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GENERAL
(a)  RULES AND REGULATIONS

Confidential Information 

All aspects of a customer’s relationship with the company are confidential and must not be disclosed to a third party. Discussions with members of staff or customers should be carried out on a professional basis and confined to issues that the customer’s representative is authorized to discuss.

These discussions should be handled in a businesslike manner. Similarly, an unauthorized disclosure of any of the company’s affairs is forbidden and may be the basis for disciplinary action.

At the time of employment and from time to time, employees would be required to enter into a written undertaking binding them to this Code of Conduct.

Hours of Work/Lunch

The Company’s working hours are:

Mondays – Fridays = 8.00am – 6.00pm

or as may be determined from time to time by the company.

All employees must be at their desks by the stipulated time.

One hour lunch break shall be taken between 12 noon and 6.00pm

However, this should be arranged to avoid all members of the same work group being out for lunch at the same time.

Attendance and punctuality

Regular attendance and punctuality to work and all official activities are critical factors to the efficient operations of the company. Therefore, all employees must be at the workplace or attend other official engagements at the scheduled time.

On non-work days, any staff that comes into the office or company premises must sign the Off-Hour-Duty Register.

The Human Resources Department monitors attendance and punctuality on a regular basis.

Sanctions for lateness to work are graded as follows:

· Verbal advice on lateness for the first time;

· Lateness for 3 times attracts a Caution Note;

· 3 Caution Notes would attract a letter of Reprimand;

· 3 Letters of Reprimand would attract a Warning Letter;

· 3 Warning Letters on lateness to work would lead to the termination of the employee’s continued employment.

Any staff that fails to sign the Attendance Register will be regarded as having absented himself/herself from work for that day and would be subjected to appropriate disciplinary action.

Absence from Duty

Absenteeism, either excused or unexcused is undesirable and has adverse effect on productivity. 

Absence from duty without permission attracts disciplinary action. Where it becomes necessary for any employee to absent himself/herself from work, a formal application should be made to the Head of HR Department through the supervising officer for approval.

If an employee is unable to come to work because of illness or other unforeseen circumstances, the supervising officer must be informed the same day. Any absence due to illness must be covered by a medical certificate issued by any of the company’s medical doctors or any medical centre in case of emergency.

The following sanctions will be applied for unauthorized absence from work:

· One day unauthorized absence without cogent reason will attract a warning letter;

· Three separate days unauthorized absence within a year will lead to the determination of the employee’s appointment;

· Three consecutive days unauthorized absence from work shall be considered as a voluntary quit on the part of the employee, and will be treated as such.

Drug Abuse, Alcoholism 

Engaging in any form of drug abuse, smoking, alcoholism, gambling and any other form of illegal activity, especially on the company premises shall attract disciplinary action. Excessive drinking of alcoholic beverages and illegal use of drugs by an employee reflects unfavorably on the person as well as the company. Under no circumstances should an employee be under the influence of alcohol and illegal drugs. The Company will not encourage smoking during working hours, or in connection with any company related activity.

Conflicts Of Interest and Business Ethics 

The company recognizes and respects the individual employee’s right to engage in activities outside of his or her employment which are private in nature and do not in any way conflict with or reflect poorly on the company. However the company reserves the right to determine when an employee’s activities represent a conflict with the company’s interest and take appropriate disciplinary action.

The following activities, among others, conflict with the interest of the company.

· Simultaneous employment by another company; 

· Borrowing money from customers or companies to which the company renders services;

· Accepting or soliciting for gifts or excessive entertainment from the company’s contractors/customers does not only conflict with the company’s interest, but is contrary to professional ethics.

· Giving privileged information revealing confidential information or data to unauthorized parties.

Using the Company’s Name

Employees are not allowed to appear on television, attend radio discussions or be quoted in newspapers or periodicals on matters dealing with the company’s interest or activities or conditions of service without receiving prior approval.

On the other hand, the use of the company’s letterhead for personal correspondence or in connection with work or business which does not involve the company is prohibited.

Work Area

Employees are expected to do their work in designated areas of the office. When using the work space, staff should be considerate of others to maintain quiet and orderly working conditions.

Simple etiquette is important to the company’s work and good housekeeping is one way to demonstrate this. All tables should be kept in good order. Each employee is responsible for maintaining clean work environment and table at the close of the day’s work or when leaving the office for any reason.

Staff Residential Address

A record is maintained by the Human Resources Department of the residential addresses and telephone numbers of all employees. Each employee is responsible for promptly providing this information at the time of employment and reporting any changes thereafter. This is important so as to contact the employee whenever the need arises.

Telephone Calls 
For prompt and efficient services, telephone calls must be answered in a courteous manner on or before the third ring.

Personal telephone calls may tie up the company’s business. For this reason, any personal discussions on incoming or outgoing telephone calls by employees must be minimized. 

Protection of Company or Personal Property

Employees must take reasonable care to prevent loss, damage or misuse of the company’s property. Similarly, they are responsible for safeguarding personal effects brought into the company premises. The company carries no insurance on these items and cannot accept any responsibility for loss or theft of personal effects including cash and motor vehicles. However, the company would take reasonable steps to safeguard lives and properties at all times.

Right of search

The company may at all time ask its employees to submit to being searched whilst on or about to leave the company premises and the employee on such request must oblige. The company’s security personnel are empowered to conduct such search from time to time or when the need arises. Gender must be respected during official search.

Office Supplies
The company provides necessary stationery and working tools to enable employees carry out their assignments effectively. The logistics department shall make all necessary purchases on behalf of the company. If an employee needs any material that is not available, request should be made to logistics department through the Supervising Officer who will handle same.

Staff Identity Card
New staff on joining the company shall be issued with an identity card which must be worn at all times and presented on demand. The identity card will also be renewed by the company on expiration after three years at no cost to the staff. However, any loss of an identity card attracts replacement fee with a sworn affidavit or police report as to the loss.

On cessation of employment, the identity card must be returned to the company. Possession of the company’s identity card after leaving employment is illegal and may result in prosecution.

Emergency Safety Precautions
In the event of fire or such other emergencies, employees should trigger-off the fire alarm, call Fire Service Department and promptly leave the company premises. Fire extinguishers should be used as first aid while the help of the Fire Service is being awaited .All employee will gathered at assembly point
At the end of each working day, it is the responsibility of all employees to ensure that all lights and power points are switched off and all water taps are turn-off.

Change of Name

Any employee, who changed his/her name for whatever reason, should inform the Human Resources Department in writing with sworn affidavit or copy of marriage certificate for appropriate documentation.

Request for Information on Employee
Any request for information and/or records concerning present or former employee of the company should be referred to the Human Resources Department for necessary action.

Access to Personal Files

Employees will only discuss materials such as performance evaluation, promotion, discipline and termination before the material is filed away in his/her personal file. They shall not have any direct access to their personal files.

Declaration 
All employees, as part of the condition of employment, are required to complete the Code of Conduct forms(s) against divulging of official information/secrets to unauthorized persons or organizations.

Leave Allowance

Flat rates are paid as leave allowance to various grades of staff. The rates are determined from time to time by Executive Management. Details of current figures are advised to staff as the need arises. Leave allowance would be paid when proceeding on leave or other times as may be approved by the Management. 
End of Year Bonus

Employees shall be entitled to end year bonus.

(b) 
CODE OF CONDUCT
POLICY OBJECTIVE:
Confidentially, Objective and Conflict of Interest

POLICY STATEMENTS:

To articulate Management’s policy on Confidentiality, Objective, Conflict of interest, Creed and Statement of Basic Values

This policy addresses the following issues:

1.       
Confidentiality

2.
Objectivity

3.       
Conflict of interest

4.       
Creed 

5.        Statement of Basic Values

It should be noted that this set of codes does not replace operational procedures as set out in the respective department Manuals; rather it emphasizes salient statements of basic principles.

The Company expects that the actions of every member of staff will reflect the ethical standards required of them at all times with a view to enhancing the good image of the Company

It should be noted that an employee has a general duty to his employer to act in good faith and fidelity while in the course of employment.

Employees are required to behave with a high level of honesty, fairness, and truthfulness in all professional, business and financial relationships.  Thus the need for a high degree of integrity cannot be over-emphasized.

Members of staff should undertake at all times to comply with all applicable laws and regulations, anywhere they are required to discharge their services.  Given that members of staff are as a duty required partaking in financial transactions and are thus exposed to temptations, the company requires absolute assurance of honesty and integrity at all times.

The reliability of information and record is an element of the company’s integrity.  All entries must thus be accurate and complete.

It is viewed as unbecoming for a staff to be involved in debt or is found guilty of proven cases of financial embarrassment, conducting self in an indecent or improper manner inside or outside the office.  In the same vein, a member of staff shall not demand or accept gratification as a result of any advance, loan or credit facility granted or being processed or to be granted by the company customers.

Every member of staff is expected to be reasonably and smartly dressed.

Any recommendation that may involve the use of the company’s name or letter-head so as to give the impression that the transaction or recommendation is on behalf of the company must be subject to the approval of the Executive Management.

Permission must be sought from and approval given by the company’s Executive Management before any group of staff can hold meetings and social gatherings within the premises of the company.

It is a staff obligation to report any suspicious or fraudulent act or misuse of the company’s property to management as any knowledge of proven case will be considered as conspiracy.
1. CONFIDENTIALITY


The prior approval of management must be obtained before an employee engages in any form of discussion revealing information concerning the company or any of its customers to any member of the public. In the case of a court order or legal duty to disclose, the company must specifically approve a request before such information can be disclosed.  It should also be noted that a staff acquiring or receiving confidential information in the course of his or her duty should neither use the information for his or her personal advantage or the advantage of a third party.

2. OBJECTIVITY


It is therefore essential that end user of company products should be able to repose complete confidence in the integrity of the staff they transact business with.  Consequently, it is imperative that staff maintains high level of objectivity in the discharge of their duties.  Objectivity here is epitomized as a state of not being influenced by personal feelings or opinions, in the discharge of specific job functions.  To achieve the level of objectivity for the purpose of this policy, threats include – intimidation threat, advocacy threat, familiarity or trust threat, self – interest threat and self – reviewed threat.  Employees are expected to develop a standard but flexible framework with which they can identify actual or potential threats to objectivity and put in place necessary safeguards to check such threats, actual or potential.

3. CONFLICT OF INTERESTS


It is an acceptable principle that the interest of the employees must not conflict with the interest of the employer on issues bordering on objectivity, confidentiality, code of conduct basic values, job performance and general official policies among others.  In the event of such conflicts, the safeguards in the grievance procedures as laid down in the procedural manual should be followed strictly.  It should be noted that where the continuance of contractual agreement between an employee and an employer would prejudice the interest of any of the parties, the contract of employment should be discontinued.

4. CONNECT RAIL CREED

CONNECT RAIL staff, always with unyielding integrity:

· Create a clear, simple, reality-based customer-focused vision, and are to communicate it straightforwardly to all constituencies.

· Reach, set aggressive targets, recognize and reward progress, while understanding accountability and commitment.

· Have passion for excellence; manage bureaucracy
· Have the self- confidence to empower others and behave in a boundary-less fashion; believe in and are committed to work out as a means of empowerment, are open to ideas from anywhere.

· Have the capacity to develop global brains and global sensitivity, and are comfortable building diverse and global teams.

· Have enormous energy and the ability to energize and invigorate others, stimulate and relish change, and not be frightened or paralyzed by it, see change as an opportunity, not a threat.

· Possess a mind-set that drives quality cost and speed for a competitive advantage. 

5.
STATEMENT OF CORE VALUES
Delivering cutting edge solutions in logistics and haulage, through ail and water transportation.

We appreciate and celebrate the difference quality service can make in the overall input of a business.
Integrity
We have high standards and our goal is to deliver even beyond our clients expectations. We define quality by our ability to keep to our words, which is our bond.
Innovation
We believe that things can not remain the same forever. Hence, we would rather innovate, than die.
Focus
The value we attached to our clients makes us to follow a course until we are successful, according to the clients’ standard.
Passion
The drive we have to satisfy our customers’, gives us the delight to do whatever it takes to achieve such.
.
POLICY TITLE:

EMPLOYMENT/APPOINTMENT

POLICY OBJECTIVE:
To articulate Management’s Policy on Employment/Appointment
POLICY STATEMENTS:

This policy addresses the following issues:

1. New Employment

2. Acting Employment

3. Organisation Employment

4. Job Grading

5. Promotion.

1.
NEW EMPLOYMENT – CONNECT RAIL SERVICES LIMITED
All employees, subject to the authorisation and approval procedure of the Company, are expected to join through Human Resources Department in the same manner as their exit procedures are handled by the Department.  This does not in any way pre-suppose that the Human Resources Department functions without specifications, advice or involvement of relevant Heads of Department.

1.1 ELIGIBILITY FOR EMPLOYMENT

(a) Candidates for employment must possess a good University degree from a recognised University or an HND in the Technical/ Administration/ Maintenance and Secretarial cadres. In the case of Clerical and Drivers cadres, such recruitments shall be handled by the requesting Department under the supervision of Human Resources Department.

(b) Candidates coming in as experienced staff should possess a professional qualification or a master’s degree in a specialised field from a recognised University.

(c) Candidate must be certified medically fit by a doctor recognised by the Company.

(d) Candidate must be specifically approved by the Consultant if he has been discharged/dismissed or asked to resign from a previous employment. 

1.2 EMPLOYMENT PROCEDURES


Unit/Department Heads will demand for new/additional staff after discussions with their Heads of Divisions by completing the Staff Requisition Form and obtaining the consent of the Executive Directors or his designate before forwarding same to the Human Resources Department.

a) In the absence of the approving authority, the Head, Human Resources Management and Departmental Head will confirm that the requisition is within the budgeted establishment, or is an increase or a replacement.  The Head, Human Resources will then proceed to obtain the provisional approval of the Executive Director prior to a final confirmation of the Executive Directors.

b) The Head, Human Resources Department will initiate the recruitment exercise on receipt of the approved staff requisition form.

c) The procedures outlined here for the recruitment of permanent staff are not rigidly applicable, and may be varied as and when necessary.  On receipt of the approved requisition form by the head, Human Resources Management, the following will be taken: 

(i) Internal Placement

The Head of Human Resources Department will initially explore the possibility of filling the position with an internal candidate who meets the specified requirement for the position.

(ii) Head Hunting

This is usually utilized to fill senior positions by means of a discreet approach to suitable candidates who may be available, and interested in joining the Company.

(iii) External Advertisement

This approach is adopted especially when all the avenues specified above have failed to produce suitable candidates. The external advertisement method widens the range and scope for identifying suitable candidates.

(iv) The advertisement will be drafted by the Head of Human Resources Department and approved by the appropriate Head of Department, and in some cases, by top management before publication.  In some cases, vacancy advertisement may not indicate the identity of the Company.  This is to avoid undue pressure on the Company’s Officials by prospective candidates and their sponsors.

(v) All applications received in response to the advertisement, will be assigned serial number with the date of receipt clearly indicated.

(vi) The Head of Human Resources Management or his designated nominee will screen the applications received to a manageable number and then liaise with the Head of the requesting Department to short-list candidates for interview.

(vii) All candidates from entry level to officer job grade would be required to take and pass the appropriate aptitude test in addition to meeting the requirements as enumerated in the eligibility for employment.  Candidates being considered for Assistant Manager Job Grade and above who meet the eligibility requirement may be exempted from the aptitude test and would be interviewed by a panel of interviewers/committee made up of the Heads, of the requesting Departments or Divisional Head; Head, Human Resources and Heads of relevant Departments or their nominees.  All members of the interview panel are expected to assess the candidates on the Interview Assessment Form and the total scores summed up to determine the relative performance of the various candidates.

(viii) The Head, Human Resources Department will prepare a summary interview report with appropriate recommendations for the approval of the Executive Directors.  

(ix) The employee commencement salary is made on the recommendation of the head, Human Resources Department based on the interview report to the Executive Directors approval level.

(x) The successful candidate is called in for discussion with the Executive Directors and the Head of Human Resources Department.  Salary and resumption date are finalised during the discussion. 

(xi) An offer of employment is made.  Three copies of the Letter of Appointment are made by the Head, Human Resources Department and distributed as follows:

a. Two copies to the new employee who will be required to confirm his acceptance or otherwise of the offer.  The acknowledged copy will be handed to the Head, Human Resources Department.

b. The returned copy of the letter will be applied to establish the employee’s personal file.

c. Character references would be sought from one referee who are not relatives as indicated by the applicant.  In all cases character references will be made out to the applicant’s previous employers.  For this purpose, the previous employers Reference form will be utilised. 

d. Continuous employment is subject to the receipt of satisfactory references and a positive medical examination report.

e. In all cases, unsuccessful applicants will be appropriately notified through the standard Letter of Regret.

1.3 OUTSTANDING WITH PREVIOUS EMPLOYER


The Company will not be responsible for the settlement of outstanding obligations including loans to previous employers.  This must be made known in the course of the recruitment interview.  The Company may however use its discretion to grant a loan to settle the outstanding with previous employer.

1.4 INDUCTION


This is a system by which a new entrant into an organisation is introduced to its practices, policies and purpose.  By joining the Company, the new entrant becomes a member of a new organisation, and as soon as possible should be helped to settle down and to take interest in the new environment. An induction form will be filled by the employee.

