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SECTION 1- INTRODUCTION

%_A

#a: 55

Discipline: A Definition
LA E X
Discipline is defined as a system of rules designed to promote orderly conduct.

SRR MHRNGR, HTREGFHEE,
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1.2

1.3
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In any organization, disciplined behaviour is essential for the well being of the Individual and the successful
achievement of the organization’s objectives. This requires a framework of rules so that all members of the
organization know what is expected of them: such rules are generally known as a Disciplinary Code. Such a Code of
Discipline must be both just and uniformly administered to ensure that all individuals are treated in a fair and
consistent manner.
TEAEMTAZR, Z 2L R IAT A 2 PR BEAS AN i A1 ST 28 H BRI RS 2 28 o St 75 2 0 L 2R (1 P A D o)
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When an employee breaks the rules he must be disciplined in the way described in this Code. This means:
2 DU BT R, A DR S BACST U AR AL T, AR A
(&) Thorough investigation into each alleged offence

X BB B AT A R A
(b) Clear evidence of guilt or any compelling circumstantial evidence.

i ¥ 11 2 R 4 AT A 0 il g 1 55 i
(c) Careful consideration into circumstances of each case before disciplinary action is taken.

FER IR T 2 B, ST 40 25 A — AN A A AR A% 2L
Such action should always be prompt, fair and firm.
A T LRI, 23 I HI
Since a Code of this nature cannot cover every specific case that will occur, officials must use their discretion within
the framework and in accordance with the spirit of the code.
DT A SR PR~ JUIA 00K i 5 — AN RIDRE IR A 200, DAL, 9 B m] DA S IR (R B P, R R 0~ ) g S )
M A
It should be remembered that the success of any disciplinary system depends entirely on the good judgment,
understanding and consistent treatment by officials and their advisers. Success also depends on applying justice as
swiftly as possible; unnecessary delay in hearing or disposing of cases breeds resentment.
VAT, ATAT LA ZR I ) 56 A A0 T4 B N RE ) () P 0« B S S B g, AR R T i 77 Lk
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The Disciplinary Code: Basic principles
ZUARAT DU PR A R )
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This Disciplinary Code is based on the following principles:

IZACHET LT LR J5 )

(a) Disciplinary action should first be educational, then corrective. Only if these steps are ineffectual should other
punitive action be taken;



AT EAE, RAEME . RAXEPIRIC,  J5 ] R A% S it

(b) The Penalty should not be given lightly. The more severe penalties may be given only by more senior officials;
AR AR DIAE T o BT P A T 75 A ) v ) B BT

(c) To ensure equity, similar Penalties are prescribed for similar offences committed in similar circumstances. This

is intended to ensure that, as far as is humanly possible, the Code is administered uniformly throughout the
Company;
HORA, AU DT KA AT I N2 SRR AR T o AE N a5 N, S A BEAE A W) N 3%
[l — AR AE AT 5T

(d) Human beings are fallible and errors may occur: an appeal system is therefore provided for;
NPEF B, BEEME . DAL, FR 2T BURHIRE .

(e) The overall objective of the code is to protect the Organization against indiscipline and the employee against

arbitrary judgment and punishment.
LU ) PR B R E bR AL DR3P A RIS BIE A 32 400, DR 53 AN DR 2 s FH AL T 17 32 55
1.6 This Document is not intended as a substitute for good management: It is an expression of the company’s policy on

discipline and a guide to line officials and their advisors.
WZSF AR RAF A B . e 2w BURAE AT AT, I 38 A i) $ ik g 3

1.7 Coverage

B i

This code is intended to be used for all disciplinary offences by employees within general payroll.
AT I P 0 T DA B AT R

SECTION 2 - PROCEDURE AND DOCUMENTATION
SHRG: BEFPRSCH

2.1 Action by Supervisor when an offence is Committed or Reported.

LERFM R AR WA, FE RS

211

2.1.2

2.13

When an offence is alleged to have been committed or comes to light the immediate official concerned
will initiate investigations and ;

AIMPLERAT NN, HEEHENATHA, JFH

(@ either dismiss the case: or

%, o

(b)  give an unrecorded warning: or

TR ES, B

(c) lay aformal disciplinary complaint in writing

e I ETIID R Wi UpR LR = E

Employees accused of committing offences should be charged as soon as possible, preferably during the
shift in which the offence occurred or came to light but in any event not later than the working day
immediately following.

ARSI JE AN AZ S PRAF B AL PR, Sl o AT AT D R AR s IR _EBIEIN 1], TG 18 B e 4
ANBEMEL T — A TAEH .

If a formal complaint appears warranted, but it is not practical to prepare and present the complaint
form during the shift in which the alleged offence was committed, then the employee must be told of
the charge at he time the complaint form is being made out.

W CAIESE, (A TR IR I S P R V% O F R AR, A, (R Rt i
S N7 B 3 SR o R e R

He should also be told to report to Industrial Relations Section who will arrange for the necessary
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2.2

2.3

statements to be made or taken, and arrange the case hearing.

TR DU 1) 57 BT IR, DB T O AER DTl B k), RS AT R

Lay Off

ZHR

221 In certain circumstances the official will ensure that the accused is removed from the work place
pending investigation of the case. He will take immediate steps to report the matter to the
immediate supervisor who will decide whether the accused may return to work or should be laid
off work pending the outcome of the investigation and the hearing.
FEEEREDLT, BB AR BT AR, DMET IR . (Al T 2 R O
) A EAELAR, RS, B A o R A LA 0] B AR b A7 Rk S R, B A
ILIRTRCE AP/

222 Generally an employee will be laid off work when his continued presence is likely to lead to a

disturbance or it is necessary to avoid injury to himself or others or damage to company property
or his presence is likely to hamper smooth investigations. If an employee is exonerated in the
outcome, he will be paid for the shifts during which he was laid off work and re-instated in his
employment.

The Industrial Relations Official should be informed of a lay off as soon as possible.
G, A SRR DA S R] RET R TR B G A A, BNl B S Bl A
A T LA ROR A Wl et AR Ak SR A ER . I SRR R TR A e G S, N A T
VEIF AU ) T %%

Mandatory Lay Off
SRR

An employee shall be laid off work immediately and removed from his place of work if he is alleged to

have committed or has been involved in any of the following offence:
W SR BRI e AE R LU N AT, Aok ST RV A IR BT AR P -

(@)

(b)

(©

(d)

©

(®

()]

(h)

(1

Assault;

Bedidr Hy e

Consuming intoxicating liquor or drugs at work or reporting for work under the influence
intoxicating liquor.

LA v g Y R B B AR TR A R AR E

Being, in the opinion of his Supervisor, unfit to carry out his duties, e.g. being under the influence of
drink or drugs. The supervisor shall take immediate steps to confirm the condition of the employee.
A AR At PRI BB T AN BE T TARRING 00T, A S RIR AU T 1k S e B3 A 100
Fighting or disorderly riotous behaviour;

FTORBHE A BT N5

Threatening violence or acting violently;

{811 28 5 WA A T O R 2

Any act or omission which endangers the health or safety of others, or is likely to cause damage to
company property;

AT S oAb N A R 2e 4, sl ml A L LA 5 28 W I 7 AT A

Being found in unauthorized possession of explosives or explosive material.

R IAEARZE SEVFIR D01 #5717 46 25 8 5 AL L o

Refusing to work or to be alcohol tested.

T T AR Bk 25 LI 1A%

Any other serious conduct offence, which in the opinion of Management warrants a lay off.
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2.4 Lay Off Advisable
B QAL DUEER
2.4.1 An employee may be laid off and removed from his place of work if he is alleged to have
committed or have been involved in any of the following offences;
I R BRI AT DL RS RAT S, PR IS IRIR BT AR P -
(a) Abusive or provocative language (when it is likely to cause a disturbance);
R amaNEE G RegREEED
(b) Insubordination (if the situation shows signs of getting out of control);
AR Cln S IR B0 R L 2RI 4
(c) Persistent refusal to obey instructions
JOR 1] b A 24438 5y 4
(d) Suspected to have removed company property without authority, or appropriation of
company funds.
BB AR L SOVFIITE DL T He B8 5 5 A7 2w i
(e) Being found without reasonable excuse in an area other than his his/her usual work area.
R IBAT E B P i AR AR IR TAEX
2.4.2  Anemployee may be laid off if the offence with which he is charged is likely to lead to summary
dismissal.

WA BRI AT R S EUTER, WG DU

2.5 Formal Charge
ERIEE
2.5.2  Where an unrecorded warning is inappropriate, a formal disciplinary complaint in writing will be
made on the approved form and the accused informed of the same and the details read out to him.
This formal disciplinary complaint must be made where practicable during the shift in which the
offence was committed or came to light.
If it is not possible to make the formal complaint during the shift, it must be done during the next
working day.
A AR ANE ] SN, SRR AL s Ul — E N P A R 1%, IRy SRk
Ho AEARERIEOL T, BEIE AL AR R TAE AT N A B SR IR A HEHME & o e X
B MHEANRETCIG, MDA ZAE 28 — AN A H N 58 1
2.6 Preparation of Documents
A HER
The Official making the complaint must ensure that the relevant section of the Complaint form is
promptly and correctly completed. The complaint form should then be passed without delay to the
appropriate official who should decide whether to:
& i 4 1 A B A 0 DRt H R S8 R P R IS o ARG, SERIREAT 4 A QI8 B
PR g AT -
@) deal with it himself when the case falls within his authority; or
WER MR AR AR 2, A% B AR BE
(b) lay off the accused pending full investigation of the complaint, (if this has not already been done);
and
Fpe s, R A T G RaE B TR D)
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(d)

refer the complaint to the appropriate Industrial Relations Official

KRR TR E

All complaint forms must be authenticated by a Sectional officer before passing them on to the
Industrial Relations Official.

AR TERACIRT R 7 BB L, i S A PR

2.7 Investigation By Industrial Relations Section

FRRARMIVITRIIAE
2.7.2  When investigating a case the Industrial Relations Official will take written statements from the

2.7.3

2.74

2.75

complainant, the accused employee and any witness on the official statement form. The accused
employee must be given the opportunity of naming all those witnesses who he thinks are necessary
to ensure a fair hearing of the case. A maximum of four working days will normally be allowed
for case investigation. Statements recorded by Mine Police should be supplemented by those
recorded by Industrial Relations Official.

BEAT SEAETRATIN, 55 B8 Bk N JSURS 4R A0 B o 808 BRI S o 1 E AU R 3 S Rk
PRSI UE R A TEME, 2as TS HLey, ikl LA D BRIE N . EA R A
AEE VI TAEH o 8 S FROR N AR A 57 98 B 0 s A 78 3 45

If the accused refuses to give a statement, this fact should be recorded on a statement form, which
he should sign and witnessed by a Shop Steward. Should he persist in his refusal to sign any
statement, the case will be heard and decided on the strength of the available evidence.

