Immoral behav
G) Malicious d

H) Being un ei
This list is not c*x ive
In case of gro Y e Co parl,/ ri\trves
without noN 'u oflnotice, where
consideratien,_of ¢
suspendede\h

y N

e e yee may be

) e concerned has
committed o

Where dismissa re 'g circumstances, a
final written warning g i - wen instead.

'na“Qn taken by a Supervisor to the

An employee can appeal agai discipli
Manager who will arrange for the cas;’tc‘eﬁeard by the appropriate members of Top

Management. The Manager will beat all disciplinary appeal hearings. At all stages, the
employee will be given the opportunity to state his case and be accompanied at all
meetings by e fellow employee of his choice.

Decisions on suspension without pay or dismissal will be taken by Manager Subject an
appeal to the Top management. The decision of the Top Management is final.
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