Induction, therefore, being an important factor of industrial efficiency and happiness at work must be so designed as to generate interest and enthusiasm without being unduly long and boring.  A period of one week therefore, will suffice.  The course should be as detailed as possible and should include talks on the Company’s history and structure, the organisational chart, general terms and conditions of service, a tour round the office to introduce him/her to places and persons with whom he/she may be in frequent touch in the course of his/her work, the importance of his/her work and its relationship to the work of others.  On the whole, the course must attempt to make the new employee feel a sense of “belonging” which is very important to his future in the organisation.  The induction programme will be reviewed from time to time and will be kept in Human Resources Department.

1.5 PROBATION


When a decision is taken to engage an employee, the test of suitability will be a trial of probationary period on the job.  This trial period will not normally exceed six months, but may be extended for a further length of time (not more than three months) if it is considered that this is necessary to ensure the suitability of the employee.


To enable management get an early feedback on the performance of the employee during the period of probation, a monthly review of performance will be carried out.  It is expected that the assessment will be discussed with the employee.


All confirmation after successful probation period will be on the recommendation of the employee’s supervisor, Head, Human Resources Management Department and approved by Management.


On satisfactory completion of probationary period, staff will be taken into the Company permanent employment and a Letter of Confirmation will be issued to him/her. 


Every employee newly engaged shall register with Pension Fund Administrator (PFA) of his/her choice in accordance with provisions of Pension Act 2004. Contribution by the employer and the employee commences from the month of joining the company.
1.6 CONFIRMATION OF APPOINTMENT PROCEDURES


The Human Resources Management will prepare the confirmation of appointment questionnaire attached as Appendix VIII at least three weeks from the due date, and send to the appropriate Head of Department.


The Head of Department, will ideally, and as much as is necessary, discuss the appraisal with the employees’ immediate supervisor before completing the questionnaire.  In some cases, it may indeed be more effective to have the employee’s immediate supervisor completes the questionnaire.  When the completed appraisal questionnaire is received from the employee’s department, the Head of Human Resources Management will process the recommendations for the consideration of management after due consideration of the conditions precedent to confirmation.


Before confirmation, reference from previous employer, 2 (two) referees who are not relatives and medical certificate of fitness must have been obtained.


Management reserves the right to extend the probationary period when it deems it necessary in the best interest of the Company.  On accepting the recommendation for an extension of the probationary period, the affected employees will be notified in writing accordingly. 

1.7 DUAL EMPLOYMENT/PRIVATE PRACTICE


Employees are expected to devote their full energy to the Company’s work.  It is therefore, against the policy of the Company for any employee to accept another employment or salary for services from outside sources.
1.8 EMPLOYMENT OF RELATIVES


The Company is committed to hiring and retaining highly qualified persons.  At the same time, Management recognises that despite their qualifications, hiring and retaining close relatives of personnel who are willing to be diligent and give their best is fine.
2.
ACTING APPOINTMENT (SENIOR POSITION ONLY)

2.1 POLICY


No one should fill an acting appointment that has not got the suitable technical, experience or educational qualification for the senior post.


Acting appointments which should not exceed six months duration may be made for some of the following purposes:

a. To fill a temporary vacancy in a higher grade whilst relieving another employee who is absent from his job for some necessary reasons such as leave, course, and sickness and so on.

b. To fill a higher grade job, which is envisaged, may become permanent subject to satisfactory work by the employee doing the job.


In the case of the latter, it is very necessary to ensure that the right appointment is made in the first instance.  It is therefore essential that a close watch is kept on acting appointment, and that full reports are made on the holders of posts before the acting period is over especially when promotion may be automatic.  All acting appointments no matter for what period should be reported to the Head of Human Resources Management who will make enquiries from the Manager concerned before the expiration of the acting period.

2.2 PRIORITIES FOR ACTING APPOINTMENT


Selection to fill acting appointments should be based on the following in order of priority:

(a) Ability

(b) Experience

(c) Seniority and 

(d) Availability.


When ability is equal, then experience should decide who is to be selected.  In no circumstances should a person, who is being considered for appointment to a higher grade, be rejected because it is alleged that he/she is not available.

2.3 PAYMENT OF ACTING ALLOWANCE


Acting Allowance will be paid when staff acts continuously for not less than one month.  The actual amount to be paid for acting appointment will be at the discretion of management, as a guide, allowance should generally be based on the difference between an employee’s basic salary and the minimum or basic salary of the grade in which he/she is acting.

2.4 REPORTS


The holder of an acting appointment may be confirmed on the appointment at any time during the acting period provided that he/she is the right person for permanent appointment to the post.  To enable a decision to be reached on this, the Divisional or Head of Department will call for periodic reports.  An employee holding such post should be told how he/she is getting on and this will be done by his/her immediate supervisor.


An employee holding an acting appointment should remain on the job during the whole period of his/her acting appointment and should not be removed for such things as leave.  If the Company removes him/her, for the purpose of attending a course or other similar reason, he/she will continue to receive acting allowance during the period of the course and the time spent away from his/her job will count towards the acting period.


All acting allowances should be paid at the end of the acting period.  Periodical or irregular payments will not be made.  Periods of absence during acting appointment that are not attributable to the Company will not earn acting allowance.  Such absences may be due to leave, sickness, suspension, etc.


An employee given an acting appointment who works so badly that he/she has to be removed from the appointment before completion of the acting period will qualify for payment of acting allowance for any period in excess of one month.  The allowance to be paid is the difference between the employee’s own basic monthly rate and the minimum monthly rate for the grade in which he/she is acting (where his own basic rate is already higher than the minimum, the next higher rate should be used, provided that such higher rate is not less than one increment more than his existing rate.


It should be borne in mind that all nominations for acting appointment on Higher and Senior Staff Grades must have the prior approval of the Executive Directors or their designate through the Head of Human Resources Management.

2.5 ORGANISATIONAL STRUCTURE


The objective of a Departmental Structure is to lay down in detail the number of persons who will be employed in a Department, their job description and set objectives and the grades that the jobs will carry.  By this means, unnecessary staff will be eliminated, jobs will be fairly graded, and a Department Organogram put in place.


It is therefore the policy of the Company that every Department of the Company will have its own standardised structure and that every job performed by every employee will be shown on the structure cadre.  It is the responsibility of the Head of Human Resources Management Department to ensure that the approved structure is adhered to.


In addition, job description/performance standard for staff would be prepared and placed in staff personal files, and Departmental files for management appraisal against set objectives.

2.6 JOB GRADING


All jobs should be graded in accordance with their correct value and normally should not therefore be variable.  It is the job that is graded and not the employee, and the employee is accordingly paid in line with the salary scale applicable to the grade of the particular job in the Department to which he/she has been assigned.


The Job Grades in the Company are as follows:

A. EXECUTIVE MANAGEMENT LEVEL

1. Executive Chairman

2. Executive Directors

3. General Manager.

B. SENIOR MANAGEMENT LEVEL

1. Deputy General Manager

2. Assistant General Manager

3. Principal Manager

4. Senior Manager.

C. MIDDLE MANAGEMENT LEVEL

1. Manager

2. Deputy Manager

3. Assistant Manager.

D. OFFICER LEVEL

1. Senior Technical Officer

2. Technical Officer

3. Senior Executive Assistant

4. Executive Assistant

5. G.T.O.

E. Ancillary and other cadres are staff members of clerical grades and below as detailed in Human Resources Department.

Despite the general policy stated above, there are certain jobs whose grading may vary by reason of the fact that such jobs can bring greater experience and assume greater responsibility as they progress.  In such cases the grading of the job may be shown as PERSONAL where the variation can be considerable. 
POLICY TITLE:

SEPARATION POLICIES

POLICY OBJECTIVE:    
To articulate Management’s Policy on Separation.

POLICY STATEMENTS:

This policy addresses the following issues:

1. Resignation

2. Redundancy

3. Retirement 

4. Termination

5. Summary dismissal

6. Grievance Procedure

7. Pension Scheme

8. Gratuity Scheme

9. Personal Accident Scheme

1.
RESIGNATION

· Management may accept the resignation of an employee on the provision that:

· There is no investigation pending or outstanding concerning fraud or any serious misconduct. 

· The employee is not resigning to escape an investigation.

· The employee is not on suspension in respect of any case not yet fully investigated.

· The employee has not committed (or been found guilty of) any offence that would earn a termination of appointment or summary dismissal.

· Confirmed members of staff will be required to give one-month notice or pay one-month basic salary in lieu of notice.

· Unconfirmed members of staff will be required to give two-weeks notice or pay an equivalent amount of basic salary.
· Without prejudice, management may, if it deems fit and necessary decide to release before the expiration of the notice of resignation an employee who has given adequate notice of resignation. In such situation, the company shall pay all entitlements including the salary for the notice period due to him/her.  
· All entitlements and indebtedness due to either party shall become payable on cessation of employment.

· The variable to be taken into consideration in calculating entitlement and indebtedness are as detailed in appendix i.

· An employee giving a month’s notice of resignation due for leave should normally be allowed to take his leave during the period of his notice.  If it is difficult to release him, he should work his notice carrying over his days of leave which cannot be taken during the period of notice and leave allowance when due. 

· An employee due for leave and giving a month’s salary in lieu of notice or leaving without notice should not be allowed to draw leave allowance or salary in lieu of leave since by paying salary in lieu of notice he has brought his employment to an end and is not entitled to any further benefits from his employer.

· Where an employee leaves without notice or salary in lieu and it is not possible to obtain recompense from him, the only alternative is to prosecute through the court or as may be determined by the Management. 

2.
REDUNDANCY

· Redundancy shall be understood to mean the involuntary loss of employment through no fault of the employee caused by 

· Restructuring/Reengineering or elimination of employee’s job due to structural or technological changes and inability of employee to be repositioned due to lack of training, experience or requisite academic qualification.

· Excess of manpower, at a particular point in time.

· Rationalisation of available work through causes beyond the control of the Company.

·  In all cases, the principle of ‘Last In, First Out’ shall apply except where the merit and ability of a staff of shorter employment tenure is, in Management’s opinion, greater than that of an employee with longer service.

· To qualify for redundancy compensation staff must have spent a minimum of 2 years with the Company.

· Any employee declared redundant shall be entitled to monetary compensation on the basis of one month gross pay for every year of service.

· The above payments shall be made in addition to all the employee’s entitlements under ‘Termination of Appointment’.

Within 12 months from the date of separation on grounds of redundancy, the Company shall give priority consideration to lay off employees in the event of engaging new staff of a similar grade for similar positions, provided that the laid-off employee is able to refund redundancy benefits.  Alternatively, the employment shall be deemed to be new and past services shall not count in the conditions of service.

3. RETIREMENT

· An employee shall be due for retirement on reaching the age of 60 years or after 35 years of service, which ever occurs first.

· In the event of Retirement, the entitlement shall be juxtaposed with the indebtedness and the difference will be due for immediate payment and all property of the Company in the employee’s possession shall be returned to the Company immediately.

· Retired employees shall be entitled to benefits under the Pension and Gratuity Schemes, which shall be advised from time to time.

4.
TERMINATION

Where an employee is guilty of misconduct which does not merit summary dismissal but necessitates the termination of his/her appointment or has already had two warnings recorded in his/her personal record and does something which merits further disciplinary action, then his/her services may be terminated.

· An employee’s appointment may be terminated for disciplinary or performance reasons as outlined in the policies on grievance procedure.

· Confirmed staff shall be given one-month notice or paid one-month salary in lieu thereof.
· Inefficiency: An employee may be inefficient but this does not constitute an industrial misconduct.

5.
SUMMARY DISMISSAL

· An employee may be summarily dismissed for serious misconduct, examples of which are dereliction of duty, refusal to obey reasonable order, insensitivity to client’s, disrespect to client’s, unauthorised disclosure of client’s/Company’s information, falsification and fraud of all kinds and other irregular practices in-respect of cash, vouchers, records, clients’ accounts, removal of any records or forms pertaining to the company business without appropriate authorisation, signing documents committing the Company to a financial obligation without approval, sleeping on duty, consuming or being under the influence of alcohol, smoking, gross insubordination or disrespect to Management Staff and Supervisors, gross negligence, thereby causing accident, fighting while on duty, corruption or attempting to corrupt other employees, malicious damage of Company’s property and all other misconduct(s) of like nature which are detrimental in all respect to the smooth operation of the Company. 

· Any employee guilty of serious misconduct may be dismissed summarily by the authority responsible for recruitment at the level of the staff concerned.  The procedure will be as outlined in the policies on grievance procedure.

· In the event of summary dismissal, all outstanding loans with the Company and Co-operative with the exception of Gratuity (if applicable, shall be due for immediate payment and all property of the Company in the employee’s possession shall be returned to the Company immediately.

6.
GRIEVANCE PROCEDURE

The Company Disciplinary Procedure allows for the issue of warning letters for inefficiency and for misconduct not meriting outright termination of employment.  In the case of termination of employment, (when the gravity of the offence necessitates immediate termination) the employee may be summarily dismissed or given a month’s notice of termination or as stated in his/her letter of appointment depending on the gravity of the offence. 

i. Warning for Misconduct

Where an offence is committed which is not sufficiently serious to warrant summary dismissal or termination with notice, an official warning will be issued.  For the first offence, ‘First Warning’ will be issued, and for the second offence, ‘Second Warning’ will also be issued, if a third offence is then committed, the employee’s services may be terminated.  Management must exercise restraint in issuing warnings and this should not be confused with a mere verbal or written ‘reprimand’.  To an employee, warning is a serious matter as it means a ‘Black Mark’ on his/her career, which will remain, on his/her record for at least one year.  After one year, the warning shall be cancelled but documentation remains on file.  Management should therefore be convinced that an official warning is fair and desirable.  The facts of the case must be carefully weighed before reaching the decision to issue a warning.

ii. Suspension

Where an employee is suspected of serious misconduct, he/she may be suspended from duty from that date until investigation is completed.

Where considering suspension, the primary question is whether the employee can commit further damage by remaining at work.  If this is the case, then he/she should be suspended.  If his/her misconduct is not such as to warrant the initiation of recommendation for dismissal, then he should not be suspended but merely warned.  Whenever an employee is suspended, he/she must be informed in writing that he/she is suspended and should be instructed to report to Human Resources Management Department daily until the matter is fully disposed of.

An employee, who is, at the time of suspension, in charge of cash or Company assets must have his/her cash or asset register, checked by his/her Supervisor at the time of suspension in the presence of an Internal Auditor.  He/she must also be given the opportunity to be present when these are being checked so as to be able to account for any deficiencies.  If he/she is unwilling to be present at the time of the check, then other reliable witness must be present and must certify the cash records to their correctness.

All suspension cases must be dealt with as quickly as possible as to avoid undue hardship to the employee or inconvenience to the Company if it is subsequently decided that the employee should return to work, the suspension letter must be cancelled in writing.  Occasion may arise where it may be necessary to send an employee home for a day with instructions to report back the following morning without issuing a formal letter of suspension.  During the intervening period of this informal suspension, consideration can be given to the best action to be taken and the matter may be resolved with better result.  For offences resulting in court action or police intervention no part of pay shall be granted, except where the matter is eventually disposed of in the employee’s favour.  Otherwise, any part of salary that is unpaid during such suspension shall remain forfeited on ground of ‘no work no pay’. 

iii. Grievance Procedure Stages

An employee who feels that he/she has a grievance or that he/she has been subjected to unfair treatment may put such grievance or complaint in writing to Management as set out below:

Procedure


Stage I

The employee who has a grievance shall make this known as soon as possible to his/her immediate supervisor who shall look into the matter with a view to settling it.

Stage II

If after three days the employee concerned has had no satisfactory answer or action taken on his/her grievance, he/she may then request that the matter be transferred to his immediate Supervisor’s Boss (Head of Department or divisional Head as the case may be).

Stage III

If after a further seven days the matter still has not been settled, the aggrieved employee can take up the issue with the Head of Human Resources Department who will call for the proceeding of the Disciplinary Committee.

Stage IV

If after a further two weeks the matter is still not resolved satisfactorily, it may then be referred to the Executive or Board depending on the level of the staff concerned.  The decision at this level shall be final. 

Comments 

In order that appeals can be dealt with as expeditiously as possible without the need to refer back for further information supervisors transmitting appeals to higher authority must add their comments and suggestion when forwarding such appeals and indicate on the appeal that it has been submitted through them.

Allegations made in appeals should normally be supported by proofs; and appeals that contain offensive material will be ignored; also, anonymous letters are discountenanced. 

Discipline and Discipline Procedures

Strict observation of the Company’s rules and regulations is necessary to ensure smooth running of the Company.  Any staff that violates any of the general rules and regulations or the sectional/departmental guidelines which are in force, or whose job performance is not up to standard, or who is wilfully negligent or disobedient, or is persistently absent from or late to work and other activities of the  Company shall be liable to discipline.

Caution 

Minor offences shall attract verbal caution.  This serves as a reminder to an employee that he/she is stepping out of line.  Series of offences constitute unsatisfactory behaviour and may result in a letter of caution being issued to the 
employee concerned. 

Informal Warning

This shall be given by the employee’s immediate supervisor.  It should be given verbally and the employee should be told exactly what he or she has done and the consequences of a reoccurrence.  No written record shall be made of the informal warning, but a brief summary of the date on which the verbal warning was delivered and basic content of the discussion should be made.

Formal Warning

If an employee has had an informal warning and continues to fail to meet the required standard, then he or she should be given a formally written warning.  This will be given by the HR Department.  The warning should specify what the employee has done and precisely what he or she must do to improve.  The warning should also include when his or her performance will again be reviewed and the consequences of continued failure to meet standards.