MR EAELIRIE, X —H PR AL b, s T8 sy, JF HAT Tk
DAE o W5 35 — PR 7R MR B2, FEA IR LR, R %,

When the investigations have been completed by the Industrial Relations Official, all relevant
documents will be handed to the appropriate Administering Official who will be advised when to
dispose off the case in line with prescribed time limits. The Industrial Relation Official shall advise
the accused employee on the date of the case hearing.

M PE SEOR A S, T AR SO R BB AT 45 i IR B B, AR R I 1) R 5 o S A
AL BR . 55 B B KA A 1 W EE H 30

It is important that case documents are kept properly and secured.

TG MR I AT PR RHMR B2

2.8 The Hearing

Wik

2.8.2

283

284

2.8.5

The Official concerned will wherever possible hear the case within two working days after
completion of investigations, unless there are exceptional and valid circumstances that make this
not possible.

TEFEAFHE A A TAEH N, REATRE, MRPEHEH TGS HUNE, RIS AH
fi = A HAA B S AN BT A

The accused has the right to be accompanied by his Shop Steward who will not participate in the
proceedings but will be invited to comment before a final decision is made.

B A BCESRAR ) L ARRBE ), LRAS HH S, AL S R8s i £ R Lm0
Should the accused refuse to attend a case hearing within ten days after being instructed he will be
liable to summary dismissal.

WURAE S AR R BB AN S 1) 10 RNFELES INGATWTIE, AR S BRI e

The procedure to be adopted at the hearing will be as outlined below:

WrERE R0 R

(@) Having ascertained that the particulars on the complaint form are correct, the administering
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2.8.6

2.8.7

2.8.8

2.8.9

official should inform the accused employee of the charge against him, and ensure that it is
fully understood in the language he understands.
NIRRT RS )n, PR W ANt oS AR B4R, IR ORAETE 5 T A S
A PASE 4 B o
(b) The accused employee is then asked to answer the charge and is permitted to
make any further pertinent comment he may wish, not withstanding the fact that he may
have already made a recorded statement.
ARG R AR K FE AR 01, O R VRAbE— P Rk A A SRR L, A
WESDELERE
(c) If during the course of the hearing the administering official finds it necessary to obtain
further information, the case should be adjourned to allow investigation to be undertaken.
This investigation should be carried out as soon as possible.
U ARAET s R, R R AR AR R, I R A B, SR R T A
(d) If the accused employee wishes further evidence to be submitted, this should also be allowed,
provided that the administering official is of the opinion that such further evidence could be
relevant.
RS A R S 2 UE A, XA VRN, RS R XL S R AT K
(e) Having satisfied himself that he has all the facts, the administering official will invite the
Shop Steward (if present) to comment. He will then advise the accused employee whether
or not he has been found guilty.
EHE ARG, sl TR (el KEEW, IFEmgsAaEs
o
If the findings are that the accused is innocent, he will be so informed and the finding ‘Case
Dismissed’ entered on the Complaint Form. The employee’s Disciplinary Record will be cleared
of all reference to the case.
IR RIS TR, RS, IR ERE R B R CBOE . e Y
F LT R B SR B
Where an employee is found guilty and informed, the official will take note of:
2 JfE AR T O R IAT B AL, B TR R SR
(a) disciplinary record/4 fftic s
(b) the offender’s record of service/iH M [ IR 551 %
(c) any mitigating circumstances/{T-{f] Hf5 9 A 22 (1175 45
(d) comments by the Shop Steward/ T 28 & 11 7= W,
In all cases, unexpired warnings will be taken into account when deciding the sanction.
FERTA SATE R, R AR 01 i 25 B AT AE AT P )
NB: Depending on the nature and seriousness of the offence, the whole of the employee’s
disciplinary record may be considered.
C- % RN S TSR iR i P X S e Y AN S A TR
The offender will be informed of the penalty imposed once the administering official has made his
decision.
EIF AL YO T, T RIE 0 R RS2 R A T
The industrial Relations Official or administering official will advise the employee that if he
wishes to lodge an appeal this must be done within two working days. Out-of-time appeals will not
be considered unless the employee can advance reasonable grounds for the delay.
AR AR B R, 55 B R B B N BB AE TS AR H A SRR B R B IR AT S,
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2.9 Record of Proceedings

TS
2.9.2

293

It is imperative in the individual’s and the Company’s interest that all proven offences and
disciplinary action are accurately recorded on the employee’s personal record card/conduct sheet.
N T AT NHI G, AR JE 53 AN N AL sk R BAT A3 s 38 MER I 5% BT 4 UE SE AR AR
BTN .

The statements, complaint forms and other disciplinary records MUST be retained, these may be
required even after an employee has left service.

TR BRA | Fr Rl R s, PRl sk ] RER A B, BIEAE i 53 B T W)

2.10 Time Limits

iy
2.10.2

Time limits set out below have to be followed in the procedure outlined above:

A E R a8~y LA I ) B 6
(@) The employee must be charged or told to present himself to the official for the
complaint to be heard during or immediately following the shift during which the alleged offence
was committed or came to light.
JiE DR ZBUAE 3 RAT A9 i 4 Al R B ) 224 B ST D) sl o 5 P S BRI ), o A B R
(b) A period of four working days will normally be allowed for case investigation. In the case
of very serious, complex or possibly criminal cases this time limit may be extended.
IEFAEOLCR, A TAE IR . TS E ., e 2wy MUAE A, A
IR AT PLE G
(c) The case hearing should be held within two working days wherever possible.
SEAET AR AT BEAE P AE H AT .
(d) The first appeal should be heard within three working days of being lodged, second within
five working days.
Bk BRI S, B A TAEHNEHTWIE, 58 X EVREAE A TARE H N WTE.

2.11 Procedure for Criminal Offences

B ENREGEHEF

2112

2.11.3

2114

In cases of a criminal nature, statements should be taken before Zambia Police are involved.
Opinions on guilt should be recorded at the time. It is appreciated that it is not always possible to
take statements in certain cases e.g. where the employee may be violent and/or incoherent.
However statements from witnesses should still be obtained.

WEREAW IR, B ERS 5 2 fr A& R . A IUE 1) B WAL B i %
FE— 25 0L N AN AT REIC SRR I, IX2 AT DA IR, EE Qe 03 2 I mT R AR IX) 2 e R VR L . (B
&, Hilr B IR Mz ol sk Rk,

It should be noted that any action taken in such cases under this code is of a domestic nature and
designed to enforce industrial discipline. It is independent of any police action in criminal cases.
That is to say, even if criminal guilt is not established appropriate disciplinary action may still be
taken.

i B R, AR WO 2 S R IR ATAT 4 A0 I A FS e, 5 A sy sh 20 .
AT BV T5 AT AL S R A h R T . Ml Ul BUAESUAR AN AT, RPN Y 22
Ak .

The statement and other disciplinary records in such cases MUST NEVER at any time and for any
reason be handed over to Zambia Police as these are obtained purely for our administrative
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procedure only.
FEBESREEAT T, BRI AR L SR AR AR AT I, PR S DRI AN W] AR AT 45 e L M 2
PR R X 26 BRI AU A T TR ERRATT A C AT BUE B

SECTION 3 — CLASSIFICATION OF OFFENCES
B=HBr: BHKISRK
3.0 Introduction
ElE]
Offences have been classified into five major categories as follows:
AL K UR T2k
a.  Category 1 — Absenteeism/IJ™ T
b.  Category 2 — Offences Relating to Substandard performance/[x T4 Bl A& brift S 850 35 50
c Category 3 — Offences Relating to Indiscipline or Disorderly Behavior/[P| ANt 7 40 3 3 i i 10
d.  Category 4 — Offences Relating to Theft or Fraud/ [l Ay %5 2% 30 Bhiids i 103 F
e.  Category 5 — Unconstitutional Industrial Action/3$ 5 283147 4
3.1 Absenteeism
yLT
Absenteeism in this contest means:
TEIX L Tt 45:
(a) absence from work without permission, for the whole shift or part of a shift as in 4.9
REFVE, HHEER (RIEEJUANN, B 4.9 hrRe)
(b) Poor Time-keeping and related offences: reporting late for work, leaving work early, extended or unauthorized
breaks during working hours.
ANGESY IS ) PR AR DGR . B3, BB, R TAEINRIRZ VR B RE B B I a4 .
3.2 Offences Relating to Sub-standard Performance
R TAERIARFARHEIE BB A
3.2.1  Sleeping on duty
SRR (] R
Any employee who, being found asleep on duty whether or not such action constitutes a hazard to the safety and
health of the offender or others, or leads to damage to company property, shall be deemed guilty of an offence.
AT Jie AR R BRAE EEI TRIRE ST, TCiR X MAT A2 0 R 8 it A R R 22 42t iy 5, /2R
DN ) I 7 I A R, KRR R A
3.2.2  Negligent Loss, Damage or Misuse of Company Property
PF W A W DR 2 K R bt 2k
(@  Negligent loss of company property: any act whereby an employee, through carelessness or negligence,
losses company property or fails to account for it satisfactorily.
PRI 200 J 2 Wi A 7 4 S e D AT B 8 B 2 ) W 7 400 2R AN e X 1 & L 2 At i R R
(b)  Negligent damage to Company property: any act whereby an employee is dependant through carelessness
or negligence, causes or allows Company property to be damaged
PRI AR 2 W) I 7 p T e D3 RO G 8 B 2 ) W P AR
3.2.3  Unsatisfactory Work Performance
ANRE N R AR I
(@)  Carelessness: performance of task or duty without the exercise of due care and attention.
e AEPATAES R, AL, AL

(b)  Negligence: failure to exercise proper care and regard to the manner of discharging duty to the extent that