Offences that will attract warning include, but not limited to the following:

a. An employee absenting himself or herself for one or two days from work without permission or any acceptable reason.

b. Rendering oneself unfit, by intoxication or other means, which impedes proper performance of duties.

c. Negligence of any form which lead to careless or improper performance of duties.

d. Using abusive language or insulting behaviour to any person placed in authority or customer.

e. Failure to obey proper instructions from superior officers, which instructions are in the interest of the Company.

f. Causing avoidable waste of materials or misuse of machinery and equipment.

g. Any other offences which may be determined from time to time by the Management of the Company.

Before a warning letter is issued to an employee, he or she should be given the opportunity to fully state his or her case in writing.

A copy of the warning letter should be placed in the employee’s personnel file in HR Department.  Such warning may be erased after 12 months of good conduct from the date of issue.  Any staff warned or suspended shall not qualify for promotion within 12 months.

Final Warning

Continued failure to meet standard should warrant a final written warning to be given to the staff.  Again, the warning should specify exactly what has taken place since the last warning, precisely what he or she must do to achieve the necessary standards; the period/time within which the employees should reach the standards and precisely what actions will be taken if the standards are not met.  A copy of the warning should be placed in the employee’s personnel file.

The employee should again be given full opportunity of stating his/her case with any extenuating/mitigating circumstances being taken into consideration.

Suspension

If an employee is suspected of dishonesty, wilful damage, fraud or any other gross misconduct as may be determined by Management, he or she may be suspended from duty for a period not exceeding six months or for an indefinite period, during which time investigations shall be concluded.  During the period of suspension, the employee may be placed on half basic salary and full pre-paid allowances only, or may be suspended without pay.

If after such investigation, the employee is exonerated from the allegation, he or she shall be recalled and the balance of basic salary and other allowances due to him or her shall be made good from the date of suspension.  If however, the employee is found guilty, he or she will be dealt with in accordance with the disciplinary procedures.

An employee on suspension, may where practicable, be required to report each working day to an official destination designated by the employer and sign an attendance register. 

Termination

Any employee’s appointment may be terminated if within a period of 12 months he or she had been guilty on three occasions of committing any act of misconduct for which two previous warning letters have been issued.  Termination may be effected on the third occasion.

Notwithstanding the condition above, the Company may at its discretion, terminate the appointment of any employee by giving him or her one month’s notice or pay one month’s  salary in lieu of notice thereof.

An employee whose service has been terminated shall nevertheless be entitled to one month’s salary in lieu of notice, in case of confirmed staff and two weeks notice or pro-rated salary in lieu, in case of unconfirmed staff.  This is in addition to any other benefits that may be due to the staff.

Dismissal 

An employee may be summarily dismissed from the service of the Company for certain offences that constitute gross misconduct.  Such offences are, but not limited to the following: 

a. Proven case of theft, fraud, dishonesty, falsification of accounts or records, irregular practices in respect of cash, voucher, returns or  customers account;

b. High level of disobedience or negligence resulting into substantial loss to the Company;

c. Divulging confidential information, in breach of the declaration of secrecy or code of conduct;

d. Conviction for a criminal  offence;

e. Three or more consecutive days absence from duty without leave or reasonable cause;

f. Engaging in physical combat or disorderly behaviour during working hours or within the office premises or its immediate surroundings;

g. Deriving any benefits in the course of his/her official duties which places him/her in such a position that his personal interest will conflict with his/her duties to the employer or to customer of the Company;

h. Habitual drunkenness or taking drugs other than for medical reasons which may render an employee unfit to carry out his/her normal duties;

i. Sexual Harassment.

j. Any other offence which may be agreed upon by the Management from time to time.

Before summary dismissal is effected, the employee shall be given a written query and afforded the opportunity to defend himself/herself in writing and/or appear before the Disciplinary Committee, except where the employee has abandoned his/her duties.

Where an employee is summarily dismissed, the Company shall have no other liability to him/her than the payment of his/her salary up to the date of summary dismissal and his/her own contribution to the Staff Retirement Benefit Scheme.  He/she shall lose all other benefits granted to regular employees.

iv. The Authorities 

The authorities empowered to carry out disciplinary actions are as follows:

a. Caution: verbal or written depending on the gravity of the offence could be given by Human Resources Department;

b. First Warning will be given by Human Resources Department.
c. Second Warning:  Head of Human Resources Department.
d. Termination or Summary Dismissal:  Head of Human Resources on the authority of the Executive Directors as recommended by the Staff Disciplinary Committee.

v. Under no circumstance must this order of authority be  flouted

In the case of first written warning, all relevant documents relating to the offence such as copy of the query issued to the staff, the response materials submitted in evidence should be made available to the HOD or his designate while recommending a second warning letter.  (I.e. request for second warning must include all copies of relevant documents relating to the first warning).

First warning letter must be issued by the Head of Human Resources Management on the recommendation of the Head of Department while the Executive Director or his designate must approve the second warning letter before it can be issued to the staff by the Head of Human Resources Management.  However, the only authority to authorise the termination of appointments is the Managing Director, this has to be ratified by the Executive Committee or Board depending on the level of the staff affected.  Under no circumstances will letters of termination be issued by any other person without prior approval by the approving authority.

vi. Appeal

An appeal against a first warning should be made to the respective Head of Department/Branch Manager/immediate supervisor.  An appeal against a second warning should be made to the Managing Director or his designate in writing and such an appeal must pass through the immediate supervisor/Head of Department of the staff.  Termination should not be made until the employee has had sufficient time to lodge his/her appeal and the Managing Director or his designate has given consideration to the appeal.  Final action for termination of employment should not be taken until at least seven days have elapsed after the second warning, given regard to other constraining factors e.g. communication difficulties.  It is important therefore that the Managing Director or his designate has the entire facts available (on the first and second warning letters) including the employee’s defence before he makes his final decision.

MISTAKES/ERRORS/MISCONDUCT

When a member of staff commits the same mistake/error/misconduct twice, the staff will be issued a warning letter by Human Resources Department. Where the member of staff commits the same mistake the third time after the warning letter, a final warning letter will be issued by Human Resources Department.

FRAUDULENT INTENTION/MISTAKE

Any error committed fraudulently will attract summary/instant dismissal as contained in the “separation” policy.

7.
PENSION SCHEME

· The Company operates a contributory Pension Scheme for all confirmed staff, which is set up by a Trust Deed and administered according to the rules by Trustees approved by the Company.

· The scheme provides for benefits to be paid to confirmed employees who leave employment due to:

a. Retirement;

b. Death;

c. Accident;

d. Illness

e. Resignation/General Exit

The amount of retirement or terminal benefits depends on the length of service and the amount contributed by the employer/employee under the Pension Scheme Act of 2005. 
8.
GRATUITY

Gratuity scheme shall be for the benefit of permanent staff i.e. employees’ whose appointments have been confirmed and have put in the required number of years of service. The benefits under the scheme are related to employees’ length of service and remuneration. The lump-sum benefits payable upon retirement or resignation of employment shall be fully accrued over the service lives of management and non management staff of the Company and charged to the profit and loss account every year. 

The basis for computing gratuity payable for any staff shall be as stated below:

LENGTH OF SERVICE



ENTITLEMENT 

Less than 3 years of service


Nil

3 – 4 years of service
Two months’ gross pay for each completed year of service

5 – 9 years of service
Three months’ gross pay for each completed year of service

10 and above years of service
Four months’ gross pay for each completed year of service

For the purpose of gratuity payment, nine months service and above at the terminal year shall count as a complete year.

REDUNDANCY

Situations may arise whereby the Company may discontinue certain aspect of its business which may result into temporary or permanent closure of that part of its business or certain number of employees are in excess of requirement and therefore makes the services of such employees to be no longer required. Management may declare such employees concerned as redundant because they cannot be absorbed into any other section of the business. However the Company shall make redundancy payment to the affected employees as follows:

LENGTH OF SERVICE



ENTITLEMENT 

1 – 5 years of service
2 months gross pay per year of service
5 – 10 years of service
3 months gross pay per year of service
Above 10 years of service
4 months gross pay per year of service
In respect of redundancy payment, nine months service and above at the terminal year shall count as a complete year.  
9.
PERSONAL ACCIDENT INSURANCE

· The Company operates an Insurance policy that cover death or permanent disability of any employee.

· The policy provides for a payment of two (2) time’s annual basic salary to be paid in respect of an employee upon death by accident.

· Payment under this scheme is in addition to the benefits payable under the Gratuity and Pension Schemes.

POLICY TITLE:

TRAINING/MANPOWER DEVELOPMENT

POLICY OBJECTIVE:    
To articulate Management’s Policy on Training/Manpower Development.

POLICY STATEMENTS:

· Training in general terms is the acquisition of knowledge, skill and attitude required to perform particular tasks.  The focus of the Company’s training activity goes beyond the above to include the development of the future manpower requirements of the Company as well as the growth needs of the employees.  The Training Policy is therefore an integral part of the strategic goals of the Company while also reflecting the career and development wishes of the employees.

· The Company training activities will be aimed at guiding and assisting staff in improving their capabilities and performances through a series of policies and programs which ensure that all staff have the appropriate competence and experience (strategic, technical and general) required to perform their various jobs to expected standards.

· Training will be systematic and driven by employee’s needs and the Company’s corporate plan.  Cost effective techniques will be utilised to provide high quality training with measurable results. 

TRAINING PHILOSOPHY 

The Company is committed to the training and development of all grades of staff to improve their knowledge and skills.  This is to enhance productivity and career development.

Consequently, employees will be given the opportunity to acquire such knowledge and skills that are necessary for the efficient and effective performance of their jobs.

Generally, training will include orientation for new employees, on-the-job training, in-house training programmes and attendance at appropriate external courses for cross – fertilisation of ideas.

Types of Training

Induction/Orientation Programme

Induction or Orientation programmes shall be conducted for new employees to properly introduce them to the Company and assist them effectively settle into the job.  Orientation programme may be undertaken at the Head Office and/or the Branch/Department where the new employee is to work.

On-the-job Training

Employees are expected to be fully exposed to learn on-the-job, not only about their specific schedules, but the duties performed by other employees in the Department.  This is to prepare them for effective redeployment at all times.

The Department Head shall have responsibility for ensuring appropriate on-the-job training programmes based on need.  This may be courses run locally or abroad.

It should be noted that training does not only arise when staff are sent on courses.  Employees are, therefore encouraged to imbibe the habit of self development through reading of relevant text books, journals and magazines to enhance their efficiency, productivity and career development.

GUIDE

2. The Company believes that it is in its interest as well as that of the employee that it should give full support to training and development in its pursuit of its business goals.

3. The Company will therefore provide adequate cost-effective opportunities and facilities for training in both local and foreign institutions.

4. The Company training activities will be systematic and based on the identified training needs of the employees and the strategic goals of the Company, it is the responsibility of the Human Resources Management Department to ensure that this is done.

5. Where appropriate, the Company shall provide opportunities for selected employees to participate in development activities and aimed at preparing them for new roles in the organisation.

6. The immediate Supervisor will be consulted about any training identified as relevant to the subordinate.

SOURCING OF COURSE

· The Human Resources Management Department in collaboration with the respective Heads of Department would source relevant courses for all staff.  This is done after proper identification of the Training needs of the staff, through an appraisal system and consideration of the strategic requirement of the Company, at given points in time.  The performance evaluation report will reveal the training needs of staff from time to time.

CORRESPONDENCE COURSE
· The stance of CONNECT RAIL is to provide staff with facilities for the improvement of their knowledge and skill to ensure a regular supply of trained personnel and to prepare them for greater responsibilities.  Employees will be required to take full advantage of available training facilities, which will be provided either in-house, departmentally on the job or from planned training courses locally or offshore.

· Employees would be encouraged to take correspondence courses, which are related to the job the employee is doing and would assist in improving the standard of work.  The passing of an examination does not of itself achieve recognition by way of increase in salary or promotion although it will be reflected in the appraisal for the period.  It’s however expected that the employee’s training will be reflected in his/her work and will thereby earn recognition.

· The Company shall as a deliberate policy encourage employees to participate in Professional examinations in order to develop themselves.  In consideration of this, the Company shall pay 50% of tuition fee to a minimum of N25,000.00 (Twenty Five Thousand Naira only) up-front, (i.e. at the beginning of the programme) and the balance 50% tuition fee to a maximum limit of N25,000 when the employee successfully completes the programme.  The company shall also pay 50% of course materials ranging between N2, 000.00 to N10, 000.00 intermittently.  Any employee sponsored will be required to work for a minimum period of two years with the Company after successfully completing the programme before he/she can be eligible to resign his/her appointment.  Thus the 50% balance will be refunded to the staff six (06) months after the programme is successfully completed.

· However, in any case where an employee is required as part of his/her training to take a correspondence course sponsored by the Company, the complete cost of such course and course materials will be borne by the Company.

· Staffs sometimes need guidance in the selection of courses, which will be of material benefit to them, and which will assist them to progress in the Company.  It will be the responsibility of the Departmental heads to provide the required guidance. 

POLICY TITLE:
PERFORMANCE APPRAISAL/CONFIRMATION, INCREMENT AND PROMOTION.

POLICY OBJECTIVE:    
To articulate Management’s Policy on Performance Appraisal, Confirmation, Increment and Promotion.
POLICY STATEMENTS:

Performance evaluation reports on each member of staff will be made once (annually) in a year, based on juxtaposing actual performance with set objectives.  The reports are to enable the Company to get a feedback on the employee’s job performance and determine training needs, redeployment and/or suitability for continuous employment.  Apart from the confirmation of appointment advice (confirmation is at Management discretion), all employees will have the opportunity to discuss the performance report with their respective supervisors.

PERFORMANCE APPRAISAL

Performance appraisal reviews shall be done regularly. Appraisal reviews shall be based onset targets/standards that were established at the beginning of the review period.

The regular appraisal is to ensure the consistency of employee’s contributions and give him/her opportunity for discussion of problems that may likely affect realisation of set targets.

Regular appraisal is conducted on all staff whose appointments have been confirmed not less than six months before the appraisal implementation month, i.e. confirmed not later than June.

Salary increases are granted annually subject to Management approval after annual appraisal exercise.  Employees who have served for less than 12 calendar months during the appraisal year but qualify for appraisal shall have their increment prorated accordingly.  It is the responsibility of the appraising officer to ensure that he/she is objective and realistic in his/her assessment.

Any member of staff who has received a disciplinary warning letter or suspension during regular the appraisal period shall not be granted any salary increase irrespective of the appraisal rating.

CONFIRMATION/PROMOTION

There will be a mid-term probation report and Confirmation Report for new employees.  Mid-year and the end-of-year reports shall apply in the case of confirmed employee.  The mid-year appraisal would cover the period while the end of year appraisal would be for the period of any year.  All reports should be completed in single copy only; no duplicate should be kept in the Department/Branch.  This is to ensure that subsequent reports are compiled independently by Managers without recourse to previous ones.  The reports shall be evaluated by the HRM (Human Resources Management) as set out in the enabling policy.  The reports will be used for promotion exercises. The supervisors that will do the appraisal will be determined by the Executive Directors.

ANNUAL INCREMENTS

The normal annual incremental rate shall be determined by Management based on performance evaluation report where the Key Performance Indicators (KPI) is indicated and the pay scale table of the Company.

Annual increments are granted to staff based on the rating explanations below:

TABLE FOR ANNUAL INCREMENT

	RATING
	SCORE
	INCREMENT

	A  (Exceptional)
	75% & above
	20% of Gross Salary

	B  (Outstanding)
	74% - 65%
	15% of Gross Salary

	C  (Above Average)
	64% - 55% 
	10% of Gross Salary

	D  (Average)
	54% - 50%
	5% of Gross Salary

	E  (Below Average)
	49% - below%
	No increment


RECOMMENDATIONS

Employees must not be told that they have been recommended for promotion or increment.  If this is done and the recommendation is not approved by Executive Management, which is not uncommon, the employee concerned may become disgruntled and be de-motivated.

All approvals for increments and promotion will be advised to Managers by the Head of Human Resources Department acting on the authority of the Executive Management or his designate.

The award of an increase in salary through promotion just before the end of the year must always be taken into consideration when revising salaries.

PROMOTION

· Policy on Promotion;

· Substantive Promotion.

POLICY

Promotion is dependent on performance as defined in the staff appraisal forms (where the key performance indicators are set out) and subject to exigencies of vacancy.  Staff members are rated on a five-point scale from below average to exceptional.  While staff members that are rated exceptional are due for promotion on an annual basis, staff members rated outstanding are due for promotion every one and a half year.

Staff members rated above average are due for promotion every two years, staff rated average are due for promotion every two and a half years while staff rated below average are not due for promotion.  Human Resources Council (HRC) made up of all Heads (not less than the grade of Manager and above) including the Head of Human Resources will meet at the end of every appraisal period to consider the appraisal report of every member of staff as set out in the enabling policy for promotion.  The essence is to ensure fairness and objectivity in the appraisal system.

Where a vacancy exists, this will be awarded to an employee who has shown proof of ability.  Where ability is equal, then experience on substantive grade should also be taken into consideration.  Under no circumstances will an employee be held back from promotion because it is alleged that he cannot be made available.  The award of promotion is the prerogative of Management and is not a subject for discussion with members of the Company’s staff. 

PROMOTION

Promotion is solely based on merit.  In determining whether or not an employee advances to a higher position, Management will consider the qualification, experience, ability, attitude to work, disciplinary record, dedication, efficiency and tenacity of purpose of the employee in his/her present position and capacity to assume greater responsibilities in a higher position, subject to vacancy.

Total salary increment in any given year shall not exceed 20% of an employee’s gross salary.  This means that where any employee has received merit increase before promotion within the same year, the difference between 20% and the merit increase shall be applied upon promotion.

Redeployment and Transfer

All employees undertake as a condition of employment to accept redeployment or transfer as deemed appropriate by the Company.

SUBSTANTIVE PROMOTION

Where an employee is recommended for substantive promotion either as a result of satisfactory reports based on previous acting appointment, or job performance, or by reason of job up-grading, formal notice of substantive promotion will be issued by the Human Resources Department with copies to the officer concerned.

INCENTIVES, BONUSES AND AWARDS

Bonuses and Awards

End of Year Bonus

The Company shall pay end of year bonus to staff in December.  Any permanent employee who has served the Company for the full calendar year shall be paid an equivalent of a month’s basic salary.  Those who have served the Company for less than the full calendar year shall have their bonus as prorated.

Accident Free Bonus

The Company shall pay accident-free bonus of one month basic salary to all drivers and dispatch riders who have had accident-free driving year. The bonus is payable in October of every year.  It shall be pro-rated for those who spent less than the full year.

Long Service Award

The Company will present or award to members of staff, various tokens in appreciation of their loyal, continuous and dedicated service.  The award shall be made to those who have completed ten years of service and multiples of additional five years of service thereafter.  The value of such awards will be a certificate of service and a tangible gift. 

EMOLUMENTS

(a) PAYMENT OF WAGES & SALARIES 
POLICY OBJECTIVE:
To articulate Management’s policy on Payment of Wages
POLICY STATEMENTS:
1
PAYMENT OF WAGES & SALARIES
Wages will be paid monthly in arrears on the 24th day of every month.  The Payroll will be structured to the maximum benefit of the staff.

If the pay period should fall on a weekend or public holiday, wages shall be paid on the preceding working day.  Whatever money an employee receives as salary is basically confidential information between the employee and the employer.

2.
HOURS OF WORK

Uniformity of hours of work is recognized.  However, as a basic standard and for the calculation of over-time, the Company recognizes a 40 hour working week with 5 hours break period a week. 
As a guide, auxiliary staff members entitled to overtime allowance are expected to work a 50 – hours week that is one hour before resumption
The Company regular hours of work shall be from 8:00 a.m. to 6:00 p.m. With one – hour lunch break.

Note that lunch break hour is flexible and can only be observed between the hours of 11:00 noon – 6:00 pm when the staff does not have duties which required immediate attention. 

The company, however, reserves the right to change the work hours to suit operational requirements.

  3.
SHIFT WORK
(a)
Where the nature of work demands the operation of shift system, employees shall be required to work whatever shift that is laid down.

(b)      No alteration to existing hours will be made unless it has been approved by the Head of Human Resource Management.  Where hours of work are altered details and reasons should be submitted to the Head, Human Resources Department.


The Company will maintain an attendance register, with the exception of employees by management, all staff arriving and leaving work must sign this book personally.  It is an offence for anyone to sign for another person.  It is compulsory for all staff arriving and leaving the Company premises during non-working hours to sign the off – duty hour’s attendance book


Attendance will be appraised weekly and reports presented for Management attention.  Any unrecognized absence as defined by management will be deducted from salary at source and would count in staff evaluation.

4.
LATENESS
Every employee is expected to be in his/her place of work and ready to begin work at the appointed time.  It is the responsibility of individual Head of Department to ensure that employees under them are punctual and that appropriate action is taken to check lateness.  Where an employee is without reasonable excuse, disciplinary action may be taken in line with the policy of the Company.

5.  
CHAUFFEURS, POOL CAR DRIVERS AND SECURITY STAFF
Drivers are however expected to work one hour before and one hour after the official daily working period.  These extra hours do not count for overtime as they are supposed to report at their Manager’s house early in the morning and to take them back home at the close of business, while security staff members are expected to open up the office for cleaning exercise and lock up the doors at the close of business.

Overtime is also not payable to drivers in circumstances where out- of – station allowance is paid i.e. if a driver goes on tour with his boss and has to stay overnight as to earn out- of –station,  no overtime shall be paid for the period of the journey up to 7:00 pm latest.  If he works after this period on tour, overtime will be paid in the normal manner.

8.    
WEEKEND ALLOWANCE
Weekend allowance is the money payable to staff ( other than auxiliary staff members who are entitled to overtime allowance and those entitled to company cars or car allowances). The weekend allowance to this category of staff is to enable them have lunch or transport themselves to work.  

(c) SALARY ADVANCE

POLICY OBJECTIVE: 
To articulate Management’s Policy on Salary Advance
POLICY STATEMENTS:

Salary advance is that portion of salary paid to staff in advance of the salary for a particular month to meet certain exigencies. Such exigencies which are usually time related include, children school fees, house rent, utility rates and fine, payment to staff members proceeding on leave or courses ahead of payday, or to staff proceeding on compassionate leave or retirement. Salary advance is paid to employee under normal circumstances and is usually made good by deduction from salary at end of the month in which the advance is made.

1. CONDITIONS

a) Annual Leave: Employees proceeding on leave may be paid such salaries as will be due to them up to the end including the last day of their leave before proceeding on leave.

b) Transfers: Employees proceeding on transfer to another station may receive out of station allowance in advance of salary amounting to 3-month’s salary if the transfer takes place during the half of the month.

c) Courses: Employees proceeding on course may be paid such salary as will be due to them for the whole of the month in which they proceed on the course provided that the course extends beyond the end of the month.

d) Compassionate Leave: Employees proceeding on compassionate Leave may receive advance in the manner as is applicable to employees proceeding on Annual Leave, provided that the advance do not exceed the period of compassionate leave authorised.

e) Retirement: Employees proceeding on retirement and taking leave advance of retirement should be paid such salary as due to them up to the date of retirement before going on retirement.

f) Fines: Advance of salary for the current month may be made to employees to pay fines by Civil Court provided that the advance do not exceed one month’s salary or the amount of the fine whichever is less.

g) Other Cases: Any other case of necessity may be considered on their own merits by the Management. Applications for such advance must however be supported by proof of necessity 

2. AMOUNT  

Salary advance granted should not exceed one monthly salary of the staff, where there is no loan deduction in existence. In case where there is loan deduction, salary advance granted shall not exceed 50% of monthly take home.

3. PROCEDURE OF APPLICATION

Salary advance to be taken by staff must be routed through the unit head of the department to which he/she is attached. Such application must include salary form duly completed. After the completion of the application form, it should be submitted to head of Human Resources Management who will process for approval. The process of approval as detailed in the application form ends with the Executive Director. On approval of the salary advance application form, photocopies will be made to raise the expense/voucher and passed on to Finance department to effect payment. The original copy will be filed off in the staff’s personnel file while a photocopy for the salary advance file to be kept in Human Resources Management department.

4. LIMITATIONS

Successful applicants are not eligible to reapply for another salary advance with a period of six months after the last successful application. (This is a maximum of salary per staff per year). In the same vein, Management may not approve more than four salary advance requests within one calendar month and all requests shall be treated on “first come first serve” basis. For end of year auditing purpose, Management may not consider any application for approval in the months of November and December of any year.

5. REPAYMENT

As stated in policy statement above, repayment of salary advance collected shall be effected by Human Resources Management at the end of the month in which the advance is made along with salary. As per procedure, the salary entries will be checked by the Head Internal Auditor of the Company authorised by the Head of Human Resources Management and approved by the Executive Director and any salary related misdemeanour will be treated according to the disciplinary procedure as per laid down policy. However, any proven case of deliberate collusion or negligence in repayment between the beneficiary and staff preparing payroll will earn the affected staff a written warning letter.   

 (c): STAFF LOANS AND ADVANCES

POLICY OBJECTIVE: 
To articulate Management’s policy on Loans and Advances
POLICY STATEMENTS: 
Loans may be granted if certain conditions are met. General Conditions that must be met for all types of loans are as follows:

1
POLICY 

This policy on staff loan and advance is approved by the Board or an appropriate sub-Board Committee. The Board/sub Board Committee reserves the right to change the terms and conditions of the policy without notice.

2.
REPAYMENT RATE

The monthly repayment may not exceed one-third of the monthly take home pay of the staff.

3.
INTEREST RATE


Interest rate applicable shall be 5% for twelve months and 7.5% for 24 months.

1. AGREEMENTS

In all cases where loans are granted, It will be necessary for the employee to compete a loan application form and the attendant documentation requested by the cooperative. The forms and documents shall be sent to the Human Resources Management department for scrutiny.

5
SECURITY
The security stipulations will depend largely on the type of loan e.g. if housing loan or land loan is granted, the house or land will form part of the security.

2. AUTHORITY FOR APPROVING LOANS
The normal authority for approving loans is the executive officer of the Cooperative or as may be delegated depending on the authorised limit.

As part of the company fringe benefits, employees are entitled to apply various loan facilities. Such facilities are essential for the purpose of assisting in solving problems, which directly affect them.

Borrowing Limit

Loans are granted on the condition that employee meets all terms as set out hereunder, and that monthly loan repayment does not exceed 33 1/3% of the monthly remuneration of the employee exclusive of mortgage loan and pre-paid allowances.

Eligibility

I
Staff members will become eligible for facilities as follows:

a)
Vehicle Loan

-
6 months from date of confirmation

b)
Personal Loan

-
6 months from date of confirmation

c)
Land purchase

-
2 years from date of confirmation 

d)
Mortgage Loan

-
4 years from date of confirmation

e)
Share Purchase

-
6 months from date of confirmation

f)
Any other emergency loan -
6 months from date of confirmation

Loans may be granted to unconfirmed staff in exceptional cases. This must however be guaranteed by a confirmed staff who must be of a higher grade than the loan applicant.

II
In addition to the specific requirements attached to each of the loans, loans approval will only be made out to:
a) Confirmed member of staff

b) Employees who may not have two loans running concurrently 

c) Should there be any exigent need for an additional loan the balance on one of the existing loan will be drawn down on the loans request if approved.

d) If the staff leaves the company’s employment or does not use the money for the purpose intended, the loan becomes due immediately.

TYPES OF LOAN

1. VEHICLE LOAN


The company may grant vehicle loan to enable confirmed employees purchase vehicles. The repayment is over a maximum period of four (04) years. In case of new cars, the application for vehicle loan must be accompanied by proforma invoice.


Beneficiaries of the company vehicle loan will be required to insure the car comprehensively noting the company interest as the first-loss-payee on the policy document. The policy document which should be domiciled in the company within the life span of the loan must reach the Human Resources Management not later than one month from the date of obtaining the loan. Interested beneficiaries may however join the company’s vehicle fleet insurance scheme, where the scheme allows for this. Details of this can be obtained from the Human Resources Management department. Failure to comply with these conditions may attract the imposition of the prevailing commercial interest rate on the loan amount 

2. PERSONAL LOAN


The company may grant loan to confirmed employees who are in need of such loans. The purpose of the loan is to enable employees meet financial demand of emergency. For any request, the purpose for which the loan is being requested must be stated and documentary evidence produced in support of an application. The loan is repayable between 6 – 18 months depending on the amount and purpose. The amount granted as personal loan may not exceed 50% of the total annual basic salary of the staff. Total deduction should not exceed one-third (1/3) of the monthly take home pay of the beneficiary.

3. LAND PURCHASE LOAN


The company may grant land purchase loan to staff to purchase land to erect building(s). Such request can only be made at least two years after confirmation of appointment. The maximum amount is 500% of the employee’s basic salary; repayable annually or bi-yearly in five (5) years from prepaid housing allowance at prevailing Interest rate or as may be fixed by the company from time to time. An offer letter from the vendor and a detailed search report from the Legal Department or External Solicitor will be required. The Loan Agreement Form must be duly executed and if the employee is granted a mortgage loan, the balance on the land purchase loan will be fully recovered from the mortgage loan and only net balance will be disbursed to the staff.

4. MORTGAGE LOAN


Mortgage loan is granted to any employee who has spent at least four years in the service of the company after confirmation of appointment. The maximum amount is fifty (50) times annual basic; repayable in ten years, provided the loan is repayable before the retirement age.


Deduction is made annually from the employee’s prepaid housing allowance. A moratorium period of one year after draw-down is allowed before deductions commence. Interest rate is as the prevailing interest rate or as may be fixed by the company from time to time.


The title documents to the property and approved building plan must be deposited with the company until full repayment


First legal mortgage, mortgage protection assurance and insurance against all risks must be made in favour of the company and reviewed yearly.

Disbursement will be made as follows for building a house:

a) 50% for construction up to deck level:

b) 25% for construction up to roofing level, after confirmation of point (a) by risk Management;

c) Balance of 25% for finishing after confirming point (b) above by risk Management

If the loan is for the purchase of a developed property, the following conditions must be met:

a) Valuation report by a firm of Estate Surveyor and Valuers.

b) Letter of offer from the vendor

c) Report on the property by the company’s solicitor showing that a search of the title on the property has been conducted; that the vendor is the bona-fide owner of the property and that the property is free and clear of all encumbrances

d) Payment will be made directly to the vendor.

Other conditions include:

a)
All Legal cost, professional fees and other expenses including stamp duties and registry fees, shall be borne by the employee. Such expenses may be included in the total cost of the property for development, provided that the loan limit is not exceeded

b) The Employee shall be required to carry out repair or do maintenance work on the building at all times and the company shall retain the right to inspect the property anytime

ADDENDUM TO STAFF LOAN AND ADVANCES

It is recommended that to check the cash flow funds that are “staff loans related” the under listed conditions be approved as addendum to staff loan policy.

a)
The interest rate charged for staff related loans is pegged at 10% below the banks maximum lending rate except while rate otherwise subject to minimum of 3%.

b) An upper limit of N10m (Ten million naira only) will be disbursed as staff loans per quarter. (That is N40m per annum).

c) Only confirmed staff members that have spent a minimum of one-year are eligible. However, exceptions may be entertained in the case of last employer’s related indebtedness. Such request which must be explicitly approved by management must have been disclosed at the point of interview by the staff and the amount payable is only restricted to personal loan conditions.

d) Officers of the grade of General Managers and above who are provided with official cars are not entitled to car loans.

e) The cost of funds to the company as a result of the spread between the interest of loans and other related loans might be transferred to staff costs.

ALLOWANCES TO EXPATRIATES/NIGERIA EXCO MEMBERS

FURNISHING

Accommodation provided for expatriate/Nigerian Exco members shall be furnished at the company expense. However the total cost of the furnishing may not exceed 250% of the furnishing allowance of an equivalent officer in the company. Such allowance is provided once in every four years when the items would have been fully depreciated. Furniture allowance shall however be paid annually in lieu of its provision by the company. Furnishing is inclusive of Generators. Generators shall be provided as indicated below.

Status





Rate

Directors – General Managers

60 KVA Gen. Set

Deputy General Managers – Managers
30 KVA Gen. Set (If not provided by the

Service flat)

DOMESTIC ALLOWANCE & DOMESTIC STAFF

The domestic allowance payable to expatriate/Nigerian Exco members of staff shall be as defined by the Human Resources Committee or the Board of Directors and as reviewed from time to time. However, expatriate staff shall be entitled to domestic staff to meet domestic contingencies such as cleaning, cooking and maintaining the gardens. The total number shall be limited as defined below. This is inclusive of drivers, cooks, gardeners, security staff, etc. The salary staff shall be within the range of the salary structure of outsourced and private staff engaged by the company for its officials.

a) 
Directors 
-
Upper limit of 3 domestic staff 

UTILITY BILLS

It shall be the responsibility of the company to pay the utility bills of expatriate/Nigerian 

Exco members’ of staff. Utility bill include electricity bills, water bills, etc.

SENIOR MANAGEMENT STAFF ACCOMMODATION

Boarding and Lodging

For all senior management staff (defined here as staff of the grade of General Managers and above) the company will provide full boarding at an appropriate five star hotel or its equivalent for a period of three months from the date of employment or transfer to a new location within the company network. This is to enable the company officials arrange for a suitable accommodation in line with the grade and structure as below. The company shall pay the cost of the accommodation. The amount is not deductible from the housing allowance of officer. Thereafter, the following grades of accommodation shall apply.

Status
Accommodation Type

Directors – General Managers
A self contained detached/Terrace Duplex.

Allowance in Lieu of Accommodation 

Where accommodation is not provided, an allowance in lieu will be paid.

OTHER ALLOWANCES

(a) OUT- OF- STATION / TRANSFER ALLOWANCES

POLICY OBJECTIVE:
To review management’s Policy on Out-Of Station/Transfer allowances.  Please note that the adoption of this policy serves as an addendum to the existing policy on Out-Of-Station / Transfer.  Where there is a conflict in the provisions of either of the policies, the provisions enumerated in this policy shall supersede the provision enumerated in the policy on Out-Of-Station Allowance.

POLICY STATEMENTS:      
All staff shall undertake as a condition of employment to work for the company in any of its branches when required to do so.  The under listed review in allowances will be paid to the staff except where the Out-Of-Station work is part of the job description of the staff.

Allowance to this category of staff is to enable them have lunch or transport themselves to work.  The Head of Department in order to avoid staff members intentionally delaying work till Saturday must specifically approve weekend job to make it payable.  Heads of Departments are advised to monitor approval strictly to prevent abuse by staff.