9



tasks have to be repeated or equipment or persons are at risk of damage or injury.
B HTRAMCNEHBAT TAESB0R T, Bl 5380 & A T 320 82 3 fa b
(c) Inefficiency: failure to carry out work promptly or to the required standard without reasonable cause.
TR BB, ANGE SN T ARl AR R AN AR .
(d) Loafing: passing time idly or failing without reasonable cause to complete task set.
AR i I R B B B D DT AR 19 B AT 58 B A
(e)  Negligent Failure: failure to report for work with a reasonable complement of tools of trade or failure to
wear personal protective clothing.
B 2GR R WA A HE AL BYE, Bk T TIER.
3.3 Offences Relating to Indiscipline or Disorderly Behaviour
ToBAR BN TR P I8 R R
3.3.1  Disobedience and Related Offences
HHURIAR O 1) M
(@) Refusing to obey an instruction: deliberate refusal to carry out a lawful instruction given by a person
in authority.
TELE MR BOSIRAHATRATAU N K S idde 4
(b) Failing to obey an instruction: failure to obey a lawful instruction given by a person in authority.
RAEMMIE S RAEMRAM B FAT AR Sk TR 4
(c) Non-compliance with established procedures/standing instructions: failure to follow established
procedures or failure to handle complaints or grievances in the prescribed manner.
AR ST R P R R 4 R REIESY O SZ AT RS P R e 4 HR AR 0 1) 7 AL B 2%
(d) Refusing to work overtime: failure to work overtime when required to do so in terms of any
subsisting agreement between the company and the employee.
TRAINYE: WAE A w5 e 5 RS, R REHZ R INPE A%
3.3.2  Abuse and Related Offences
Jeg B RAH DG 1 3 R
(@) Abusive language: the uttering of any words or the publication of any writing expressing or showing
hatred, ridicule or contempt for any person or group of persons. The offence is more serious when
is wholly or mainly because of his/her/their race, tribe, religion, place of origin or colour.
TR B TR S Ul BOUE B AT R R I R A N AR B, S IR . R 5
A B DA A A A ARAT T PR BRI L & X L A b BT C T W S A N, S RS Ay
(b) Insubordination: insolence towards a supervisor shown by demeanor, action or words.
AR TEISAT A BRI TEAE G RIH fHE
3.3.3  Disorderly Behaviour and Related Offences
AT A9 PR T 3 R G 1) 3 R
(@) Disorderly behaviour (horseplay): including any rough or unruly behaviour which endangers the safety or
health of others or the smooth running of the work.
TAT A G AT & SO R IIAT e B N 2 4 Mg e sl AR IR IR I 2
(b)  Threatening violence: threatening to do physical harm or injury to any other person.
JBPMERE g BUM A N BEAT AR
(c)  Assault or attempted assault: occasioning or attempting to occasion bodily harm to any other person.
Bl A Bl et A B0 At N34T 5 4005 55
(d)  Fighting: physical combat with any other person who retaliates.
T AR TERAT

(e) Riotous behaviour: in concert with one or more persons, engaging in or inciting a group of persons to

10



3.34

3.35

indulge in disorderly behaviour or to willfully damage Company property.
FNT A — DN NE)— A E R E SR A W

Alcohol or Drug Offences

VDAY E R 5 3 S 3

(@ Incapable or not working properly whilst apparently under the influence of alcohol and/or drugs.
TP Bl 7, AN REER BT 1 T LAE.

(b)  Being in possession: being in possession of alcohol and/or whilst on duty.
AT B RE e 75 B [R5 A 0 B

(c)  Taking alcohol or drug whilst on duty.
A B 301 ) Mg P A 7

Willful loss, Damage or Misuse of Company property

BERBR. IR WH AR

(@  Willful loss: any act whereby an employee willfully or deliberately losses or causes company property to be
lost.
BROE R RO E RO T R A W W e T R W R T R

(b)  Willful damage: any act whereby an employee willfully or deliberately damages Company property.
BN 01 E RO A A R TR

(c)  Misuse of company property: using company property or accommodation/ office for a purpose other than
that for which it is intended.
W AR RO AL H A A v W= R 7p2

s}

o

3.4 Offences Relating to Theft or Fraud
55 iy EE KB AH < B T R

34.1

3.4.2

3.4.3

3.4.4

3.4.5

Bribery or Corruption

AT I B

(a) Giving or receiving or attempting to give or receive any bribe or inducing or attempting to induce any person to
perform any corrupt act.

ATV 520 A BEAT I el A B 5 AT AT A B AT 4

(b) Aiding and abetting- concerting with another person to do wrong

10 B R Al A A

Giving false evidence

SR B SE

Deliberately giving untrue, erroneous or misleading information or testimony whether spoken or in writing.
PAE SR B T T A MOR SRAEANELSEI « B R i el 3 (045 B e 3

Falsifying and altering

Phid Bl AR

(@  Falsifying or changing any document with fraudulent intent or attempting to do so.

DAIG G A H Y, Dt R AT A ST A

(b)  Altering or attempting to alter documents.

AR B A P e A

Unauthorized Removal or Related Offences

ARG FOVF RS B R B AT A

Being found in possession of Company property without authority or removing Company property from plant and
works area without authority.

TERZ SCVFIIIGE O BRI AT A ml W=, B0 B 43 2SS VPR 2w W 7 ™ XN AR e ke
Misappropriation
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3.4.6

HEH]
Applying or attempting to apply to a wrong use or for any unauthorized purpose any funds, assets or property
belonging to the Company.
HTIREIN NHE, P EIR R AR 56 B aiv .
Offences relating to breach or repudiations of contractual obligations
PRI A 20 e 555 1R AR
(@  unauthorized disclosure of confidential information,
ARZE SCVFIMCR R 15 L
(b)  concealing of information on previous employment,
I s LA AT B0 S 4 4 5L
(c)  secret commissions — acceptance of payment in cash or in kind in return for discriminatory treatment.

BB <B- PR 245 7 XD A, T4 32 < e LA B AR

3.5 Unconstitutional Industrial Action

R BRI LT3

3.5.1

3.5.2

3.53

3.54

Strike Action

ET

Any concerted action by two or more employees to withdraw their labour, or “go slow” or “work to rule” or
otherwise interfere with the normal operation of the Company in furtherance of a trade dispute or with the object
of compelling the Management to take or refrain from taking any specific action, where the matter or matters in
dispute have not been processed through all the relevant procedures set out in the Recognition Agreement and in
any law for the time being in force relating to the settlement of industrial disputes and grievances.

PIAN B AN DL B 5 TR RMROE 95 T B LG A w B W AR P EE AT, 8Os, XA T s
Fg FECA TR P DL mlAH VA P R e ) i, A TR o SR SRR e e, 17 e 3 A P i o A R 2 52 e 1 R
HUE TR AT

Incitement to Strike

Y ES

Any act by an employee to incite, persuade or encourage an employee to take any unconstitutional strike action of
the nature, and in the circumstances, referred to in 3.5.1

TR 3.5.0 A RIE LU F, e Dmal . Wids el i HoAt e 5 dEAT 3 S Sk i R AT B

Intimidation

Jirig

Any act by an employee, whether by himself or in concert with other persons (whether or not such other persons
are employees) to intimidate any employee with the object of compelling him to take any action referred to in
3.5.1. Intimidation is an offence even if all the procedures for the settlement of a dispute contained in the
Agreement and the Law have been exhausted.

JiE A Qb A CARE XA A IRATI R 5D WA HoAh i 51 RN 3.5.1 TR AT 5 . Wi
SE R RAT O, R R IR SORE A T A e e SO R P EAT AL B

Sabotage / Willful damage to property
E R =
Any act by an employee to interfere with the normal operations of the Company by damaging any plant,
machinery equipment or installation or by interrupting any supplies of power, fuel, materials, water or services
necessary to the operations.
JE GBI IR X AR A AR e e L R IR AE A ) B AR UKL IRSIBERY, Wit A
A IR AE AT N
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SECTION 4 — SANCTIONS
EIER: AR

4.0 Introduction

s

4.0.1 This Disciplinary Code is based on the principles outlined in the introduction and re-stated here in detail:
AL WL T 51 S D PR 0, AR vEan SR T

(&) In general, disciplinary action should in the first instance be educational and then corrective. Punitive
action should be taken when the earlier steps have proved ineffectual.
BIKUL, AT EEHE, M. RATIX LB BRI, T n) SR AR T
(b) Punishment should not be given lightly; the authority for imposing punishment is therefore reserved to
officials of the appropriate responsibility and seniority.
AR ARG LIAL T o A7 3 2 HR DT N0 10 B A AT R & LA T
(c) As far as is practicable, similar offences committed in similar circumstances should be treated
equitably through the imposing of similar punishments.
JR] REHE 1 T ARABL R T AR (R O AL B, 45 T ARALLIR AR 51
(d) Since every disciplinary system is dependent on human judgment, errors may occur. An appeal system
is therefore an integral part of the Code.
DS Ay g — AN AR RO T NI, e dE S i T RA,  EURAR R B T 3 AN n) B i)

4

4.0.2 This section therefore provides Company officials with guidelines for the uniform application of disciplinary

measures and provides a reference for officials engaged in administering discipline. The following paragraphs

contain a schedule of penalties indicating the type of offences which may arise and sanctions which may be imposed

and the levels of official authorized to impose them.
BRI, X — 00 A 8w R SR A T AN G RIS A A i U7 R, JF HOW AT AR I R 4 T 2%
NHTRBE A AN TR, AR WIS RO A FE N AN R R A R A T AN R B AL

4.1

411

NB: It must be emphasized that this schedule of penalties provides guidelines only, and depending on the
circumstances of the case, an offence may warrant a more or less severe penalty than that laid down.

vt BRI L, XA TIROGER MR T, AR RIS ARG T, rRE g h R e R R R AL T
Unrecorded Warning

ENGYEE 2

When minor breaches of Company rules and similar offences have been committed by an employee, the
supervisor at his discretion may verbally reprimand an employee without completing a complaint form, in
which case there will be no entry made on the employee’s Disciplinary Record.

2 B IOE e mLE B SR RN, A N AN IR SRR, R T DRI, X RS
RNVUSTRWNEYATIERYE v S S8

4.1.2 Areprimand may be given for a first offence of:

4.2

S UAT W NI RS T

(@) poor timekeeping/A~ 5y

() unsatisfactory work performance//~4> A\ i = 1) L AEZR T
(d) poor house keeping/ N 55 & B IF

(e) poor supervision/ i & AF)

Severity of Sanctions

b i3iib3): 3
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Sanctions, in order of increasing severity, are:
Qb 511 7 FEF CA MR A0 0 384 T

(@) Recorded warning/ic %% 4

(b) Severe warning/j" 5

(c) Final warning/#g )5 %14

(d) Dismissal/Termination/fi# J&

Note that it is not mandatory to progress an employee through each step automatically. For
example, an employee who is on a Recorded Warning may, if the gravity of the offence warrants it, be
given a Final Warning, with or without punitive suspension.
ST RS, AR SR WL DL B D ORAC TR Bh . B, — ARSI TIOR B, (HAR
PR EAL R, ] A I B2 A T PR IR G T B e A .
4.2.1Levels of Recorded Warning
TR 7 )
When unrecorded warning is considered inadequate because of the nature of the offence or when previous
unrecorded warnings have not achieved the desired correction, the supervisor will lay a formal complaint in
order to have the case formally dealt with and in order to have an entry made on the employee’s
Disciplinary Record.
A PR R T el A 45 7 PR AR S 5 AT I8 B FUUI 20 8 H AT A 45 T Id R S AN 2 1,
TR RIEE R, RO R EAC R, Il sAr R R AR
422 In increasing order of severity, there are three levels of recorded warnings:
RO AR T (R EE P, R 20 o LU =AML
(@) Recorded Warning/ic k%% 1t
(b) Severe Warning//™ & % ;
(c) Final Warning/# )5 %14