LIMITATIONS

Weekend allowance should not be encouraged as a regular feature of employment and should therefore be avoided where possible.  It is also not payable to any staff member where out-of-station allowance is paid, that is if a staff member goes on tour and stays over in another station such as to earn out-of-station allowance, no weekend allowance will be paid for the period.  The following rates of weekend allowance shall apply:

Rate:  (Weekends) N1,000.00 or refund of fuel / meal receipt, exclusive of drinks.

The maximum weekend claim any senior staff is entitled to per month is pegged at N5,000:00
ALLOWANCE IN LIEU OF HOTEL ACCOMODATION (Including Boarding)

Where Accommodation is not provided, an allowance which shall cover accommodation, feeding, entertainment, laundry and other sundry expenses will be paid at the following rates:    

Manager Director                                            
N25,000:00

Executive Director/Executive Manager

N20,000:00
General Manager- Snr. Manager


N15,000:00

Dep. Manager- Asst. Manager                        
N10,000:00
Technical officer-Executive Assistant             
N5,000:00

Others                                                            
N2,500:00

TRANSPORTATION
Employees on out-of station duty in locations where air transport facility is not available shall be entitled to N50.00 per kilometer while employee on out of station duty where air transport facility is available shall be entitled to the prevailing rate of air fare
COMPOSITE ALLOWANCE

This allowance shall cover expenses to and fro airport/motor park and intra city transportation for employees on official out of station assignments
STATUS:                                                     
RATE

 Manager Director                                            
N10,000:00

Executive Director/Executive Manager

N8,000:00
General Manager- Snr. Manager


N5,000:00

Dep. Manager- Asst. Manager                        
N3,000:00
Technical officer-Executive Assistant             
N2,000:00

Others                                                            
N1,000:00

PROCEDURES FOR RAISING OUT-OF-STATION ADVANCE

Request for an advance to cover out-of-station work at an amount related to the duration of the out-out-station work and other allowances would be made in writing through the employee’s Head of Department to the Head of Human Resources Management for approval.  If the amount is beyond the limit of the Head, HRM, it will be forwarded to the Executive Committee who has the power of approval.

The Accounts department shall treat expenses on transport, hotel and accommodation as per diem i.e. allowances are deemed as expended and no receipts are expected.
TRANSFER

Employees who are on permanent transfer to a location / branch outside their place of engagement would be accommodated in an appropriate Hotel or guest house as applicable or paid the corresponding allowance in lieu for a period of Two months in addition to the allowances enumerated below.

INCONVENIENCE / RELOCATION ALLOWANCE

An inconvenience / relocation allowance would be paid at the rate of 50% of annual gross salary (lump sum) to the staff to cushion the effects of the transfer.

FAMILY REUNION
The staff would also be entitled to two return tickets, airport tax and receipted car hire services from the airport for self only for the period he’s / she’s being accommodated at the company expense  ( i.e. the first three months) to enable him visit his/her family.

TRANSPORTATION

The company would bear the cost of transportation of the officer’s personal effects or pay an amount in lieu within the cost limits as specified by the Board of directors.

WEEKEND / PUBLIC HOLIDAY / OVER NIGHT ALLOWANCE

Weekend allowance is the money payable to all staff, for work done over the weekend and public holidays.  Weekend allowance to staff is to enable them pay the cost of transportation and have snacks while at work.

LIMITATIONS 


This allowance is also not payable to any staff member where out-of-station allowance is paid, that is if a member of staff goes on tour and stays over in another station such as to earn out of-station allowance, no weekend allowance will be paid for the period.  The following rates of off-hour allowance shall apply

	 ALLOWANCE
	CATEGORY OF STAFF ENTITLED TO CLAIM
	AMOUNT PAYABLE

	Allowance
	Junior Staff
	N500:00 per day

	Weekend/public over night all.
	 Junior Staff

 Senior Staff
	N500:00 per day

N1000:00 per day


Kindly note also that by virtue of this policy off –hour, weekend/public holiday/over night allowance automatically replaces any claim in respect of transportation or meals for extra hour work.
(b) OVERSEAS COURSES/VISIT

POLICY OBJECTIVE:    
To articulate Management’s Policy on Training/Manpower Development.

POLICY STATEMENTS:

The Company will, in all instances, prefer that employees on short overseas official visit, conferences or courses are accommodated and boarded in standard hotels/lodging houses.  Accordingly, the under-listed schedule of living/out-of-pocket allowance will be provided under specified circumstances. 

CLASS OF TICKETS

1.
Chairman



-

First Class

2.
Directors



-

Business Class

3.
General Manager – AGM

-

Business Class

4.
Others



-

Economy

HOTEL ACCOMMODATION

In situations where hotel accommodation (bed and breakfast) is paid for by outside parties (when the visit is at the instance/invitation of overseas parties) an allowance will be provided to cover the costs of lunch, dinner, laundry, telephone calls, entertainment and miscellaneous expenditure on the following basis: 

1.
Chairman



-

Equivalent to $500 per day

2.
Directors



-

Equivalent to $350 per day

3
General Manager - AGM

-

Equivalent to $200 per day

4.
Manager-Principal Manager
-

Equivalent to $150 per day

5.
Others



-

Equivalent to $75 per day

A.
PRIVATE LODGING AND BOARD ARRANGEMENT

In cases where employees on overseas visit opt to make private arrangements for their lodging and boarding, the following schedule of out-of-station allowances to cover the cost of meals, and miscellaneous expenditure will be applicable.


Chairman



-

Equivalent to $600 per day

 
Directors



-

Equivalent to $400 per day


General Manager - AGM

-

Equivalent to $300 per day


Manager-Principal Manager
-

Equivalent to $200 per day


Others



-

Equivalent to $100 per day

B.
LOCAL TRANSPORTATION AND MISCELLANEOUS EXPENSES

In addition to the foregoing, the following allowances to cover costs of local transportation and miscellaneous expenses such as trips, entertainment, laundry etc. will be provided.

Chairman



-

Equivalent to $150 per day

 
Directors



-

Equivalent to $100 per day


General Manager - AGM

-

Equivalent to $60 per day


Manager-Principal Manager
-

Equivalent to $50 per day


Others



-

Equivalent to $30 per day

Alternatively, the Company will refund the cost of a day’s travel card (receipted) to cover buses and trains and 20% of the amount due for local transportation will be paid as miscellaneous expenses.

C.
EMBARKATION AND DISEMBARKATION ALLOWANCE
Allowance of $35 or its equivalent will be applicable as disembarking allowance to cater for cost of airport taxi to the hotel on arrival similarly, on leaving, $35 or its equivalent will also be applicable to meet the cost of transportation to the airport.

D.
WARM CLOTHING ALLOWANCE

Warm Clothing allowance would be paid to three broad categories of employees at the rates specified hereunder:

Directors-General Manager
-

Clothing Allowance of $500

Manager-Dep. Gen. Manager
-

Clothing Allowance of $300

DM – Technical Officer

-

Clothing Allowance of $200

Others



-

Clothing Allowance of $100

This amount is payable every alternate trip and only applies to trips to Europe and America.

POLICY TITLE:

LEAVE POLICY

POLICY OBJECTIVES:
To articulate Management’s policy on leave
POLICY STATEMENTS:

Confirmed employees shall be entitled to first leave after completing 12 months of continuous service and subsequently once in a year.

Leave in accordance with the leave schedule will be taken at a time convenient to the company but every effort will be made to meet employee’s wishes in this respect.

LEAVE ROSTER

It is Management’s responsibility to see that staff members go on leave when they are due and to ensure that they do know they are due and have a say in when they want to go on leave. Leave Rosters will therefore be prepared by Heads of Departments at the beginning of the financial year, and sent to the Head, Human Resources Management. The Head, Human Resources Management will in accordance with the Leave Roster send the leave approved request to the Head of Department for approval.

LEAVE ADVICE AND CERTIFICATE

On receipt of the Leave approval from the Head of Department, a Leave Advice and Certificate are issued to the employee. In all cases of employee proceeding on leave, the Human Resources Management must issue the Leave Advice and Certificate.

It should be noted that after an employee has enjoyed his/her first complete leave, he/she might have his/her second and subsequent periods of leave on or about the anniversary of his/her first leave. This means it is necessary for one year to elapse from the date of resumption of duty from leave before commencement of the next leave. However, Heads of Departments have discretion to vary this to suit local conveniences.

ACCUMULATION OF LEAVE

Every effort should be made to send employees on leave every year without accumulation. However, if this is not possible due to unusual circumstances, employees could carry over a maximum of two weeks leave to the following year with the approval of the Executive Director.

Where leave is so accumulated, it must be taken within the first quarter of the following year. Cash as negotiated in lieu of leave should be paid only with the approval of the Executive Director or through the recommendation of the Head of Human Resources Management.

As a general guide, all staff must be away from regular duties for a least 14 consecutive calendar days every year on leave.

LEAVE DAYS

The annual leave days are a follows:


Grade





Leave Days


General Manager and above  

30 working days 


Supervisors – Managers 


21 working days


Associates




14 working days

LEAVE ALLOWANCE

Leave allowance will be 50% of the monthly Gross Salary. For the purpose of equity and ease of administration, allowance shall be calculated based on the prevailing rate on the anniversary of the employee. All allowances and other entitlement paid must be entered on the Leave Advice and Certificate.

RELIEFS

All Departments should be able to provide their own leave relief within their own resources. This will entail all staff being trained to do jobs on higher grades should they be required to do so. However, where this is not possible, a request should be made (not later than 3 weeks to the date of commencement of leave) to the Head of Human Resources who may either provide a relief or seek authority from the Executive Director to recruit a temporary staff. Staff may not proceed on leave except a relief is put in place.

CASUAL LEAVE


Staff may be granted casual leave for the purpose of weddings, illness or death of family members or for other pressing issues only when annual leave has been utilized and the exigency to go on leave exists. The maximum days granted should not exceed five (5) working days in a calendar year.

Request for Casual Leave shall be in writing with the prior approval of the Head of Department and final approval by the Head, Human Resources Management.

COMPASSIONATE LEAVE

Compassionate leave will be granted to staff in cases of death or serious illness of immediate family members (husband, wife, mother, father, brothers and sisters and parent-in-laws in the case of married staff), or for any other reason considered to be compassionate by management. A maximum of 5 working days shall be granted as compassionate leave and this is deductible from Annual Leave. Compassionate leave can only be granted after a staff has utilized his annual leave.

EXAMINATION LEAVE

It is the policy of the company to provide staff with opportunities for self-development. Members of staff who have enrolled for educational courses and wish to write examination will be allowed leave for that purpose.

Where the company approves such examination as job related and is in the interest of the career of the staff, the leave will be treated as non-deductible. Otherwise, examination leave is annual leave consuming and therefore deductible. A maximum of five (5) day’s leave may be granted by management.

Application for examination leave should be made in writing with a copy of the time-table attached and sent through the Head of Department to HRM department for approval. Any approved period of examination leave shall be deductible from the employee’s annual leave.

STUDY LEAVE

In recognition of the need for enhanced knowledge and skills, the company may grant study leave without pay to any employee who has served the company for at least five years. This will be based on the recommendation of the Head of Department. The course of pursuit must be relevant to the company.

The period of study leave shall not exceed three years and employee’s return to the company is subject to availability of suitable vacancy. If the employee returns to the service of the company, the period of study leave shall count as part of the year of service provided he/she does not leave the service of the company within two years of return from study leave.

If an employee is not re-absorbed or does not return to the service of the company, his/her outstanding entitlements and liabilities as at time he/she left for study shall be advised to him/her and due for settlement.

On successful completion on approved study leave, the employee shall be absorbed on the previous grade, subject to vacancy and management’s approval. The grade may be reviewed thereafter, subject to performance.

MATERNITY LEAVE

Maternity leave will be granted to confirmed members of staff who have completed at least 12 months service. Application for maternity leave through the staff’s Head of Department, must be accompanied by a Medical Certificate issued by the Company’s Doctor or a Doctor recognized by the company.

Written application for Maternity Leave should reach the Human Resources Management department at least four (4) weeks before the commencement of the period of confinement (that is 6 weeks before the birth of the child). This is to enable the company make adequate relief arrangement.

RESTRICTION

The Company will not consider application for Maternity Leave from members of staff who are on probation. 

However, where this occurs either of the following options will apply:

a. Such staff shall cease to be an employee of the company as at the commencement of confinement, and the company reserves the right to consider an application from such staff for re-engagement. Where the staff member is re-engaged, the period of confinement shall not count as part of the probation period. 

b. At management’s discretion, such employees may be allowed to continue in the company’s employment; the period of maternity leave will however be without pay.

Where an employee request for maternity leave before the completion of 12 months service, management at its discretion may approve maternity leave but this would be without pay.

MATERNITY LEAVE BENEFIT

The maternity leave period shall be twelve (12) weeks that is 6weeks before birth and 6 weeks after birth. This rule must be rigidly followed both for the health of the mother and the unborn child. Besides, this is in the interest of the company, as it is well known that the staff productivity drops drastically as the date of delivery draws nearer.

Maternity leave is annual leave consuming. Employees would therefore be entitled to their full pay during the maternity leave period. Where Annual Leave has already been taken during the calendar year, the maternity leave period equivalent to the annual leave period already taken will be without pay. The Human Resources Management must be notified immediately after birth. Such notification must be supported with a Birth Certificate from the Registrar of Births.

Nursing mothers shall be allowed to close one (1) hour before the normal closing time for a maximum period of 3 months on resumption of duties after maternity leave.

SICK LEAVE

The company recognizes that there may be occasions when personal illness may cause a staff to be absent from work. Where this occurs, the affected staff must notify and submit a Medical Certificate to the Head of Department within 48 hour as evidence of genuine illness, otherwise, the absence will be treated as unauthorized absence.

In the event of serious illness, members of staff will be eligible for approved leave as follows:


Length of Service


Sick Leave


A. 1 – 3 months


NIL


B. 3 – 6 months


1 month’s full pay, 1 month’s half pay.


C. 6 months – 2 years 

2 month’s full pay, 2 month’s half pay.


D. 2 years and above

3 month’s full pay, 3 month’s half pay.

In all cases of illness, following the conclusion of the appropriate approved sick leave period, further assistance and retention of service will be at management’s discretion.

AUTHORITY FOR SICK LEAVE

Sick leave will be granted on the recommendation of the company’s Doctor or a Doctor registered by the Government and known to the Company. When there is doubt as to the authenticity of the recommendation for, the doctor, the employee will be required to be examined by a doctor engaged by the Company as soon as possible. If the doctor supports the recommendation, the sick leave will be granted and paid in accordance with the rules, otherwise, no sick benefits shall be paid.

RECORD OF SICK LEAVE

All sick leave that is granted will be entered on the employees personal file and the sick leave register to be maintained by the Department. This will count in determining the health of the staff.

UNPAID SICK LEAVE

When paid sick leave has all been taken, the employee should not take such annual leave as may be due to him and when this has been exhausted or when no leave is due he should be placed on Unpaid Sick Leave pending his return to work or pending decision on invalidity if such is recommended.

An employee should not be invalid when he/she is likely to be fit to return to work within a reasonable space of time. Any employee placed on such leave must be notified to the Head of Human Resources Management immediately.

ILLNESS DUE TO NEGLIGENCE

When the illness is attributed to negligence or willful infliction and this can be proved, the employee shall not receive any of the benefits of sick leave. In such cases, the Company reserves the right to terminate the services of the employee.

INVALIDITY

If any employee becomes permanently unfit for work, request for termination will be initiated by the Manager concerned and forwarded to the Head, Human Resources Management for necessary action. No permanent staff will be declared invalid without the authority of the Executive Director or his authorized representatives.

Application for invalidity must be supported by a medical report giving details of illness and prognosis; and containing a definite recommendation that the employee is permanently unfit and should be declared invalid.

Terminal Leave

Any employee who resigns giving appropriate notice, will be allowed leave and leave allowance, if due. Any outstanding leave period may be granted and used as a period of notice of resignation.

FINAL PAYMENTS

Employees who are invalid should normally have taken such leave as is due to them before invalidity becomes effective. If they have not, they will be declared invalid with:

a. One (1) month salary in lieu of notice

b. Salary in lieu of leave and all allowance due in the period 

c. Provident or Pension Fund benefits that are applicable

ABSENCE WITHOUT PERMISSION

An employee who fails to report for duty on the appointed time without the prior consent of Management is deemed to be absent and may be treated accordingly. It is left for the employee to prove that the circumstances do not justify the imposition of penalty on him/her.

EXCEPTIONS

Absence may be excusable if – when an employee is unable to attend work, she/he immediately on the same day:

a) Sends to the Head of his/ her Department notice of the fact, the cause and an assurance that absence will not exceed a day.

b) Where absence is due to ill health, reports himself/herself to the doctor recognized by the company. If for reasons of severe illness an employee is unable to report to the company doctor, a medical certificate from a registered medical practitioner may also be accepted.

If the cause of absence falls within these two terms or due to other acceptable reasons, salary may be paid. Each case should be treated on its merit with due regard to the individual’s conduct.

UNAUTHORISED ABSENCE

An employee absenting himself/herself from work for three or more days without permission and not covered by the exceptions above will be reported to Human Resources Management. Upon receipt of such notification from the Manager concerned, the Head, Human Resources Management will after consultation with the Head of Department and approval by the Executive Director issue formal letter of cessation of employment to the Manager for delivery to the employee. 

ABSENCE DUE TO ARREST OR IMPRISONMENT

If an employee is absent from work by reason of arrest by the Police or conviction and imprisonment by the Civil Courts and if the offence for which he/she is arrested relates to his /her employment with the company, then decision as to termination will be based on the merit of the case. Where the offence is not related to his/ her employment and termination is decided the employment like in the former case will be terminated with a month’s notice or salary in lieu of notice where no leave is due. Salary will not be paid for days spent under arrest or in prison.