4.3 Recorded Warning
U=k )
4.3.1  This may be given for a repetition of an offence for which a reprimand has been given or it may be given for
a first minor offence of:
WMAJE R OB TN, RS2 TIOR S S, B 228 — ORI RN, ol ah TRy s
(a) absenteeism (not more than two days)
WL CAERE PO
(b) loss, damage or misuse of Company property
TR DI EGH T 2w
(c) disobedience and related offences
AN IR AN EEAH 5% R 3 R4 T
(d) abuse and related offences
B AT Ay A DR
(e) dlsorderly behaviour.
TRF AT H
4.3.2  The employee must be informed that the warning will remain in force for a period of six months.
WGBS 5L, S A RN 6 N .
4.3.3  Recorded warning may be awarded by officials at Shift Boss/Foreman or equivalent level and above.
PEK SBEBIE A 4 ) 1R B T LUK e S AT I R A 1
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4.4

441

4472

443

4.5

45.1

Severe Warning
FEEE
This may be given when an employee on a Recorded warning commits any offence or for a first offence of
the following nature:
AR SR R AR o (0 A AT A AT O s R B — I LU R AT A, g T I
(a) loss, damage or misuse of Company property through negligence
PR A 0 28 25 BN sl P 2 ) W 7
(b) breaches of Company rules and similar offences
3 S 2w R EARABA P R
(c) absenteeism of three to four consecutive days
B3 Rk 4 RIL
(d) Cases of sleeping on duty
- BJEHS ] i
(e) Gross negligence of duty
B TR TT
The warning may be accompanied by suspension of up to seven days.
XREEILRHAELL 7 KR
The employee must be informed that the severe warning will remain in force for a period of twelve (12)
months.
WA AN DY, P EES A RO 12 M H .
A severe warning may be awarded by officials at Shift Boss/Foreman or equivalent level and above.
PR B (R 2R el R PR B AT LUK JE DL AT P I
Final Warning
BEEE
This may be given for a repetition of the same offence when a Final Warning has just expired or any offence
during a period when a severe warning is still effective or for a first offence of the following nature.
U R E R e e s I, I S AR O AT AT AT, B R LU R, R
TR E
(a) absenteeism of five consecutive days;
B 5 R
(b) offences relating to unconstitutional industrial action;
538 [ SEVE I S AT R AH S ) R
(c) serious misuse or damage to Company property;
P F Y SRR 2 ) 0 7
(d) false accusations — written or verbal
BRI oT— L Sk i e A
(e) being under the influence of alcohol or drugs while on duty when the circumstances do not warrant a
more severe penalty
EE e A S B, (HANREZS T B B AL T I .
() Horse play
B 1]
(9) threatening violence
PR )
(i) Sexual act/harassment/advances at place of work

PEAT A EIUHE TAE S 65K %2
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4.5.2  The final warning is effective for a period of twelve (12) months. The employee is advised in writing of the
period applicable, and informed that the committing of any offence within the prescribed period will lead to
his dismissal. Only officials at Shift Boss/Foreman level and above may impose a Final Warning and
suspension of up to fourteen 14 days.

I B AT O A 12 A H o DL IR G AR AT RO, I35 Vit G SR e 0 T A7 AR AT RRAT A
VRl e . PEIC, SRUHE BN m SO0 R B mT LUK JE D1 AT B 5 OR AR LA 14 RIS ER.

45.3  Extension to Warnings
)

There will be no extensions to warnings
AT LLE] .

4.6 Punitive Suspension
T HEZER

4.6.1 Punitive Suspension may be used where severe or final warnings alone are inadequate and should not be used in

isolation. It is not a step in the Disciplinary Code but an additional measure that may be applied to reinforce such

warning.

R 7 e E S e 5 AL TN AR 6, RTR T AL i PR A5 R, AELA T P A AN ] SR o AR 20 A S T

A AR, N TSR, ARk RN .

4.6.1 Punitive suspension of up to 7 days may be imposed by an official at Shift Boss/ Foreman level and above. Any

suspension in excess of seven days may be imposed by an official at Sectional Officer level and above, up to a

maximum of 14 days.

YR, PR B B v B B W LLPAT 7 RAAL TIVEAF IR A8 7 REAEER, il e B T, ik

AHE 14 K.

4.7 Summary Dismissal
it J2
Summary Dismissal is the final sanction and should be used;
i b e AL T, @] LU A
(8 When other forms of disciplinary action have failed; or
HoAb e iAo RN, 5
(b) When an employee on a Final warning commits any offence; or
95T B R R R GE RN, Bl
(c) offences relating to theft or being in possession of Company property without authority,
concealing of information of unauthorized removal of company property, fraud, corruption,
assault or fighting
RESCVERA B A A w7 sy 8 28 w7, BaiifE &, RE RV A w0, 1K,
JEEWL, e AT 4
(d) When an employee is absent from work without permission for six consecutive days for
whatever reasons; or
TR LMEABE, R&EARVFELEN T.6 X
() When the offence committed is of so serious a nature that it amounts to a breach or
repudiation of contractual obligation e.g.
I RAT A PR ™ E DL A T sl E A 4 AT I
(i)  Confidentiality — unauthorized release of confidential information acquired by virtue
of position to third parties with or without interest.
PR — i T UL R IREN RS BAERZ ARV OL FiE R4 58 =, ANE
A EA M AL
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(i)  Concealment of information on previous employment
Xof LA Jie D3 RO A JEL R B i
(iii)  Secret commissions/bribery — working for a rival employer or acceptance of payment
in cash or in kind in the return for discriminatory treatment in the award of contracts,
tenders, employment etc.
- 5 P T AR SRS T A R) b s I DR WS OB < i 52 0 i A
WhE .
(iv)  When an employee has participated in an unconstitutional industrial action.
i 25 R R R TS .
(v)  When an employee is found guilty of cases related to theft, fraud, or unauthorized
possession of explosive material.
RIfT s KO R SRVFRABNEZS, A bR
Summary Dismissal may be effected only by sectional officer level and above.
P AR B R S v R PR B ] AT AR e AR T
4.7.1 In the event that an employee misappropriates/unlawfully removes company property and the
Company fails to recover such property, the case shall be referred to state police for further
prosecution.
an R e D it Y BRAREARE 2 W 77, T A W) B R IR L 7=, 4, AR RAT R AT HELL
B BEATHRE T o
4.8 Demotion
253
4.8.1  Demotion is only to be used in cases of proven poor work performance. That is, it is used ONLY where
the employee is unable to meet the requirements of his present job but is suitable for continued
employment in a lower capacity.
RO TAERIZE R JE . W2 U, i B3 ANBEWG 2 H AT I TAEZK, HAT DAZkZE AR fE )22
SRARH A
4.8.2  As a general rule, the employee may not be demoted to a grade lower than that from which he was
last promoted except in the case where, in the opinion of management the employee is incapable of
performing as a supervisor, then he may be demoted to a suitable job.
ROk, R RS BIEH BN T S — IR o0, BRARE R U AN BE AT I N, A
AT LA B 31— A>3l 1 AV
4.8.3  Demotion may be effected only by Sectional Officer level and above.
T B RS e S P B ] AT B
4.9 Payment for incomplete Shift
XA FEREPE I T3 3 AT
If an employee absents himself for any reason without authority after working part of the shift, he will not
be paid for any part of that shift, he will be marked “Absent” for the shift and disciplined for the offence
accordingly.
MAEARZ SRV, TR A H, %A EEPEO & TAERAL, AN b i B oy BE RS
YR, AR 4y T B id s SR R R REAL 115
SECTION 5 - GUIDANCE TO LINE OFFICIALS
BRI N—REEENIRS
5.1 The action to be taken in disciplining an offender will depend, not only on the seriousness of the
offence, but also on the disciplinary and service record of the offender.
XA 4T LA TN, AMUERSE A B, RS RS il %
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It should be noted that certain factors might either aggravate or mitigate an offence. For example an
employee with long service and a good record may be treated more leniently as a first offender than
another employee with short service. On the other hand, an offence by an employee who should set
an example may be considered more serious. If a supervisor steals, the offence is aggravated by his
position.

BT R, LR RSN E BB R AL T . e, RSS I TEAG, Al sk R R A — IR
TERINE, oAt AR A 517 50 EE A I 55 ) TR) A A e D3 SE S8 0 53— T THT, 6 T AR A2 ST A AT 1) e
DURE AT A S A T S — 4 QR AR, T AR T AR H S AL, R A R A
ESL

Similarly, if trustworthiness is essential to a job e.g. in the case of a Pay Clerk — any breach of trust
aggravates the offence.

FIRE, AR T AR S, Bl 28 3, ATART I WA AT A A I E R A R AL T

512 The probable consequence of the offence should be considered. Negligence on the part of employees
responsible for the safety or health of others should be regarded as particularly serious, as in the case
where a Winding Engine Driver attempts to work under the influence of liquor or drugs or is found
sleeping whilst on duty.

TR AT R Y o R T B T AT L 5L B A N ) e R R AR BT, AT R 22 3 R P i
U N Ao E, ST B R DU N R S AR, BAE BRI TR

513 Persistent offenders who have no outstanding warning may therefore be awarded more severe penalty
than a first offender. That is, it is not mandatory to return to the first stage in any given case.

LG 2 AU R B A 49 27 B 5 IR RS S OGERUE AL, N4 TR B AL T . Wi
Ui, CEACBRATATRATIN, BeAT sk — AL T 5 — 2 TG .

514 Whenever the administering official decides, because of such considerations as those above, to impose
a more lenient or more severe penalty than usual in relation to the type of offence, he should make a
brief note to this effect on the case record.

IR TC VR AEAAT IR PR DAy b3 Jir DR B 3 AT Ok A DA R R AL T IS S A B 2 A SR s
X A 2l %

SECTION 6 — THE ROLE OF THE INDUSTRIAL RELATIONS SECTION
BN HRRRWITHRAR

The maintenance of discipline is strictly a function of line management. Officials of the Industrial Relations
Section should be available to assist line management at every stage on such matters as the incidence and seriousness
of offences, and any implications of proposed disciplinary action on industrial relations with the official hearing the
case, ensures that procedures are consistent in all departments and are in conformity with this Code.
PERSYES AR B IR DT o 95 BT 0 R T N AK P 5 G R AL BB 20T, ARG T 0 B RAH AL 4)
BT IEWTUE AT SR, UK DR A B o A0 I A7 30 T 12— 300, 1T Ho 4% AR sy AT 1

6.1 Officials of the Industrial Relations Section should be available to advise and assist employees on all disciplinary

matters.
FERTA AL ) e L, 57 %8 B Ao Jie A g DU BURI A )
Industrial Relations officials MUST NOT impose penalties nor hear appeals, except in respect of their own
subordinates.
BRAEZ B CRE T, 5005558 B A BEAT A T B IWTHiE .
The line official of the accused employee will hear all such cases.
BRI L H RS B 2 S T A T IE .
The Industrial Relations Section is Responsible for:
TP AR ER T IR DTNk
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(&) Ensuring that the complaint form properly identifies the offence and is correctly completed.
DR R RIS 2 S I AT 0 HAH'S IR

(b) Ensuring that the accused employee is aware of the charges against him.
TAROR A 5 25 1) 53 RN 0] A R R4

(c) Interviewing and taking statements from the accused employee and the witnesses. Statements must be read
over to the individual concerned and witnesses and duly signed as being correct.
LYW R N A 3, ISR o R B AS A O N BRI H & W, IR AT T, A fR
] ) TE A o

(d) Investigating the domestic circumstances of the accused employee when this is felt to be necessary; for example,
when a domestic crisis is offered as a reason for absence or in support of a plea of mitigation.
WA A LE, T Eg e A KRS, beln, DASKEE S S A A ol ) i) 35 b el DAt ke R s
JORTI

(e) Ensuring that all the facts are collected, marshaled and presented without bias.

T ORI B P AT SR, TSR B B i L 242

SECTION 7 — THE ROLE OF THE UNION - MUZ/NUMAW
FHEHI: LA T—MUZNNUMAW
7.1(a) When an employee, against whom formal disciplinary proceedings are held, is a member of the union he may at

his request be accompanied at he initial hearing by his Shop Steward; at an appeal at Assistance
Superintendent/Superintendent level by his shop Steward or Chief Shop Steward for his Department and at
General Manager level by his Shop Steward and one elected member of the Mine-workers” Union of Zambia
Branch Executive.

AT 52 BEA RGBSR RN, Al PSR TR S I E IRk . e, 3258 B3l 38 200
LA, B AR T I E I L3, 16 nT LUR R A B0 1) Lo AR AR Hik i B LL TR 1L T
hairafaffEzs 5,

(b) An employee who is not eligible for representation by the Mineworker’s Union of Zambia should be advised that

7.2

7.3

7.4

he may be accompanied by a general payroll non-represented employee of his own choice from the same working
department.
UARE RAEBELE N I T b th A A S 4y, T DU AE A 1 T3k % 3 e D3RR )
The employee organization has no right to insist on the employee being accompanied if he does not wish it; that is,
a Shop Steward of Chief Shop Steward will attend a disciplinary hearing only at the request of the employee. He will
take no active part in the proceedings, but will be invited to comment before their conclusion.
AR AN RG], i A A ORI R Bkt . gt Ui, TR AR RESRIE LT, A4S mir
e, T HAERREAS S R AR T3, B, (EWTUE S AR s A R R W
Any case that has been dealt with by the General Manager or his nominee under the disciplinary appeals procedure
WILL NOT be the subject of negotiation, nor will it be further pursued under the Disciplinary Code nor under the
Grievance Procedure, but the employee organization may raise the matter informally at the discretion of the Company
under (Clause 1.4.8 (a) of the schedule) of the Recognition Agreement.
o 28 P At £ 44 1) AR 28 R R R PR AL BRI T AT A, AN TR R, BN F e A < Ul P R e 4
Bro HZ, JiE G BIART LA IR AT Fp a8 b AR 5G4 I IR AU B 15 28 ) I A 2
In terms of the Recognition Agreement with the Unions, the Unions agree that in all disciplinary proceedings the
decision of the General Manager shall be final.
R F) L8 AT B, L F S e b B rh, B N e U .
However, nothing in the Agreement precludes the parties from consulting together informally and outside the terms of
the Agreement on any matters of mutual concern.
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SR, B BOFANHEER XU B3 [ 50 B P2 AP AR il AT AR IR U RE RS

SECTION 8 — APPEALS

FI\Ea: HBF
8.1 The Right of Appeal

HRAL

Every employee has the right to appeal against any decision which involves an entry on his disciplinary record and

which may thus affect his future employment prospects.
B A BOF I AT s HLOR R 2t H 5 il AR i o s 6 Hi v .
8.2 Levels of Appeal
T2
When an employee wishes to appeal against disciplinary action has been taken against him, the following procedure
will be used:
24 DA OB SR AT HRIN,  TREE LU R R

(@)

(b)

(©

(d)

First appeals against Recorded and severe warning will be heard at Sectional Officer level. Final appeals against
Recorded and Severe warning will be heard at Assistant superintendent level.

Xof i A0 SRR L R S — R R B ) B IR B 2 SR . e T UE A B R
RINEHES Y.

First appeals against Final warning will be heard at Assistant Superintendent level. Final appeals against Final
warnings will be heard at Superintendent level.

X o A 1) R R T B RGO 1) B 2 SR, TS — IR R BB S0

First appeals against Demotion and Dismissal will be heard at Assistant Superintendent or Superintendent level
depending on departmental structure. Final appeals against Demotion and Dismissal will be heard by the
General Manager or his nominee.

XF PR AR S — Rt EE B R E S 50NE, RAREEIIINSEARR . B — P e
28 PLE A $R 4 1) NS INWTIE

Where the Assistance Superintendent is involved in the imposition of any sanction against an employee the
employee may first appeal to the superintendent and finally to the General Manager or his nominee.

U SR A B OGS i AR AR TTIN, R O AT BLSE ) A B, B )R 2R PR e A 5 44 TN R

8.3 Applications for Appeals
FH 1 7

8.3.1

8.3.2

Appeal applications must specify;
PR U DA 2R A 0 B LR P92
(@)  whether the appeal is against the finding or the sentence
PRI AT S Py ads A2 ) ke
(b)  grounds for appeal
R I
(c) pleas in mitigation (if desired)
BAHm b T Bt Cin SR A D
Management has a right to review case decisions
LA LR AR

8.4 Time Limits
A PR

8.4.1

An employee who wishes to appeal must notify the Departmental Personnel Officer (DPQO) within two working
days after the imposition of the penalty, and must state the grounds of his appeal. Out-of-time appeal may only

20



8.4.2

be considered when there is a reasonable excuse for the delay.

TELE TR TR I TAE N, A SR H R R DL AT ANATR IS, IR ifRGe . il Hiy
Bk, RA45HEHRRERN, AT E.

Appeals will be heard within three working days of being lodged at he Departmental level and five working days
at the Management level.

HRSGE A I = TAEH A, BETIS 50E, A TAEH A 4Bz 2 50k,

8.5 Attending the Hearing
Z 5 Wk

8.5.1

8.5.2

8.5.3

8.5.4

8.5.5

The employee will attend the hearing of his appeal. If he is a member of the Union and Eligible for
representation, he may, if he so wishes, be accompanied:
JE GUR 2 AR FRRITIE . R AT ool bt I Rl RS, W Ll B N 53 B[] -
(@ By his Shop Steward or Chief Shop Steward when the appeal is at the Superintendent level or below.
R YRR B LN AN RS 5UER, T ARREE I T RER .
(b) By his Shop Steward or Chief Shop Stewart and an elected member of the MUZ Branch Executive when
the appeal is heard by the General Manager or his nominee;
WA RS R 2 AR A NS IR, T, s TR L MUZ J3 25 1) 81
B 1] o
(c)  Non-represented employee may be accompanied by a non-represented general payroll colleague from the
same department.
AR T2 B D AT ] O AF T 3 e 5% % [
He may make a statement by way of explanation or in mitigation of the offence.
b mT i DAPERE B B aa oA Ak T PR 7 AR R
When fresh evidence is produced which in the opinion of the hearing the appeal could alter the initial decision, the
case should be referred back to the official who heard the case or appeal at the next lower level.
PAFH RS, ARV T S SR PUE R, BT EOR G S IR B, Bn) R U B
& H RS
If an employee fails to attend the hearing of his appeal he will be given written notice of this fact and another date
will be arranged to hold the hearing. If the employee fails to attend for a second time. It will be assumed that
the employee no longer wishes to pursue the appeal and the appeal will be considered as closed and the previous
penalty shall prevail.
AR ARJE G RES IORHAT FRR IR, AbRe g4 T B s, S b2 I HEAT Wik . G SRR DA - IR BE S
IWEUE,  SEAA i AN P A BB R R R, HIURBRILSE R, HAT LA AL T
The resultant judgment will be communicated to the employee in writing by the Superintendent Human Resources
and duly recorded as set out in 2.9
Pl Foks i N DL B aUE & 1, JF %R 2.9 g SR T il %
Whenever an appeal is dismissed, the administering official shall state in writing reasons for dismissing the
appeal.
M ARRRA, R DL IR A AR R 4 Y S A
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ERJE T 2 WA R P
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NFEC Chambishi Mine Plc
B IR ML A ]

Disciplinary Code

el

1.0 Introduction B
Discipline: A Definition 84 X
DISCIPLINE IS DEFINED AS A SYSTEM OF RULES DESIGNED TO PROMOTE ORDERLY
CONDUCT.
U R R, lE AR ST P I A .

1.1 In any organization, disciplined behaviour is essential for the well-being of the Individual and the
successful achievement of the organization’s objectives. This requires a framework of rules so that
all members of the organization know what is expected of them: such rules are generally known as

a Disciplinary Code. Such a Code of Discipline must be both just and uniformly administered to
ensure that all individuals are treated in a fair and consistent manner.

TEATATHEY, LRI N NSRS 2R H AR OB AS B Z o R 2 — SRR R LA
AP RERL B AR ENIE B OV A E A SRR FR Y AT o P2 <3 ) s 2 R 2 1 3
ge— AT, DM OREES AFBBER 2 1F H— S0t £y
1.2 When an employee breaks the rules he must be disciplined in the way described in this Code: This
means:
A5 LB TR, LA ZBAZ A U R E 52 B AR R
(a) Thorough investigation into each alleged offence
W A — R R A A R
(b) Clear evidence of guilt
BRI DY 0 i
(c) Careful consideration of circumstances of each case before action is taken
PAT AL FIAT O LARTAS- 40 2% & A —F S 1 RO ARG B
Such Action should always be prompt, fair and firm.
IXLEAT R NAZ S IR 2 IE AL SE R
1.3 Since a Code of this nature cannot cover every specific case that will occur, officials must use their
discretion within the framework of and in accordance with the spirit of the Code.
H A S D0 R0 2 A BB T E A A R A AR A, DRI A8 DR A U AR S U 5 PR AE R el
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1.4 It should be remembered that the success of any disciplinary system depends entirely on the good

judgment and understanding of and consistent treatment by officials and their advisers. Success
also depends on justice being seen to be done as swiftly as possible; unnecessary delay in hearing
or disposing of cases breeds resentment.

AT, AT 2O S8 1 Jle DA 56 A BT v T2 D3 B R i) FrO o A W RN B DAL S B T
O BE PR J D R RE AT ARAE B IE AU AR, AEWT AN AR B S AR I A o (1R SE S AN o

1.5 The Disciplinary Code: Basic principles

LA JU) AR A R
This Disciplinary Code is based on the following principles:
LA ST S T LR T .