ILLNESS OF RELATIONS

Another frequent cause of absence is illness of an employee’s relation whom the employee has had to look after. If the illness is genuine then the employee may be allowed to return to work, absence being treated as unpaid.

When an employee is absent and breaks his contract without reason and it is felt that the merits of the case do not warrant such serious treatment as termination then he/she should be allowed to return to work. If the case merits an official warning, it should be issued by whosoever is empowered to do it. If the offence does not merit an official warning, the employee should be cautioned in writing.

PAY DURING ABSENCE

Absence without permission, unless covered by the exceptions above, does not qualify for pay and no pay will therefore be made for periods of such unauthorized absence.

FORFEITURE OF REPATRIATION AND OTHER BENEFITS

An employee who breaks his contract is not entitled to repatriation at the company expense and therefore forfeits any outstanding entitlement of leave and other benefits that he/she may have had.

POLICY TITLE:                     STAFF WELFARE
POLICY OBJECTIVE:            To articulate Management’s policy on staff welfare

POLICY STATEMENTS:           
The Company shall take a keen interest in the well being of its staff and their immediate families.

1. WEDDING

In addition to making available the Staff Bus on the wedding day to a member of staff who is getting married, the company shall provide an appropriate present within the following cost limits:

Directors                                                         N100,000:00

General Manager-senior Manager                 N60,000:00

Manager – Assistant Manager                       N40,000:00

Executive Assistant   


            N30,000:00

2.
PRESENTATION OF CONGRATULATORY CARDS ON BIRTH/BIRTHDAYS E.T.C

The company shall present a congratulatory card duly signed by a senior Management Staff to identify with a staff on their birthdays, and any other achievements which are worthy of recognition.

3.
MISCELLANEOUS

In addition to the above, the company shall make necessary financial assistance to needy staff as appropriate.  Each circumstance would determine the nature of financial assistance.

5. STAFF HOUSING FUND (NHF)

As part of the company Welfare Scheme, the company operates a Statutory Staff Housing Fund.  Membership of the fund is mandatory to all confirmed staff with a contribution of 2.5% of their basic salary.

6. STAFF PENSION 
As part of the company’s Welfare Scheme, the company will operate a contributory Staff Pension in accordance with Pension Act 2004. New members would be required to register with a Pension Administrator (PFA) of his/her choice from the date of his/her employment.
7. CLUB / PROFESSIONAL MEMBERSHIP

The Company shall pay entrance and membership/subscription fees for certain categories of staff in respect of club and professional membership as follows:

              Assistant Manager - Principal Manager

              One (1) Club Membership

              One (1) Professional membership

              LIMIT:       This is however subject to a maximum limit as stated below:

	
	              CEILING FOR CLUB / PROFESSIONAL MEMBERSHIP

	
	    GRADE
	      CLUB
	PROFESSIONAL

	1
	Assistant Manager
	       50,000:00
	   20,000:00

	2
	Deputy Manager
	       80,000:00
	   35,000:00

	3
	Manager
	      150,000:00
	   50,000:00

	4
	Senior Manager
	      150,000:00
	   75,000:00

	5
	Principal Manager
	      180,000:00
	   80,000:00


Please note that staff members of these categories are entitled to a maximum limit of two (2) games/sports

Assistant General Manager – Above

Two (2) Club memberships

Two (2) Professional memberships

LIMIT:    There is no specified limit but this is subject to some measure of restraint/reasonability.

The Company would contribute 25% of each employee’s basic salary 

8.
GROUP LIFE INSURANCE

The Company would take a Group Life Insurance Policy for all staff. This should be in accordance with Pension Act.  In the event of death, the dependants or the legally appointment representatives or the next of kin of a confirmed employee would be paid as detailed in the Insurance Policy.

9.
WORKMEN COMPENSATION

The Company would contribute to the workmen compensation fund as defined by the regulatory bodies on behalf of the staff.

The details of the two schemes mentioned above, that is, Group Life Insurance, Workmen Compensation shall be as highlighted in the respective Insurance Policy.
10.
BEREAVEMENT
In times of personal loss of staff’s parents or spouse, the company shall offer/Provide the following:       

CATEGORY

1.
EXECUTIVE MANAGEMENT LEVEL
1.1
LOSS OF STAFF
a.
Full page obituary announcement in one National Newspaper

b.
Condolence letter to the family

c.
Casket with hearse

d.
Transportation of staff to attend the funeral

e.
Cash assistance of N1,000,000:00 to the family to assist with funeral and related expenses.

2.2
LOSS OF SPOUSE 
Same as 1.1a, b, c, d, and e above

2.3
LOSS OF PARENT
a.
Full page obituary announcement in one National Newspaper

b.
Provision of Transport facility to enable staff to attend the funeral

c.
Condolence letter

d.
Cash donation of N200,000:00 to the family to assist with funeral and related expense.

2.4
LOSS OF CHILD
a.
Half page obituary in One National Newspaper

b.
Condolence letter

c.
Cash assistance of N200,000:00 to assist with funeral and related expenses.

2.
SENIOR MANAGEMENT
2.1
LOSS OF STAFF
a.
Full page obituary announcement in One National Newspaper
b.
Casket with Hearse
c.
Provision of Transport facility to enable staff to attend the funeral
d.
Condolence letter
e.
Cash donation of N500,000:00 to the family to assist with funeral and related expenses.

2.2 LOSS OF SPOUSE

           Same as 2.1a-e above

 2.3
LOSS OF PARENT
a.
Half page advertisement in One National Newspaper

b.
Provision of Transport facility to enable staff to attend the funeral

c.
Condolence letter

d.
Cash donation of N100,000:00 to assist with funeral and related expenses.

2.4
LOSS OF CHILD
a.
Half page obituary in One National Newspaper

b.
Condolence letter
c.
Cash assistance of N100,000:00 to assist with funeral and related expenses.

3.
MIDDLE MANAGEMENT.
3.1
LOSS OF STAFF
a.
Half page advertisement

b.
Casket with Hearse

c.
Provision of Transport facility to enable staff to attend the funeral

d.
Condolence letter

e.
Cash assistance of N300,000:00 to the family to assist with funeral and related expenses.

3.2
LOSS OF SPOUSE
a.
Half page advertisement

b.
Casket with Hearse

c.
Condolence letter

d.
Provision of Transport facility
e.
Cash assistance of N100,000:00 to the family to assist with funeral expenses.

3.3
LOSS OF PARENT
a.
Condolence letter

b.
Provision of Transport facility to enable staff to attend the funeral

c.
Cash donation of #80,000:00 to assist with funeral and related expenses.

3.4
LOSS OF CHILD
a.
Half page obituary in One National Newspaper

b.
Condolence letter 

c.
Cash assistance of N80,000  to assist with funeral and related expenses.

4.
OFFICER
4.1
LOSS OF STAFF
a. 
Quarter page of advertisement in One National Newspaper

b. 
Casket with Hearse

c.
Provision of Transport facility to enable staff to attend the funeral

d.
Condolence letter

e.
Cash assistance of N200,000  to the family to assist with funeral and related expenses.

4.2 
LOSS OF SPOUSE
          
Same as in 4 .1 a – e above

4.3 
LOSS OF PARENT
a. 
Condolence letter

b.
Provision of Transport facility to enable staff to attend the funeral

c.
Cash assistance of N50,000:00 to assist with funeral and related expenses.

5.
 OTHERS
a. 
A quarter of page advertisement in One National Newspaper

b.
Casket with Hearse

c.
Provision of Transport facility to enable staff to attend the funeral

d.
Condolence letter

e.
Cash assistance of N50,000:00 to the family to assist with funeral and related expenses.

5.1
LOSS OF PARENT
a. 
Condolence letter

b. 
Provision of transport facility to enable staff to attend the funeral

c. 
Cash assistance of N30,000:00 to assist with funeral expenses

5.3
LOSS OF SPOUSE

       
Same as in 5.2 above.

5.4
LOSS OF CHILD
a. 
Half page Obituary in One National Newspaper

b. 
Condolence letter

c.
Cash assistance of N30,000:00 to assist with funeral and related expenses.
POLICY TITLE:
MEDICAL, UNIFORMS, AND IDENTIFICATION

POLICY OBJECTIVE:
To articulate Management’s policy on Medical, Uniforms and Identification.
POLICY STATEMENTS:

Medical treatment in the company’s recognized clinics is provided for employees as a condition of employment.  For effective control purposes, medical limits are fixed according to grades as reviewed and advised by management from time to time.

On a regular basis, Head of Human Resources Management is to ensure the following:

1.
Inform members of staff of the names and addresses of clinics with which the Company has made arrangement for staff use.

2.
Ensure that the clinics chosen have acceptable and convenient geographical spread as required by the company.

3.   
Review the list of clinics on a quarterly basis to ensure that performance as reported by Staff is acceptable and that the charges are in line with initial arrangement and with staff attendance. 

4.     Staff may recommend to Management that an existing clinic does not meet the acceptable standards of the company and as such should be dropped from the list. In the circumstances, new and better ones will be substituted as necessary. In case of emergency, employees are allowed to visit any clinic.

5.
Medical services shall be extended to employee’s spouse and three children   not older than twenty-one (21) years.

MEDICAL LIMITS

(i) Subject to the exceptions and restrictions listed below, the Company will provide subsidized medical attention for all its employees by Medical Officers retained or designated by the Company for the purpose.

(ii) When treatment in hospital is recommended by a Medical Officer retained or designated by the Company, the Company will pay the cost thereof, as follows:

(a) 95% of medical bills incurred;

(b) The Company will make full payment to the recommended hospital   and deduct the employee’s part of the payment from his/her salary.

(iii) The Company reserves the rights not to pay for any medical treatment necessitated by or arising from the employee’s own neglect, fault or indiscretion or in cases where the Company’s written consent had not first been sought and obtained.

(iv) The Company will not normally pay the costs incurred by its employees in respect of any of the following:

(a) Maternity;

(b) Surgical Operations, provided that in all cases involving  surgical operations, reference should be made to the management for a decision whether or not the Company should bear the cost;

(c) Dental or Optical treatment;

(d) Supply of dentures, eyeglasses, hearing aids or artificial limbs;

(e) Treatment of Chronic Diseases;

(f) Venereal Diseases;

(g) All medical bills to be incurred should be within the approved limit for each staff;

(h) Acquired Immunity Deficiency Syndrome (AIDS).

PROCEDURE FOR CLINIC VISITS

1. Staff may visit the nominated clinics or their private retained doctors but the limit stipulated should not be exceeded.

2. Indisposed staff members must submit sick report duty or excuse duty report if necessary, to Head, Human Resources Department through Head of the appropriate department.

3. The Human Resources Department will file sick report in staff member’s file and ensure that absence from duty for medical reasons is as permitted in the company’s condition of service.

PROCESSING OF MEDICAL BILLS

On a regular basis, Human Resources Department is to ensure the following:

1. Receives doctor’s bill and records the charges on the medical Record Card file, and processes bills for payment.

2. Ensure that the staff member’s limit is not exceeded. If exceeded, the Head of Human Resources Department should inform members and arrange for refunds through payrolls, unless otherwise agreed.

UNIFORMS

1. All designated staffs are required to wear the company uniform while on duty.

2. The company or designated contractor will provide three pairs of uniforms, two pairs of shoes, two ties and one overall per year, to each of the staff required to work in uniforms. The Human Resources Department will ensure that the uniforms have been tailored to fit the individual concerned.

3. For Lost or destroyed Uniform: The Human Resources Department or contractor designate will determine on a case-by-case basis whether to re-issue a new set of uniforms during the year at the Company contractor’s expense or from the account of the staff involved.

4. Uniform issued remains the property of the company and a record of items issued will be kept by the Human Resources Department. Modalities will be worked out between the resource firm responsible for the administration of auxiliary staff and the company.

IDENTIFICATION CARDS

All new employees are issued with identification cards on resumption. It is mandatory that staff should wear their identification card at all times and produce same on demand. An employee who loses his/her identification card will be required to pay the cost of replacement in addition to sworn affidavit. Should an employee cease to be in the company employ, he/she would be required to submit his/her identification card to the Human Resources department on or before the effective date of separation.  

POLICY TITLE:
COMPANY’S VEHICLES

(a)  MAINTENANCE AND ACCIDENT

POLICY OBJECTIVE:    
To articulate Management’s Policy on Company’s Vehicles, Maintenance and Accident.
POLICY STATEMENTS:

Employees of the grade of Managers and above are as a condition of employment provided with official cars, commensurate with their grade as defined by Management. Any Manger who elects to use the Company’s car shall be entitled to pay the Net Book Value (NBV) plus a token amount of that car after the car has been used for a period of four years by the Company.

DRIVER AND DISPATCH RIDERS

The services of drivers and dispatch riders are to drive the Company vehicles and use the Company’s motorcycle to dispatch messages respectively.  The Company’s vehicles include cars, buses, pick-up, Trucks, vans etc.  The predominant aim of any driver or dispatch rider should be the effective utilization of the Company’s vehicle or motorbike to achieve optimal service.  Consequently, it is expected that such employees should exercise utmost care and caution in the exercise of their duty.  Drivers and Despatch riders are also expected to be neatly dressed in their uniforms and should make use of all safety gadgets such as seat belt and crash helmets at all times.

PROCEDURE

Each vehicle or motorcycle should be allocated to a particular driver or dispatch rider.  The driver or dispatch driver is accountable for the overall condition of the vehicle or motorbike and therefore, he is expected to cater for the vehicle or motorbike judiciously.

In order to effectively cater for the Company’s vehicles and motorbikes at all times, the following rules and procedures shall apply:

1. Log Book

A log book with detailed name, colour, number (both registration, engine and chassis), accessories, type of insurance policy, kilometre reading at the time of collection and at the time of return and age of the car should be kept by FMO.  Staff at all times.  The log book should contain provision for signing and collecting the car keys every morning and this must be done before any driver/dispatch rider can take away any of the company’s cars or motorbikes.  (Drivers/Dispatch riders must note that signing the log book with all the accessories intact entails that all the things are in place and will automatically take responsibility for any loss or misuse).  The log book must also be signed at the close of business on a daily basis after the vehicle/motorbike has been parked at the designated place and the keys returned.  Please note that any vehicle or motorbike not parked at the designated place at the close of business must be authorised in writing by the F.M.O.  Supervisor or any designated officer of the Company.  Failure to do this will attract immediate sanctions. 

2. Vehicle Record

The record of each vehicle should be kept in a separate file in F.M.O. office.  Such record shall include a photocopy of the vehicle page on the log book, service reports, kilometre reading, dates for next service, reports on any mechanical or electrical  problems as reported by the driver or mechanic, reports of any breakdowns and damages due to accidents, reports of routine maintenance performed by the drivers and mechanic e.g. topping of engine oil, filling of radiator with water and coolant, topping of break fluid etc. vehicle summary report must be presented to the Head of F.M.O. unit every week.

3. Fuelling of Company’s Vehicles/Motorbikes

Company’s vehicle should be taken to fuel stations for fuelling by the driver/dispatch rider and an F.M.O.  Staff – accompanied with a copy requisitions for petroleum product form.  While the fuelling is being done, driver/dispatch rider along with the F.M.O Officer should inspect the following: (These instructions must also be done every morning before the keys are handed over to the driver or dispatch rider to start the vehicle or motor-bike).

a. The level of engine oil and the condition of the engine oil

b. The level and condition of water in the radiator;

c. The level of water in the windscreen wiper container;

d. The level and condition of electrolyte in the battery and the general condition of the battery;

e. The level of fuel.

4. Driving the Company Vehicles

The Company’s vehicles must only be driven by:

a. Drivers employed by the company for driving purpose.

b. Employee of the grade of Managers and above who are entitled to cars provided by the Company;

c. Drivers whose services are outsourced through the services of a resource firm or drivers recognised by the Company as private drivers employed by Mangers who by virtue of their grade are entitled to Company’s cars.

d. Any other person driving the Company’s’ car must do so with an explicit approval of the Head of F.M.O.  This will be properly documented in the vehicle record. 

ACCIDENTS

1. There is no stated procedure as regards the way all accident cases will be treated.  However in the event of any particular accident case involving the company’s car or motorbike, F.M.O. Department will first of all investigate and access the circumstances surrounding the accident to determine if the Company’s policy as stated above was abridged.  On the strength of the investigation, it would determine if it is crucial enough to refer it to a disciplinary committee or make recommendations for management approval.  In severe cases the head of F.M.O. will refer the case to a disciplinary committee.

2. All the Company’s cars should be comprehensively insured. The F.M.O. Supervisor should be well acquainted with insurance issues.

3. As an incentive, the Company shall award a non-accident bonus at the end of the year to all the drivers that were not involved in any accident of any sort during the year.  This will ensure that drivers and dispatch riders are much more careful in handling their vehicles and motorbikes. These awards will be taken into consideration in all promotion exercises involving drivers and dispatch riders and will also be reflected in the payment of the non-accident incentive bonus. 

Insurance Premium 

Company shall be responsible for paying insurance premium on all its vehicles. However, where ownership has been transferred to a staff, the staff shall be subsequently responsible for all insurance matters relating to the vehicle.

(b) FLEET MANAGEMENT

POLICY OBJECTIVE:
To establish standards on the use, allocation, maintenance and other ancillary use of Company vehicles in the course of transacting official business.


To protect the Company’s Assets by ensuring that employees use the vehicles in such a manner that will prolong the lifespan of the vehicles.

POLICY STATEMENTS:

PROCESS DESCRIPTION

METRO GROUP Fleet will be categorized into the following:

· Executive Management

· Management

· Marketing Departments

· Head Office Departments

· Business Unit

· Pool

POOL CAR’S REPAIR AND MAINTENANCE

· All vehicles must be serviced and repaired by the Company Engineers

· Major repairs must be verified by two competent vendors and the Insurance Company notified for adequate compensation

· Servicing of all company’s cars must be either:



-
After every 5,000 (Five thousand Kilometers), or



-
Every 3 (Three) months

· Procurement of tyres/batteries will be effected after due verification by the department.

· All tyres and batteries must be branded.

· Where the maintenance history and cost of any of the Company’s vehicle are high, approval will be obtained to dispose such a vehicle through the Asset Disposal Committee

FUELLING

· All Company’s vehicles must be fuelled at the Company’s Station except those that are outstation.
ALLOCATION OF CARS

· After the streamlining/integration processes of the Company’s fleet, the allocation of the Company’s cars will be prioritized taking into consideration the following factors:

· Limited resources (Availability)

· Necessity

· Market facing Departments

· Routes for staff buses to be mapped out and communicated to all staff and any change will also be communicated to staff through the Head, F.M.O

· In emergencies and extreme cases, departmental cars can be reallocated after due consultation with the affected department.

· Company vehicles are allocated to personnel of the status of Managers and above for carrying out official responsibilities and duties of the Company.

· Cars allocated to Senior Managers and above may be used for their personal purposes as well but extreme care must be taken to eliminate unnecessary expenses.

· Allocation of cars is based on justification, budget constraint and management approval.

· Department would be allocated with at least one pool car to carry out official duties as the need arises.

· Pool cars are the vehicles used for the day to day running of the operations of the Company.  They include all cars with the branches, departments, CVU, and under the Administration Department. Vehicles under this category are not to be treated as personal cars.

· All departmental cars are pool cars, and the rules and conditions for the maintenance of pool vehicles are applicable to such vehicles.

· All Officers below the level of Manager grade are not entitled to go home with departmental/branch/pool cars.

· Approval requests for Company’s vehicles must be channelled through Head, Administration Department. 

· Clearance must be obtained from the Administration Department and approval given on the required form for movement of pool vehicles.

· Staff are enjoined to use official vehicles very well to prevent unbearable maintenance cost.

· Maintenance on new cars shall only be limited to services while that of old cars will be limited to specific amount to be determined by the F.M.O Unit.  In essence, no major repairs will be entertained on cars less than two year old except, where manufacturer error has been identified.

· It is the responsibility of Department Managers to ensure that all Company’s vehicles are kept in good sale or repairs and maintenance.  All repairs must be reported to the F.M.O before it is effected.

· Any staff involved in flouting this policy will be appropriately disciplined.

· Any car damaged by the driver shall be repaired at his/her expense.

· Any damage to Company’s vehicles, or theft as a result of unauthorized journey and the required approval would be the responsibility of the Departmental Head/Staff concerned.  This will range from refund of cost of repairs, outright replacement to determination of the employment of the concerned staff or driver.

· Drivers involved in unauthorized journey resulting in the accident or, found to have manhandled company’s vehicles will lose the instituted Non-accident Bonus.

· Exceptions to the above are with the approval of Executive Management.

SUPERVISION OF DRIVERS

· A central accommodating waiting room should be allocated to the drivers

· For ease of operations, the drivers will be supervised in hubs.  This will be determined by the F.M.O

· Each hub will be under a supervisor who will report to the Fleet Management Officer.

· All documents relating to each car must be monitored by the FMO.  This includes Log books, Insurance cover, vehicle Licenses, etc.

· The supervisors must ensure the objective of accident free year by drivers.

· All Supervisors are accountable for cars and Drivers under their control and will be held responsible for any lapses.

· Any Driver found to have behavioral inadequacies will be sanctioned appropriately, and where it is chronic the affected Driver should be eased out of the Company.

· Drivers must be neatly dressed.

· Allocation of Drivers will be rotational so as to monitor the effectiveness and compliance of Driver to the norms of the Company.

WELFARE

To reduce high staff turnover of Drivers and motivate them to a higher responsibility, the following welfare package are inputted to their day-to-day activities.

· Quarterly accident free bonus to be determined by Management from time to time.

· Outstation allowance shall be N2,500.00 (Two thousand five hundred Naira only) per day but would be subject to upward review when necessary. 
CRITICAL SUCCESS FACTORS

· Provision of new cars to replace unserviceable cars

· Provision of central office for Drivers

· Provision of office telephone to ease communication

· Dedicated pool cars for spot verification of cars especially Lagos area

GUIDELINE FOR FMO 
The following guidelines are to streamline the allocation, usage and maintenance of all Company’s vehicles allocated to members of staff and departments.

General

· The designated officer i.e. FMO shall supervise all Drivers and vehicles of the Company
· Arrange renewal of vehicle license and Insurance
· Keep custody of pool cars and allocate for use on request
· Arrange for a pool supply of fuel, lubricants, repairs and spare parts for the pool cars
· Allocate Drivers to vehicles and monitor their movement through the use of movement register and log books
· Maintain and update vehicle files
· Drivers are to ensure that they possess current driving license at all times
· Drivers must be in approved uniform while on duty
· Drivers must comply with all traffic regulations at all times
· Vehicles must be kept clean and in good working conditions at all times
· For every usage of the vehicle, the log book must be signed by the Officer who initiate such usage
· While on any assignment, Company vehicles must be parked at safe locations and must not be left unattended
· At closing, all Drivers must park vehicles in their care at the Company premises or designated premises and keys handed over to the appropriate Officer
Report on Accident

· Every accident whether visible or not, must be reported in writing to the Head of F.M.O through the Head Driver.
· Accidents involving second or more parties must be reported to the office immediately for necessary action.  Under no condition should a Driver agree to undertake the repair of vehicles involved without consulting the office
· In case of accidents outside the station, the Driver must ensure that he reports to the Police.  Also make necessary arrangement to contact the office within 24 (twenty-four) hours of the incident.
· In the case of accidents, as a result of carelessness or negligence, the Driver will be made to bear the cost of the repairs.
Report on Theft

· Any theft must be reported immediately in writing to the Head of F.M.O

· Theft of any vehicle or asset of the Company must be reported to the office immediately for necessary action.

· In the case of theft outside the station, the Driver must ensure that he reports to the nearest Police station.  Also make necessary arrangement to contact the office within 24 (twenty-four) hours of the incident

Departmental Vehicle

Usage

· Only properly licensed Company Drivers shall drive all departmental vehicles

· All Drivers must sign in and out at the security post in the morning before removing the vehicles and at evening after parking in respect of the car keys.
· Keys to Company Vehicles are to be deposited with the Security Unit under the custody of the Security Manager.

· None of the departmental vehicle must be used for commercial/personal purpose.  They are strictly for official use of the designated department under the direct supervision of the Head or designated Officer(s)


Maintenance

· Each Driver must maintain a Log book

· At no time should any Driver carry passengers more than the official capacity of the vehicles

· All Drivers must ensure that any damage or malfunction is reported immediately to the Head of FMO as applicable.

· Head FMO shall record damage/fault/repair of the vehicle

· In case of any breakdown, the Driver must make necessary effort to contact the office, which will then arrange for the repairs where practicable.
· All departmental vehicles should be serviced using the average kilometer of coverage as determined by the appropriate officers

· All departmental vehicles must be serviced at the Company accredited workshop(s), unless otherwise instructed by Management.

ALLOTTED VEHICLES

Grade of Officers

-
Cars are allocated to staff based on the Company’s policy

Conditions on usage

· All allocated cars shall be driven only by properly licensed Drivers or Officers

· The cars shall not be used for commercial purposes, but strictly for official or other routine assignments

· All original documents to official cars shall be retained by the Company.

· Allottees shall ensure that such cars are kept in such conditions that befit the image of the Company.

· Maintenance is based on provision of the Company’s policy

General Maintenance Guide

Apart from breakdowns, each should maintain a regular maintenance schedule to ensure maximum and efficient utilization of such vehicles.

Regular Maintenance

All Company vehicles must be maintained regularly.  Preventive maintenance scheme shall be drawn up to avoid sudden breakdown.  The Head Driver shall liaise with the Head of F.M.O to draw up a regular maintenance chart for each vehicle.

The following steps should be followed on regular maintenance routines.  Fill out the vehicle Maintenance Request Form stating the following:

· Name/user department

· Vehicle type/number

· Type of maintenance

· Urgency required 

Vehicle Usage

All Company vehicles must be used according to the laid down regulations.  They are primarily for the Company’s transactions

Private usage:
In case of request for private usage of Company’s vehicles, a vehicle request form should be requested from the F.M.O office and appropriate approval must be obtained in writing from Head of F.M.O.  Approval is based on:

· Availability of such vehicles and Drivers

· Satisfactory guarantee for proper usage while

· Fuelling of the vehicle must be borne by the individual requesting the car.

· The Head, Driver must inspect the car to make sure that the car is returned in a good condition and sign off or report any damage to the car to the Head, F.M.O

Vehicle Maintenance Procedure

· User reports fault to the Head Driver

· The Officer assesses the vehicle and then reports the case to F.M.O

· F.M.O invites workshop mechanic to assess and state repairs to be effected (if any)

· Fleet Officer confirms mechanics list of items to be replaced and complete vehicle maintenance repair from (VRF)

· F.M.O seeks approval as per existing policies

· Mechanic on approval, commence work on the vehicle

· The user receives and certifies vehicle upon completion of work

· User to certify successful completion of work carried out not later than 5 working days upon receipt of vehicle

· Head Driver upon clean report from User advises F.M.O to process payment 
· where necessary

Maintenance Record

For the purpose of budgetary control, a maintenance record shall be maintained.  This record shall capture amongst other things, the requisition, the cost of repair work and the type of repair, fuel consumption and the accumulative cost to date.  There shall be a vehicle repair returns monthly.

The record shall serve the following functions:

· Accumulating cost of repair and running cost

· Aid in the control of expenses on maintenance

· Basis of review of new request and consequent approval

· Evidence of request for the repair work

· There shall be a vehicle repair register, which will note the record of repairs and maintenance

Maintenance and Accident Free Bonus

This policy is designed to motivate Drivers whose vehicles are maintained at the best possible cost and accident free.  All Company Drivers are eligible and have equal opportunity to win the bonus.

Criteria/Award

· Every eligible Driver must have completed a period of one year without any accident record (whether minor or major)

· The prospective recipient(s) must have a commendable vehicle maintenance record(s) for that assessment period

· Every successful Driver shall receive a bonus as approved by the staff policy handbook

Payment shall be made at the end of financial year.

Procedure for Collecting and Returning Vehicle Keys

In order to enhance proper monitoring of Company’s vehicles, the Fleet Officer and the user Driver should undertake a routine check on the vehicle accessories and the condition of the body of the vehicle for dents or damages whenever a vehicle is to be parked finally at the Company’s premises at the end of the day.

On arrival at work:

3. The Driver who has been assigned a vehicle signs for the key in the register and then proceeds to carry out routine inspection check on the vehicle


The routine inspection check is done to ensure:

· That the vehicle accessories that was intact when the vehicle was checked and parked are still there in the vehicle

· That there is no new dent on the body of the vehicle other than what was there the previous day;

· That the front and rear lights are just as they were the previous day;

· That there is no visible sign or evidence that the vehicle was tampered with.

4. With completion of the routine checks, the Driver is free to take the vehicle out on official assignment and returns it to base at the close of work 

5. At the end of each day, the Driver parks the car in the Company premises and invites the Head Driver or his designate on duty to inspect the car and confirm the condition, before he finally signs off the vehicle key(s).

POLICY TITLE:

PURCHASING AND STORES

POLICY OBJECTIVE:
To articulate Management’s Policy on Purchasing and Stores

POLICY STATEMENTS:

This policy addresses the following issues:

· Policy regarding Capital Expenditure;

· Steps to Procurement Activities;

· Purchase Procedures;

· Process Description;

· Price Survey;

· Payment Procedures;

· Store Management;

· Inventory System;

PURCHASING, STORES  AND LOGISTICS
Capital Expenditure (Land and Building, Equipment, Furniture and Fitting)

Capital Expenditure involve cost incurred (VAT inclusive) in acquiring, replacing and improving or enhancing the value for such assets as land, buildings, machine and equipment, furniture and fittings, computer hardware/software etc, hence it is very important that the department maintains a proper and up-to-date record of the maintenance costs of each asset. Prior to commitment of funds to capital expenditure, a proposal must be included in the annual approved capital expenditure budget detailing all fixed assets to be acquired during the year.  The authority to spend money within the approved budget is based on spending limit of executive committee.  Capital expenditure shall not be made unless first proposed and approved in accordance with policies and procedures in place. 
Policy Regarding Capital Expenditure

· An expenditure on a set of assets as specified by the Company Capitalisation Policy shall qualify as Capital Expenditure (for the time being =N=50,000.00).

· Leasehold rights over assets, which meet the above criteria as well as leasehold improvement (physical additions or alterations to leased real property) are also treated as fixed assets.

· An extra-budgetary approval must be sought from the Executive Director for Capital Expenditure not provided for in the annual budget.  The requesting department/unit is required to justify in writing the need for the capital item(s).

· The asset shall be capable of being in use in the business of the Company for a period exceeding one financial year.

· The cost of acquiring a new fixed asset or enhancing the value of an existing one shall include all associated expenses such as:

· Purchase Price/Land and Construction Cost;

· Transportation/Freight Cost;

· Custom Duties, Taxes;

· Legal. Project Consultation etc.

Steps to Procurement Activities

Objective:

To provide for the acquisition of materials, goods, equipment and services based on quality, quantity, delivery, and price considerations to maximise value. 

1. The “Initiator” (department/branch) submits capital expenditure request to the store.  This request shall be documented on a Requisition Justification Form (RJF) by the user where the item is not already provided for in the approved budget.  In all cases, capital expenditure requests should be routed by the head of Department through the Executive Director.

2. Logistic Department invites the Company’s approved suppliers in the applicable product category to quote and period of tendering shall not be more than 48 hours.  Brochures and other relevant information relating to the items must accompany quotations form approved vendors.

3. Head, Logistics Department seeks Management’s approval based on the following consideration:

· Price competitiveness;

· Delivery schedule;

· Availability of spare parts;

· Ease of maintenance;

· Compatibility with existing equipment;

· Availability of guarantee/guarantee period;

· On approval, invites a minimum of three suppliers to quote for the item(s);

· Recommend price, vendor and beneficiary;

· Technical competence;

· Track record;

· After sales support;

· Capacity to indemnify the bank;

· Source(s) of supply;

· Discounts;

· Credit terms;

· Commitment to deadlines and quality.

4. Purchasing Officer prepares a Local Purchase Order (LPO) for selected supplier, specifying the required assets and other descriptions, and pre-purchase considerations.

5. All documents relating to the initiation of requirement will be attached and forwarded to Head of Logistic Department for the appropriate endorsement. 

6. The Head of Logistics Department and Procurement Officer must sign all LPOs.

7. Supplier delivers goods as scheduled to the store for onward transfer to the initiator.

8. Initiator acknowledges receipt and confirms suitability.

9. Logistic Official processes payment in line with the Company policy. All contractors should be advised to open account with a Bank.  Cash payment should be de-emphasised.

10. Logistic Officers allocates an identification number and record in the fixed asset register and register it with asset unit of Financial Control Unit.

Consumable Items

· Consumable items are utilised in the course of the business.  The life span usually expires within the accounting period.

· In order to ensure timely and continuous supply of consumable items, and to guard against constant price fluctuation, two month stock of consumable items shall be maintained at all times, especially operational items.

· Re-order levels, reorder quantities are based on the approved minimum and maximum stock levels for various items or group of items.  The stock levels and re-orders level will be reviewed bi-annually on the basis of analysis usage/consumption trend.
Purchase Procedures

Procurement Policy and Procedure:

Initiation:

· The Statements under this heading are to ensure that the responsibility for initiating procurement of inventory is defined and the initiation process is clearly outlined.

· The unit shall have the responsibility of initiating the procurement of all capital items, including branded, non branded stationery and supplies, while the branches based on approved limit can procure supplies for unbranded items that are required for the day to day running of the department/branch.

· The amount of stationery supplies to be purchased shall be informed by the trend of consumption/usage by the Groups/Units in the Company.  This means that the unit must proactively anticipate need for stationery and supplies, and make arrangement for the supply of these items on time.

· The unit shall be responsible for ensuring that the expense related to the purchase of stationery and supplies have been duly approved strictly in line with the Expense Approval Manual.

· The unit shall ensure that expenses on stationery and supplies are in line with the Company’s approved budget for the financial year.

· Requests for extra-budgetary supplies must be approved by Executive Management, before initiating the procurement of the supplies.

· The unit shall ensure that stationery and supplies to be purchased are needed solely for the business of the Company.  Such stationery and supplies must be relevant to the business of the Company. 

PURPOSE:

The purpose of this policy is to ensure that items/materials duly approved by management are made available at the appropriate time, at an economic price and quantity, and in accordance with the Company’s approved specification.

PROCESS DESCRITPION

The following steps should be followed for procurement activities:

Approval of Suppliers

The statements under this heading are to ensure that the process of sourcing for vendors is efficient, effective and transparent.