(a) Disciplinary action should first be educational, then corrective. Only if these steps are ineffectual
should punitive action be taken;

LTI EERE, KM SRR LEPRICAN,  J7 ]l RIHAR A T 45

(b) Punishment should not be given lightly. The more severe penalties may be given only by more
Senior Officials;
ANFIERZR GG LAAL T o SR 0 Ak 110 9 AR 0 B e R4 PR AT

(c) To ensure equity, similar punishments are prescribed for similar offences committed in similar
circumstances. This is intended to ensure that, as is humanly possible, the Code is administered
uniformly throughout the Company;

PR AT, ARABLE 0 A B RAT R N2 BIARBA AL 11 o AE NPTV, RATREAE A
] A A — BR AR AT 155 W

(d) Human beings are fallible and errors may occur: An appeal system is therefore provided for;
NPT, BEAEME, WU e ar BRI

(e) The overall objective of the Code is to protect the Company against indiscipline and the
employee against arbitrary judgment and punishment.
AT MR A B AR R A FIANED O 5D B2, R R T CERERD (FE#
NIRRT 52 5

1.6 THIS DOCUMENT IS NOT INTENDED AS A SUBSTITUTE FOR GOOD MANAGEMENT: IT IS AN

EXPRESSION OF THE COMPANY’S POLICY OF DISCIPLINE AND GUIDE TO LINE
OFFICIALS AND THEIR ADVISERS.

ASSFIAN g AR R (0 B e e 2 W) BUSRAE AL T R AR IO — 2 A Ry B3 S L e S 4 3

1.7 Coverage

12 FH ¥
This Code is intended to be used for all Disciplinary offences by employees of Grade G11 and

above

ARG ] T G11 AL g0 Jee s3I AR M ITAT I RAT o

2.0 DISCIPLINARY PROCEDURE
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2.1 Investigations JHEBE

2.1.1 Employees from G11 level and above commit a breach of discipline and where it is necessary to
take disciplinary action should be dealt with as informally and as confidentially as possible.

£ G11 AL EZON I e b i T 28Ht, A BRI T i, WA AR IES, HLE 7 X
JUSE N

2.1.2 The immediate supervisor shall first investigate and discuss with the accused informally. If the
case is unfounded or circumstance do not warrant serious disciplinary action, he will either
dismiss the case or give an unrecorded warning. Otherwise he will formally write to the accused
spelling out the breach of discipline or offence committed and requests him/her to exculpate
him/herself.

HEFER RN E AT IR IE BN IR W RSB RIN ) B HUAS 2 TR U T
170, AR SRIBOH I S ERE T AR S o A5 Itk 1 2 DA 1K i e 20 A s IR 100 1) e R 48
NTEIUEH, [N S5kl () Sy B S REA

2.1.3 The accused shall be asked to reply to the charge within two (02) working days.
R NI EORAE A TAE H 0 FE 1 T BURI A

2.1.4 After scrutinizing the exculpatory evidence, the complainant shall either drop the charge or refer
the matter to the Head-IR or his equivalent for further investigations if necessary, and arrange for
case hearing. The accused will be informed accordingly.
PEAIRAES AT ISR Y, S 0T DA R 2 0 BE A 0 T 44 1 SR A 9 W K
Z AT LA M N AT IR, TR i R AR . Bl S I AR FR 2

2.1.5 Where the accused is of G14 level and above, the complainant shall refer the case to a more
senior official for investigation. Similarly, the Head — IR may delegate investigation of the
complaint to the Senior Personnel Officer (SPO) — IR only where the accused is of G11 level.
PAENIE G114 e Ll EI, $RIE N DR A RAT 4 ) e S A, AR, 55 BE 50 R AR
FATRBRBANFE R GFRRRM) X GL1 L Nt AT A .

2.1.6 Bearing in mind that personnel of G11 level and above shall be treated in strict confidence, the
investigating official without undue delay.
TEICAE, X GL1 M LA BN D1 AL BN AR FE HL A AT, A AN E M

2.1.7 (A)_Mandatory Lay Off 5 fil{5= 1}

An employee shall be laid off work and removed from his work place if he is alleged to have
committed or have been involved in any of the following offences:

AN WU R A O R B AN LU R RAT O, MRS B EL T AR P
(a) Assault;

KRR T U 7 2N o
(b) Consuming intoxicating liquor or drugs at work;

AP .

(c) Being in the opinion of his Supervisor, unfit to carry out his duties, e.g. being under the
influence of drink or drugs;
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HEBINNAATES TAE, WS2WI0 . WA,
(d) Fighting or riotous behaviour;

TR AT A -
(e) Threatening violence or acting violently;

JEU S T 2% ) mi L R

(f) Any act or Omission which endangers the health or safety of others, or is likely to cause
damage to Company property;

AR & S BN B A R el 2 A 11 L Bl ] B 2 vl WA 3 gt 5 1K) AT oy Bl 24
(g) Being found in unauthorized possession of explosives or explosive material.
WA IAREINA I B 1) o
2.1.7 (B) Lay Off Advisable i 4 MEERI4T A

An employee may be laid off and removed from his place of work if he is alleged to have
committed or have been involved in any of the following offences;

TR B AR e O A BL R I RAT I, Ak LU IRUF LB T TAE S P

(a) Abusive or provocative language (when it is likely to cause a disturbance);
BN EE T . (AT Res B

(b) Insubordination (if the situation shows signs of getting out of control);
AN Can R AE SLAR AT A R »

(c) Persistent refusal to obey instructions.
T PRI 48 ST i s

(d) Suspected to have removed company property without authority, or misappropriation of
company money.

A REFBIB 2> 7 W0 7 55035 FH 2 =) 0 7 A AR
(e) Serious offence likely to lead to summary dismissal.
A FE 3 S T B e P L R
2.1.8 In Serious criminal cases the Legal Department should be contacted immediately for advice.
IR NinpiE = LD VAvVARIBGi PRSI RPN W ES S 1
2.2 Case Hearing E{FUriE

2.2.1 Case hearing for employees of M7 level and above shall be treated in strict confidence. There
shall be no representation for the purpose of disciplinary cases.

7 M7 25 M7 DL EZONIR JiE 53 SEAFUTIER, R ML AT . AT i AR CH G
.,

2.2.2 The Head (IR) or the investigating official, as the case may be, shall be present to record the
proceedings.

(GFBERAM) WFEHAE R, WMRATHE, MW EIEI .

2.2.3 If the accused refuses to give a statement, this fact should be recorded and the case will still be
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heard and decided on the strength of the available evidence.

WERPE R NABLERIA,  BEIE N T BAidsgk,  WriE4ksL b7 It HARSE 1S 20 A ke it v 4.
2.2.4 If an employee refuses to attend a case hearing, he will be given written notice by appropriate

Industrial Relations Official to the effect that another date will be arranged; and should he fail to

attend for the second time, the case will be heard in absentia and the sanctions will stand.

FE AN DR EATWTIE SO0 T, 5 tiAH SR I 95 3 5 2 8 5% -F 1T 40 53 &b 22 HF At i) H

W AR S RSN, SARRAEGE S B0 Wik DL Ak

Similarly if the accused walks out of the hearing before sanction is pronounced, he will be liable to

summary dismissal.

FAA, IR R AL EAT AL Z AR WL, AR v] BERE = R e

2.2.5 The awarding of penalties shall take cognizance of the fact that employees of G11 level and
above may not necessarily be formally charged for minor offences. In the light of this, any formal
complaint against such employees shall be taken seriously and the normal sequences for the
awarding of penalties shall be as follows:

X GL1 AL o e B AN B RAT A, JFARL T4 TR UHR TS . IR, NI AT 0]
XA A RIRTE, RE T LR T N N R AT
(a) First Offence: Recorded Severe Warning to remain valid for Six (06) months
H IR — B E S, AR
(b) Second Offence: While the recorded Severe Warning is still in Force-Final Warning to remain
valid for six months.

5 UOE M ——AE " O B A RN ——R e, AR H
(c) Third Offence: While the final Warning is still valid —Summary Dismissal.
5 = UOE M —— 28R 5 B A RN ——A R
(d) The provision stipulated above shall not preclude the administering official from awarding a
stiffer penalty, if in his judgment the offence merits such punishment.
A A SV TSI, Wb A A AR T B s T D AR

(e) In certain circumstances, the administering official may impose a punitive suspension up to a
maximum of 14 days, to accompany any warning.

FE—EMIREOL R, T E AR YUEAES AR E S I R I 45 T IS e R 2 £ 14 Ko

(f) Administering officials should avoid awarding demotion as a disciplinary measure as this
should normally be used in case of persistent poor work performance.

R G VIRE SR I O O AR R, DK SN B AR B R L

However, at an appeal stage, the official hearing the appeal may consider substituting a
demotion in place of a summary dismissal.

SR, AE L URIAM], WrE _EVRIOE 0] 2 S DR IR M AR e
2.3 Time Limits B FR

(a) A period of four (04) working days will normally be allowed for case investigations. In the case of
very serious, complex or possibly criminal cases this time limit may be extended for purpose of
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investigations.
AT SRR A A AR DR . W R AR R B, BT RS FARAR, A R
A PUE L .

(b) The case hearing should be held within two (02) working days wherever possible, after a charge
has been raised.

SAFWTUER R ] BEMAE P 4R 125 A TAE H A EEAT .

(c) The first appeal should be heard within three (03) working days of being lodged, second appeal
within five (05) working days.

P A — IR EVREAE A TAEH WUrE, 5 O EVREAE A TAE H AWFE.
2.4 Procedure for Criminal Offences FIZLEHIFEF

In cases of a criminal nature, statements should be taken and if practical, the case disposed of by
taking disciplinary action and the matter reported to Zambia Police immediately.

JE TSR ST, MR e R, WA RERE, RIS AL B 5T, RN S RIR 5 2 T

2.5 Classification of Offences FBHIHI 42K

Offences have been classified into five (05) major categories as follows;

SREV R S A NI UL I

Categoryl :  Absenteeism

w2k 1/

Category 2 :  Offences Relating to Substandard Performance
K L RIEFRAT A B R

Category 3 :  Offences Relating to Indiscipline or Disorderly Behaviour
=K Leat. IoRRPAT AT R

Category 4 :  Offences Relating to Theft or Fraud

LIRS Sfirds . WVEA ICHIE

Category 5 : Industrial Action

whk 55 TAT N .

The description of each offence that follows is designed to provide uniformity of procedure across
the Industry.

THX S EIAT AR, HRREENM RS — NIRRT
2.5.1 Absenteeism ™ [

Absenteeism in this context means:

W™ TAEASCH I & SO -

Absence from work without permission, for the whole shift or part of a shift.
REFR, A LY s TYE 1,

Poor time keeping; reporting late, leaving work early, extended or unauthorized breaks during
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working hours.
ASFINy ;s GBRF) FLAR, AR ] PRI R EOR 2 eV ER R
2.5.2 Offences Relating to sub-standard Performance
5 AREAFAT J A S
(a) Sleeping on Duty
AR I R
Any employee who, being found asleep on duty whether or not such action constitutes a

hazard to the Safety and/or health of the offender or others, or leads to damage to Company
property, shall be deemed guilty of an offence.

AT AT 2 G R DA RSN IR 5, AN HUAT b 2 7 fic 2 0 H A Al HO A A 2 A e e, i
NP, FN KRBT N .

(b) Negligent Loss, Damage or Misuse of Company Property
GBI T s 1R G 2 w0

(i) Negligent Loss of Company property: any act whereby an employee, through carelessness
or negligence, loses Company property or is unable to account for it satisfactorily.

G 2 A A W P G R DY DRy R B 2 W W A O O AN e 4 LR TR AT
j‘j o
(ii) Negligent damage to Company property: any act whereby an employee or his dependant

through carelessness or negligence, cause or allows Company property to become
damaged.

B2 A W P T e 0 B SR H TR O B - e T AT A W W 5 AT A
(c) Unsatisfactory Work Performance

AN NI AR I

(i) Carelessness: Performance of task or duty without the exercise of due care and attention.
RO R WEAT TS SR 0T A 45 7 AT 400 B FAR

(ii) Negligence: Failure to exercise proper care and regard to the manner of discharging duty
to the extent that tasks have to be repeated or equipment or persons are at risk of damage
or injury.
iz EHAEBYOHE N, XE SRS, BT R B DAL TEROIR A B2 5 I
B 4 VA DA

(iii) Inefficiency: Failure to carry out work promptly or to the required standard without
reasonable cause.

RORAR: AERAESHRB RGO Y, RIGI S E R PR UESE BT AR .
(iv) Loafing: Passing time idly or failing without reasonable cause to complete tasks set.
TAEHGE: W H 7 BRGSO R ANRE 78 UL TIUE AT 55
2.5.3 Offences relating to Indiscipline or Disorderly Behaviour

ToLE AN ST RR e R )
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(a) Disobedience and Related Offences
HHTMIAR IS I R0
(i) Refusing to obey an instruction: deliberate refusal to carry out a lawful instruction given by a
person in authority.

LR TR BORIRLEPAT R BN I EESR 2

(if) Failing to obey an instruction: failure to obey lawful instruction given by a person in
authority
AREENR TS REEMRM B RFE N EiETE 2

(iii) Non-compliance with established procedures/standing instruction: failure to follow
established procedures or failure to handle complaints or grievances in the prescribed
manner.
AT R B R 2 AR BB ST O U R 7 BOR Re 3% e 11 7 A 3 48

(b) Abuse and Related Offences

I 5 R 6 M

(i) Abusive language: the uttering of any words or the publication of any writing expressing or
showing hatred, ridicule or contempt for any person or group of persons. The offence is

more serious when it is wholly or mainly because of his/her/their race, tribe, religion, place
of origin or colour.

R PETE S Ul R BB AT AT H R AR RS NERERAR A . WSS IR  42R 58
A DR A s A VT RO S RS DX A R € T R S AN, S B R P
(i) Insubordination: Insolence towards supervisor shown by demeanor, action or words.
AR SEREAT R SRR TE AR BRI g .
(c) Disorderly Behavior and Related Offences
AT BTG AR DR R 3 AR
(i) Disorderly behavior (horseplay): indulging in rough or unruly behaviour or practical jokes

whether or not such behaviour endangers the safety or health of other or the smooth
running of the work place.

AT R (B T8h R MED s ALHEAT AR B sl AN ST AR AT AR, AR 215 18 2
At N\ 2 4 MM R s 5E e LA 37 B 1 S B

(ii) Threatening violence: Threatening to do physical injury to any other person.
JBPMERE Ty BB Al N AT B AR 5

(iii) Assault or attempted assault: Occasioning or attempting to occasion bodily harm to any
other person.

Bt s Bt A BN BEAT SR
(iv) Fighting: physical combat with another person who retaliates.
IO RGN AN BHT
(v) Riotous behaviour: In concert with one or more persons, engaging in or inciting a group of

persons to indulge in disorderly behaviour or to willfully damage Company property.
32



BERLAT N 55— NEE N sah s sh — A R P 285, S8 R k.
(d) Alcohol or Drug Offences
PRS1IP BB it A ol ) 3 R
(i) Incapable of working properly or reporting for work whilst apparently under the influence of

alcohol and/or narcotic drugs: The Punishable minimum level of intoxication shall be
80mg% BAC.

A0 W A8 52 Wiy P E 3 i PR S3 E) 1T AN B L 0 A B By« P ARV AL 10 A B AR AP A B2 JL 5 S AN 2D 1
80mg%BAC.
(ii) Being in possession: being in possession of alcohol and/or narcotic drugs whilst on duty.
CHRD 747 5N ERE S 8
(iii) Taking alcohol or narcotic drugs whilst on duty.
AT ST Py 3 R
(iv) Refusing to be alcohol tested when suspected to be under the influence of alcohol.
P8 HAT S 500 R et I 41 26 432 it
(e) Willful Loss, Damage or Misuse of Company Property
(8= S5 SN 1 231 ) /A i1 s

(i) Willful loss: any act whereby an employee willfully or deliberately losses or causes
Company property to be lost.

MR E R i 0 O 2 R T B 7 M R AR TAT 4

(i) Willful damage: Any act whereby an employee willfully or deliberately damages Company
Property.

WOEARIA g 03 F T O A A 2 w7 AR AT AT

(iii) Misuse of Company property: using Company property or accommodation for a purpose
other than that for which it is intended.

WEF 2 v W = A s w7 s P R A5 FH 5 BB LA MG FH
(f) Breach of License to occupy Company Housing
S VFA] P 2w

Offences related to township services: illegal wiring of electricity, keeping pigs, goats, roaming
poultry, malicious damage to Company accommodation, subletting of Company housing etc.

B DORGSAHRHE R : AEFARL L &R . K&, SRS A R SR FAl A,

o
2.5.3 Offences Relating to Theft or Fraud
5 M 5 VR B A < I RN
(a) Bribery or Corruption
W I R B

Giving or receiving or attempting to give or receive any bribe or inducing or attempting to
induce any person to perform any corrupt act.
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(b) False Evidence
JEARIE ]

Deliberately giving untrue, erroneous or misleading information or testimony whether verbally
or in written

HUSARMEAECSER . AR R SR B EGER], ot 1 3k RIS AR
(c) Falsify and Uttering
VEDhFI O i
(i) Falsifying or changing any document with fraudulent intent or attempting to do so.
LS G ) A DAy 3 s S8 e S A e A B IR AL
(if) Uttering or attempting to utter fraudulent or false documents.
2 i B A 3 S G Y R 15 ) ST A 6
(d) Unauthorized Removal of related offences
R Ik % PSS
Found in possession of Company property without authority.
W RIARLVE AT by HI A W] ™
(e) Misappropriation
#H
Applying or attempting to apply to a wrong use or for any unauthorized purpose any funds,
assets or property belonging to the Company.

PR B F R R e (AR AR T w4 98 sl ™
(f) Aiding and abetting the unauthorized removal of Company property.

BB AREIRA 2 =0

2.5.4 Offences Relating to Contractual Relationships

5 RZR T

(a) Unauthorized disclosure of confidential information.
RV MR L £ S

(b) Concealing of information on previous employment
e LA ) AR TS Ot o

(c) Secret commissions — acceptance of payment in cash or in kind in return for discriminatory
treatment.

b A S —— VAT EUE <5 N 52 I R T A FA AR 2L

2.5.5 Industrial Action

55 TAT A
(a) Strike Action
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RTATH
Any concerted action by two or more employees to withdraw their labour, or “go slow” or “work
to rule” or otherwise interfere with the normal operation of the Company in furtherance of a
trade dispute or with the object of compelling the Management to take or refrain from taking
any specific action.
FRAEA AN B A LA B A TR R4 T WIS L. A e i A n Ewiai . S8EE
f5ri s H BOLE T 0848 B e 2 A R ) A 2R B AT

(b) Incitement to Strike
Pl T
Any act by an employee to incite, persuade or encourage an employee to take any
unconstitutional strike action.
JEGUEAN . M. A BB TIEE R TRAETAT N

(c) Intimidation
JE P
Any act by an employee, whether by himself or in concert with other persons (whether or not

such other persons are employees) to intimidate any employee with the object compelling him
too take any industrial action.

JiE AN BRI I8 (CAVE IS AA R F i 5D Ba HAl i 3 2 I 55 Tissh AT 0 .
(d) Sabotage
22N
Any act by an employee to interfere with the normal operations of the Company by damaging
any plant, machinery/equipment or installation or by interrupting any supplies of power, fuel,
material, water or services necessary to the operations
JE BT IAFNIEHE TAERAEMAT R BURT 5. PLESs . &, iy, BBk JRATEL
IK B T AR b T IR S5 O HE R 855, FIE BT o
2.6 The Role of Industrial Relations Section
55 BERAHBI TS
2.6.1 The maintenance of discipline is strictly a function of line management. Officials of the Industrial
Relations Section should be available to assist line management at every stage on such matters
as the incidence and seriousness of offences, and any implications of proposed disciplinary
action on industrial relations generally, As far as possible they should by discussion with the
official hearing the case, ensures that procedures are consistent in all departments and are in
conformity with this Code.
FEARYEAR 2R S PO BN DR DT . D7 BEOCRTT T DA DU RE I 45 % 20 B 1R S AT RE 1Y)
Wy, 2 SRR TG L R, AR 57 B OC ARV NER AL . A AT R
AT BT SR B, B DR B P AE T A 8 T — 20, 1y L2 4 A S A T 11
2.6.2 Officials of the Industrial Relations section should be available to advice and assist employees on
all disciplinary matters.

T GEICAR BT O3 N AR AL R E U5 TN S DA 4 T WO )
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2.6.3 Industrial Relations Officials MUST NOT Impose penalties or hear appeals, except in respect of
their own subordinates.

J7GERARH POCBUR IS T ST R R, BRAFFORH CIJE T .

2.6.4 Human Resources officials in Townships and Housing Administration are empowered to raise
disciplinary charges against employees for offences relating to breach of License to occupy
Company Housing. Such charges should be referred to the appropriate Industrial Relations
Official for investigation. All such cases will be heard by the line management of the accused.

P X Dy P BT TR NS B, B i s A m) D P B 4047 o de i 404 4%, T
FEHAHR T R R AR E LA, IR RS E P Eill T2 B
2.6.5 The Industrial Relations Section is Responsible for:

J7 BEOR AT IR DT U R

(a) Ensuring that the accused is aware of the charge against him.
T DR AL s A At R

(b) Interviewing and taking statements from the accused and the witnesses. Statements must be
read over to the individual concerned, witnessed and duly signed as being correct.

LY WE L FH M WAL A TFFERNER o RS A RN W, I IR WIE T A .

(c) Investigating the domestic circumstances of the accused when this is felt to be necessary; for
example, when a domestic crisis is offered as a reason for absence or in support of a plea of
mitigation.