The unit (Suppliers Validating Committee which shall be instituted) shall maintain a duly approved list of vendors for different categories of products while the vendors list shall be updated every six months taking into consideration the following criteria: 

· Size of supplier/contractor;

· Formal set up of supplier;

· Commitment to deadlines and quality;

· Technical competence;

· Price competitiveness;

· Sources of supply;

· Past performance track record;

· After sales support;

· Financial strength/capacity to indemnify the Company;

· Registration with appropriate authorities. 

Project Departmental Head shall screen and recommend list of vendors to the Logistic for approval taking into consideration the laid down criteria for selecting vendors.

Receive Requisition

Requisition for procurement shall be received from the user department for required item.

For budgeted items, the unit shall take immediate ownership of the planning for their provision in conjunction with user units where specific timing of need is not provided in the budget.

Seek Approval

Upon receipt of request for procurement of any item from user Department/Group/Branch, the unit shall seek for approval to initiate procurement from Executive Directors prior to calling for quotations from the Company’s approved vendors.

Invite Suppliers for quote

The Company approved suppliers in the applicable product category shall be invited to quote and the period of tendering shall not be more than 48 hours.  This shall form the basis of CAPEX preparation.

Quotations from suppliers shall indicate the description of item(s), price of item(s), discount(s), delivery schedule(s), credit term(s), warranty/guarantee among others.

A minimum of three quotations is required in all cases. 
Selecting a Supplier

Selection of supplier for any category of product(s) shall be done by the Head, Logistics. In selecting a supplier, the unit will take into consideration the price competitiveness, quality of product etc.

Issuing Local Purchase Order (LPO)

After selection, a local purchase order shall be issued to the successful supplier.  Only authorised signatories in line with the expense approval authorities shall sign Local Purchase Order and register shall be maintained to rack all Local Purchase Orders issued and updated regularly.

Four copies official purchase orders shall be printed and distributed as follows:

Original copy


-
Supplier

1st Copy


-
Store

2nd Copy


-
Internal Control with other supporting documents 
of processing of payment 

3rd Copy


-
Procurement – File copy.

Delivery of items to the Company’s store shall be accompanied by the supplier’s invoice and delivery note.

PRICE SURVEY

In order to ensure that vendors do not take undue advantage of the Company, the unit shall on a quarterly basis carry out price survey in conjunction with the representatives of the user dept and based on this, the unit shall advise a price list to guide procurement.

PAYMENT PROCEDURES

In order to ensure that the company obligations to suppliers are promptly and adequately met, the following steps shall be taken:

Initiation of Payment

All payments shall be initiated by the relevant officer of the unit. Payment shall be made after taking delivery of items and in line with terms of Local Purchase Order. Where the period of payment is not provided for in the terms of agreement, payment shall be made within a very reasonable time. The Purchasing dept is expected to collate all necessary supporting documents which shall be forwarded to the Finance section.

Raise Expense Voucher:

Payments to external parties shall be made via Expense Vouchers with supporting documents attached to the Voucher.  The respective Logistic officers at the Department level shall maintain payment register to capture all payments to suppliers.

In General, the relevant officer must ensure the following are in place for payment(s).

· Evidence of duly approved local purchase order;

· Satisfactory evidence of work done or receipt of items by user, stores officer and Internal Control;

· A certification that job or items delivered meets agreed specification and is consistent with terms of offer.  This certification must be issued by unit/Department responsible for procurement and endorsed by user/beneficiary.

· Third party evidence of delivery/performance of work (e.g. supplier’s invoice, delivery note) acknowledged by Internal Control, Store Keeper.

SUPPORTING DOCUMENT

Taking the above into consideration, the following documents must accompany all expense report vouchers:

Where Payment Relates To Procurement:

· Good Received Note;

· The Stores Officer and Logistic Officer must endorse this;

· Duly approved Local Purchase Order;

· Vendor’s invoice;

· User’s request/or stock replenishment request from Store Officer.

OBJECTIVE

· To provide functional support to the Head, Logistic in areas of procurement and facility management for the Company;

· Supervision of the Procurement Officer, Vendor Management Officer, Purchasing Officer Coordinate unit activities for operational efficiency;

· Make procurement recommendation of capital items/consumables in accordance with Company’s policy

· Ensure timely procurement and distribution of general consumables and capital items;

· Achieve savings through effective negotiations with vendors;
· Ensure items of purchase are in consonance with user requirements;
· Ensure and review periodic market survey/report for optimal price comparism.

BENEFITS TO THE COMPANY

· Smooth operational efficiency reducing downtime to barest minimum;

· Cost minimisation and strict adherence to overall budget;

· Optimisation of Company’s resources in achieving goals and target for the Department.

PROCESS OWNERSHIP

· The accountability of the Procurement Unit under the Logistic Department;

· The Head, Procurement shall be the process owner of the Department with continuous supervision from the Head, Logistic.

KEY CONTROLS

· Strict adherence to laid down guidelines;

· Constant review of work plan and continuous update of work flow.

PROCESS ATTRIBUTES

· Avoidance and cutting off undue bureaucracy;

· Achievement of smooth and operational efficiency;

· Reduction in downtime to barest minimum;

· Minimisation of cost while ensuring quality and standardisation Company wide.

CRITICAL SUCCESS FACTORS

· Availability of corresponding level of authority to match assigned tasks;

· Timely escalation of issues to superior authority;

· Availability of work tools to avoid downtimes.

All Department/Head Office Purchases are centralised to take advantage of specification, uniformity of features, coordination and control, price discounts and uniform pricing of products.  Also printing of all security and letter head logo stationary items is centralised from the Head Office.  A (schedule) catalogue of Contractors/Suppliers of which not less than three vendors for each category of product will be maintained at the Head Office.  The list, which must be approved by Executive Director and reviewed every six months, should contain the following information:

· Letter of introduction, (indicating area of Vendor’s competence with clientele base) showing capability of supplier and if possible clientele base and maximum volume of supplies done previously;

· Name and address of vendor;

· Business registration number of the vendor;

· Nature of vendor’s business;

· Item usually ordered from vendor;

· Terms and conditions of delivery;

· Normal delivery period;

· Evidence of registration with appropriate authorities;

· Reference from a reputable individual/organisation on the Vendor.

There shall be predetermined re-order level, re-order quantities and maximum stock levels for major items of supplies.

Procurement requests for items not normally kept in store are to originate from the various units.  However, request for purchase of items for the store are made by the Stores Officer, as soon as any of the consumable items have attained the re-order level.

1. The Store Officer shall maintain a record of movement of inventory in and out of the store for each category of supplies and shall prepare a list of items on stock cards that require replenishment or fresh purchase and forwards to Head, Logistic for review and endorsement.

2. The inventory record should reflect such information as identification of the item, amount of stock on hand and the dates of movements.

3. The Head, Logistic compares items issued with the stock position to correlate items supplied with items issued or determine the reorder level with Store Officer’s request.

4. Upon receipt of approval from the Executive Director where applicable the Head, Logistic, requests for quotations from listed suppliers.  Emphasis would be placed on cost minimisation, quality, durability and track record.  The officer would obtain approval to purchase based on Company’s authorisation policy, by seeking approval for expense.

5. The Procurement Officer in charge of purchases prepares Local Purchase Order (LPO).  At least two (2) members of XMG  must approve all L.P.O.s.

6. Vendor delivers the goods as scheduled to the Store Officer who will confirm that the goods are in accordance with the required specifications as defined in the Local Purchase Order (LPO).  The goods supplied will be inspected by a representative from Internal Control who signs off on the suppliers waybill/delivery invoice.

7. Procurement Officer hands over the supplied goods to the Store Officer who will cross check qualities, prices, models etc. and enter relevant details in stock card.  A register must be opened to show goods received to the Store, date, time and duly counter signed by both the Store officer, Procurement Officer and an Auditor.

STORE MANAGEMENT

Consumable items belong to the classification of supplies that are utilised and dispersed in the course of the business.  They have a definable life span, which is determined by the rate of usage and unlike capital items, are not subject to depreciation.

As soon as any of the consumable items have attained the re-order level, the store officer will initiate re-order purchases

1. Store Officer prepares a list of items on stock cards that require replenishment or fresh purchase and forward to the Head Logistic for review and endorsement.

2. Logistic Officer, on the basis of official criteria, prepares Local Purchase Order (LPO) indicating that deliveries must be made within the specified period on the receipt of the order.  Head, Logistic must sign off all LPOs.


LPO is forwarded to supplier to deliver in accordance to the terms and conditions of which must include:

· Delivery date;

· Price;

· Specified brand of product;

· Types of goods;

· Name of Contractor;

· Payment terms;

· Penalty clause (if any);

· Quantity;

· Quality.

3. Vendor delivers goods as scheduled to Logistic Officer who will confirm that goods are in accordance with required specifications as defined in the Local Purchase Order (LPO). The goods supplied will be inspected by a representative of Stores and Security Personnel who sign off on the vendors waybill/delivery invoice.

4. Logistic Officer hands over the supplied goods to the Store Officer who will cross check qualities, quantity, brand, models etc. and on confirmation, record the items supplied in the respective bin cards and relevant registers, stating quantity, date of supply and name of vendor.  Payment is processed and effected in line with the Company’s existing payment policy.

The policy is designed to achieve the following:

· To maintain accurate records of receipts/issuance of store items;

· To ensure all issues are duly authorised and correctly accounted for;

· To ensure adequate documentation of store item;

· To ensure items are valued correctly;

· To ensure that there is minimum financial loss due to deterioration, pilferage and uneconomical carrying costs.

The overall management of the store shall be under the control of a specific officer who shall report to the Head of Finance. The stock of all items in the store shall be recorded in Stock Card and updated for all receipts and issues.  The record should reflect such information as identification of the item, the quantity of stock on hand and the dates of movement 

The Stock Cards will show the opening balances, receipts, issues, and closing stock.  The mock stock balances (issues, deliveries and receipts) must be prepared for Financial Control Department who will ensure that all issues were duly authorised while the physical monthly counting will be done by in conjunction with Internal Audit Department.  The balance must tally with that of the General ledger and any differences investigated.  Stores should be arranged in such a way that items can be easily retrieved.  Items should be neatly stacked, properly labelled and the store environment kept in such a way that it does not lead to deterioration, spoilage of the items.  The source of supply must be traceable to the supplier through an identification mark, e.g. stamping with supplier’s name written on the packet.  The Store is also out of bounds to all staff except when they are to collect items.  This would be in the Company of the Storekeeper.  In order to maintain an efficient stock level, the minimum and maximum stock level for each item shall be determined.  Also the reorder quantity, and reorder period shall be taken into consideration.

The following must be strictly adhered to:

· All items must be covered by Store Requisition Form, completed by the User Department indicating the quantity, a brief description of the items desired and the approval of the Departmental head of designee.

· Goods Received Notes (GRN) must be used for the receipt of any items into the Stores.

· A monthly check on the bin cards must be carried out by the Supervising Officer with the representative of the Internal Control Unit and total balances must agree with the balance.

Receipt Procedures

Item received into Stores

·  All purchases must have had initial approval and fulfilled all laid down test and certification;

· All items should be delivered directly to the Store with the Supplier’s Waybill duly signed by a representative of Audit Department.

On receipt, the Storekeeper/Security / User dept shall

· Obtain a copy of the LPO from the file of pending transactions;

· Examine the Waybill to ensure that it agrees with the LPO;

· Physically examine the items to ensure that the quantity and quality agree with specification.

· Endorse waybill and stamp relevant LPO ‘Supplied’ to void it, if it is okay;

· Complete Goods Received Note in duplicate;

· Send a copy of the GRN, to the Purchase dept who prepares payment advise to Finance Department for processing.  All such advise must be checked and signed by HOD;

· Use the second copy to record the receipts on respective Bin Card/Stock Card;

· Serial numbers of security documents (i.e. all pre-numbered documents) must be properly recorded for the purpose of control;

· Security shall check goods delivered and confirm the quantity/quality expected to be supported by Local Purchase Order and delivery note to ensure there is no disagreement.  Security will keep Goods-Register of all goods from outside suppliers on daily basis.  The record must show:

· Date

· Consignor;

· Vehicle Number (where applicable);

· Description of good;

· Goods recorded;

· Job order.

Items Issued from the Store

All issues from the store must be covered by a Store requisition prepared in duplicate.  The requesting Department would present all copies of the stores requisition to the Storekeeper who shall:

1. Number the store requisition;

2. Review all requisitions to ensure that they are properly approved by the Head of Units or designee;

3. Check the Stock Cards to ensure that the goods are available in the quantity requested;

4. Issue the items out on the prevailing stock level and not necessary as requested and ensure that the user acknowledges receipt by endorsing the Store Requisition Form;

5. Costs items supplied and record amount consumed both by Department/Branches and Head Office are forwarded to the Cost Accountant who computes cost on the stock balance and report to Financial Control Department;

6. Sign off on the requisition form and send a copy back to the requesting Department for their records.

7. Send a copy to Financial Control Department for posting and use his copy to update the Stock Cards.

8. File Store Requisitions in date order.

INVENTORY SYSTEM

To complement other procedures and ensure close monitoring of stock items, the following should be undertaken:

· Month End/Year End Stock Count:  At the end of the month as well as the accounting year, a physical count of all the stocks in hand shall be carried out and this should be certified by the Store, Accounts and representative of Internal Audit.
· Perpetual Inventory System:  This system shall be installed.  The system can be defined as way of recording stores balance after every receipt and issue, to facilitate regular checking and to obviate closing down for stock taking. 

· Physical Inventory:

Procedures

· Physical inventory is periodic count of inventory on hand to ensure physical quantities of store items agree with records;

· This is to be conducted on quarterly basis;

· All physical count is to be supervised by the Head of Logistic/Finance Officer or a designated Officer;
· Stock counts are to be recorded on pre-prepared Stock sheets.

A number of items should be counted (monthly or any interval) in rotation and compared with the bin cards and stores ledger account.  Discrepancies should be investigated and resulting shortage or surplus adjusted subject to the approval of Finance Director. All differences must be referred to Internal Control for investigation and further action.  The physical quantities must be compared with the authorised maximum and minimum, to see if the stock are being maintained within the prescribed limits.

At the end of counting, stock sheets are to be signed by storekeeper and personnel conducting the count.  The report is sent to the Head Finance or designate for review.  The reviewing officer also signs off as evidence of check.  Material discrepancies should be investigated and brought to the attention of the Management Internal Control Group.

Office and Household Equipment

· Office machinery and equipment viz. hand or electrically operated office machines and other mechanical apparatus excluding attachment to general plant and machinery or manually/mechanically operated plant and machinery.

· Office equipment such as photocopy machines, shredding machines, cabinets, strong data processing equipment including peripherals, fridges, fax machines etc.

Furniture and Fittings

· Furniture and fittings of office, household, reception, conference and boardroom, furniture of a movable nature, fixture and fittings of a semi-permanent nature should be fixed or fastened in such a way that they can be dismantled and repositioned easily.

· Vehicles (Motor cars, van, lorries, tankers, truck and motorcycles)

Acquisition Cost - The components of the total acquisition cost to be capitalised depend upon both the type of asset acquire and the method of acquisition.  The general principle to be followed is that expenditure that can be justified as the direct cost of acquiring a fixed asset in the place and form intended is included in the total capitalised cost of the asset.  Only capital expenditure as specified in the Company policy can be capitalised, purchases below this are to be expensed.  Items normally include: 

· Invoice price less discount and allowances;

· Freight duty and goods-in-transit insurance;

· Installation costs.

Disposal of Fixed Asset (Excluding Building and Land)

Fixed Assets which may be considered or earmarked for disposal are those that have out-lived their usefulness life and/or those identified for replacement as may be determined by Head of User dept in conjunction with Asset Disposal Committee in respect of obsolete and no longer in use irrespective of the Net Book Value.  Normally the asset must have exceeded the expected useful life period.

All fixed asset shall be replaced at the end of their assumed/estimated economic useful life (i.e. when fully depreciated) provided the following conditions are in place:

· Excess repairs and maintenance cost arising from the age of the asset therefore making continued use and retention uneconomical;

· Technical obsolescence due to rapidly changing technology;

· Fixed Asset that can no longer perform their designed functions probably due to old age or are unserviceable due to unavailability or difficulty in procuring the necessary spare parts as may be determined by Management.
Asset Disposal Committee shall comprise, but not limited to the following representatives:

· Administration Department;

· Finance Controls;

· Management Internal Control Group.

Disposal Procedures

· Initiator: When assets are no longer required, the Unit Head (initiator) notifies Admin. Department.

· Admin. Department determines if property can be used elsewhere in the Company.  If there is a requirement, the transfer will be effected.  If there is no existing need, the asset will be processed for disposal.

· Admin Department liaise with Finance Controls to know the present book value of such an asset.

· Managing reserves the absolute right to determine the disposal price of any asset. 
· Head, Admin recommends to the E.D (Admin) the need to dispose the asset taking into consideration the date of purchase, historical cost, accumulated depreciation to date, reason(s) for disposal, etc.

· Asset Disposal committee determines price at which the asset is to be disposed based on the Net Book Value plus a mark up.

· Disposal Committee calls for bids from members of staff or where staff sale option fails, calls for market bids by offering the item(s) to the public.

· Disposal Committee, on approval, disposes asset in accordance with the standard disposal procedures.  Disposal may be accomplished by auction, bidding, and/or any other agreed method.

· A Company receipt is issued to all the winners of the auction, bidding of the asset.

· Admin and Financial Controls records in the Asset Register of the Company. 
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