DRI A AE IZBER DL, Bl BLZNGEIRAAR AW T 2 syl Ak 311 i 1
(d) Ensuring that all the facts are collected, marshaled and presented without bias.
ORIT A FI0E R AT, A L.
2.7 Appeals Procedure
VR
2.7.1 The right of Appeal
YR

Every employee has the right to appeal against any decision which involves an entry on his
disciplinary record and which is likely to affect his future employment prospects.

BN AFA BOIC AL S . HoTRESZ M IL LUS e (TR A e s B
2.7.2 Stages of appeal
FURP
When an employee at M7 and above wishes to appeal; the following stages shall be followed:
M7 S LU B AT BRI, CREEH] R AR
(a) First Appeals - To next officials above the administering official.
IR EVF—— S AU E—2d .
(b) Second Appeals- To the General Manager or his nominees whose decision shall be final.
9K B BB AT A (g S m & e 1.
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2.7.3 Applications for Appeals
VR HTE
An application for appeal shall be made in writing and shall specify:-
VR T AT I B B
(a) Whether the appeal is against the finding of the guilt or the penalty awarded.
% EURERO I 20 F S 2 Pz Ak il
(b) Grounds of appea
EURBIRR
(c) Pleas in mitigation (if desired)
AL VT EE T (A D
2.7.4 Time Limits
I fR
An employee who wishes to appeal shall submit his appeal to the administering official or the
Head — IR within two (02) working days after the imposition of the penalty. The appeals once
lodged, should be heard within five (05) working days.
ARBEAT _E VR e 53 b 20 BTN TTAE H A 1) 258 A 807 9 ok R B A . iR
2B, NAE A TAEH N TWIE
2.7.5 Appeal Case Hearing
HIR A TR
(a) The Head — IR or, in the case of an employees of M4 status or same level as the Head — IR,
the investigating official shall be present to record the proceedings
AbFE M4 Gl 57 0 R R A R R B3IV BRI, 95 B8 00 38 3245 sl A S PRI B 5 8 R T e O
KW UE A
(b) If the appellant fails to attend an appeal case hearing without any acceptable explanation, the
administering official shall dismiss the appeal in the appellant's absence and confirm the
decision in writing.
W VR ATCIE MBI AS S N B VR RAFMUrE, 28 S R AR s o i EiE, JEEL
i B AR E
2.8 Consultation
WEw
It is imperative that there is the closest consultation between the Divisional Management and the
Manager — Industrial Relations, IRB on any disciplinary case involving employees of M7 level and
above likely to end up in dismissal.
WMAE L P S MT S UL B0 Jie 53 05K e & 17 AR Jre 45 28 I, i S0 8 B T T M 97 B8 0 R
PR T B VINERT, LURE &R
2.9 Formal Confirmation

IEURIA

O
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The action taken against the accused as a result of formal disciplinary hearing must be formally
stated in writing to him.

B0 T S AT I P 8 RN DA T 2 = e A
3.0 Grievance Procedure
SRR Y
The following procedure will apply when an employee of M7 level and above wishes to raise a

matter relating to his conditions of service other than matters of contractual nature and those dealt
with under the disciplinary proceedings.

2 M7 B LA EZ0) Jie D3 A BRI LA [ USRI IR 55 2 A RE AEAR PR 2 2R AT A BRI AR IR S
(IR
3.1M7 &

3.1.1 In the first instance, the employee may raise the matter with his immediate superiors as provide
for in the departmental organization chart.
G, R DN IR B E R RS SR A B B

3.1.2 If the matter is not resolved then it will be referred to the next Senior official in accordance with
departmental organization chart. The meeting will be arranged within three working days.
N R FARAF B, WL T BB 2 S A8 v — R E b, IR =ANLAEH W T
WriE 2

3.1.3 If the matter is still not resolved it will be referred to the General Manager or his nominee who will
normally convene a meeting with five (05) working days and the resultant decision shall be final.
WUR ISR RAF BRI, WK 2 $2 a8 M P AT o R AH DL R ABATT AR A AR H N A 4R
sy, HEPE R R AR,

3.2 M6/M5 2

3.2.1 The Procedure as outlined in 3.1.1 above will apply except that at this level the matter will in the
first instance be raised with the immediate superior who will either be of M4 or M3 level.
PRI RS Lk 3.1.1 4%, BRARZE — DA i B #E L4902 M4 Z0el M3 28 1.

3.2.2 If the matter is not settles at this level, it will be referred to the official at the next higher level
unless such an official is the immediate superior in which case the matter will be referred to the
General Manager or his nominee whose decision shall be final.

WIRI AR — R B, W2 3 s m—E O, SRR A it e B2
JUPRE 2 $RAT S8 B AT i 2 A e e

3.3Gl4 %

The employee may raise the matter with the supervisor according to the Departmental organization
chart. If the matter is not resolved and where the supervisor is not the General Manager, the matter
shall be referred to the General Manager whose decision in both cases shall be final.

JiE SR T IR BB A S R4S 4 1, WRREMR B, JF Haz EE AR B A, WKt 4iR
AL A B B 2R R

3.4 G15 %%
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An employee of M3 level may raise with the General Manager matters relating to his conditions of
service. If he is not satisfied, the matter may be referred to the Director of Human Resources or
Director of Operations whose decisions shall be final.
M3 2% i D1 WV ) SR 2 BRER AT G T TAR AR s, an RAb o B AN R, AlRF 4 s N ) B0
HHRIsEESR, HLIER RN,

3.5 Period allowed at Various Stages
AN 20 B ) I 1)
At each stage that the matter remains unsolved in 3.1, 3.2, 3.3 and 3.4, the interview will be
arranged within three (03) working days but at the General Manager’s Five (05) working days will
be allowed. At all levels, the official raising the matter will not be accompanied by any other
person as matters affecting senior staff are personal between the Company and the individual.
However, an official from Human Resources will be present to record the proceedings.
PAL 3.1, 3.2, 3.3, 3.4 %, EFHERMINRSZA LTS, 2N ZHHE=DTAEH N, H
15 2R BRI £ AT LTS TAE H AT o (R RE 00, 7 SERAS I R A AR ), 2 DR Y
W R SR R R A NI S0 AH— 2 A YT T S IAE S ik H il

3.6 Record of proceedings
IUN AR
The Head — Industrial Relations or the relevant Human Resources official will at all times keep
record of the proceedings.
I B R A A4 HEUAH SCN ) B E 5% i Bl N SR AT O A

3.7 Contractual Matters and procedures
E N

All employees from M7 level and above may raise any matter related to their contractual obligation
with the Manager — Human Resources through their respective Head of Department.

BT M7 S DL 2 e DT Bl 1 2, R A5 R e BR ST A G APk g N D R e L
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NEFC AFRICA MINING PLC

TO. .MINE No.#"

= S S
FROM.H: DEPARTMENT.
I:

NOTIFICATION OF FINAL WARNING 5 J5% & @41

This is to confirm that you have been placed on Final warning following case hearing held on
(Date) for (Offence)

Fom _ to ___
Inclusive.

mIFESMRENNSHBOR W, ERW N e __ 1k
F5)o

You are also reminded that you will be liable to dismissal should you commit any offence within the period
prescribed above.
IR TR B PRI R, UK 2 B SR AR P

Administering Official (G5REZEL) -
(Name and Signature 2k4 5%

The meaning and implications of this letter have been explained to me

By Designation

WIS e . (N&D W% . Ir]
PR

Date: [ ]

SiIgNed: 2T e Date: HHH. ..o

C.C. Personal File/.....55: ™ ARYZE
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NEFC AFRICA MINING PLC

Dear Sir

Summary Dismissal 37 B f# & s

This is to confirm that, following the disciplinary hearing held on (Date) for

(Offence) you have been summarily dismissed from the service of the Company with effect from

(date).
SRR A X _ HAAT AU O ____ H
2T, RO REIN . CHD SR
You are however, have the right to appeal against the decision and should you wish to do so, please notify
the Head — Industrial Relations within two working days from
to o

(Date) (Date)
W B, RO ek e BEAT HF, WEAEPIANTAER O Hes HD W

N7 BER AR

Yours faithfully
PRI SE )

Administration Official
EHAT B

C.C.  Manager — Human Resources L FRNE S

Staff Officer Pt
Personal File N EES
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NFC AFRICA MINING PLC

DIVISION: 4y
The Senior Labour Officer 2k 57305511 E H

Dear Sir, S8 #

Summary Dismissal 3B f# & pf

In accordance with CAP 512 Section 25 (1) of the Employment Act, we hereby advise you that

Mr./Mrs./Miss___ Mine
NO

OCCUPAtiON: Grade
was summarily dismissed from the service this Company on ________________________. for
(offence)

M4 L) 55 CAPS12 %45 25 (1) 3K, fesbadsanr ____ SR/

TS W X CA N F SR R (T Al
7t )

Yours faithfully #8521

C.C.  Manager — Human Resources L FRPNE S
Staff Officer P
Personal File MWNEES
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NEFC AFRICA MINING PLC

DIVISION: : %8B
Name: &4

Dear Sir/Madam %c4E/40+

Letter of Reinstatement 55BN

This is to confirm that following your successful appeal to the (Designation) on (Date) against

you have been reinstated in the Company

Service. This dismissal has been substituted with

PERRE AN AR At GELAT AR W (R

Yours faithfully /4% 4 52 )

Administering Official =FHEZH

C.C. Supt — Group Remuneration M. LR TR EESM
Staff Officer S E]
Personal File NEES
SPO
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NEFC AFRICA MINING PLC

DIVISION: 433
Name: @44
Department:

Dear Sir 35 &

Letter of Demotion FEER %

This is to confirm that, the following the disciplinary hearing heldon _____________________________ (Date),

for the offenceof. . You

have been demoted

from___

_________________ (Job Title and Grade) to

with effect from ... Date.

W@ mwmry, sa4wiEsr A, BT
GEa M RNl CTARLRRFIZL ) B FHR

B s N CHfE])

AT

Yours faithfully
PRI SE )

Administering Official H#HEZ#

C.C. Supt — Group Remuneration e P TR EEH
Staff Officer A
Personal File WNEES

44



NFCA MINING PLC
Chambishi Mine

COMPLAINT FORM 3403555k

MINENoO® % : NAME: @44

GANG No: #0195 : OCCUPATION: W%
GRADE: %H : DEPARTMENT: 1]

DATE OF OFFENCE:id it H 1 : TIME: H}a)

DETAILS OF COMPLAINT Hif4145 (Bare statement of facts {X 2 52 [4ik)

Witness iiF A\ 1. Name: %44 * Mine No:#™ 5
2. Name: 4, : Mine No:H™ 5
Name of complaint: 5§45 A : Designation: 4%
Signature: %44 : Mine No:#™ %5 Date: H 1} ;
Signature of the official in charge: T8 & 11254 . Designation: i1 4% Date: H 1] ;
Laid off pending investigations {5 B 3] i 7 YES/NO
RESULT &%
NOTED %4
INDUSTRIAL RELATIONS OFFICER ADMINISTERING OFFICIAL
TIRKRE N ITHUE
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