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1.  REGULATORY FRAMEWORK AND OTHER POLICIES

LEGISLATION

· Constitution of the Republic of South Africa Act 108 of 1996
· Employment Equity Act, Act 55 of 1998 as amended in Act 47 of 2013.
· Public Holidays Act 34 of 1994.

· Unemployment Insurance Act 30 of 1966 as amended in Act 63 in 2001.

· Protection of personal information Act 4 of 2013. 

· Labour Relations Act, Act 66 of 1995 as amended in Act 12 of 2002.

· Basic Conditions of Employment Act, Act 75 of 1997, as amended.

· Income Tax Act, Act 58 of 1962, as amended

· State owned Companies Remuneration and Incentive Standards from the Department of Public Enterprises (DPE) of 2013.

· King IV Report on Corporate Governance for South Africa principle 14
· National Treasury Instruction 01 of 2013/2014
· Skills Development Act 97 of 1998

· Skills Levies Act 9 of 1999

· Occupational Health and Safety Act 

· South African Qualifications Authority Act 58 of 1995 9 (SAQA)

· National Qualifications Framework (NQF) 67 of 2008

· Pensions Funds Act 39 as amended in 2001

· Compensation for Occupational Injuries and Diseases Act 130 of 1993 (COIDA)
The Board, officials, employees and agents of PRASA are required to familiarise themselves with the applicable laws and internal rules governing their areas of responsibility and abide by these laws and rules in their daily work. 

Compliance with all legislation applicable to PRASA takes precedence over any conflicting instructions given by a supervisor. 

2. POLICY STATEMENT

The PRASA Total Reward policy will:
Align with PRASA’s Mission:

“To provide safe, reliable, affordable and clean passenger rail and bus services.”

Establish a reward framework that places accountability and ownership of the remuneration process with line management by enabling them to link the total remuneration process to PRASA’s mission as well as to manage it in a fair and equitable manner, whilst ensuring a balance between affordability and quality of life for employees.
Drive Behaviour that supports PRASA’s Values:

“Service Excellence - Providing the services that meet and exceed customer expectations.”
- Provide the framework to attract, motivate and retain the right skills and talent for PRASA to meet its desired strategic objectives.

“Fairness and Integrity - Treating our customers and colleagues the same way we would like to be treated.”
- Remunerate employees in a fair and equitable way that reflects the dynamics and the context of the labour market
“Teamwork - Working together with our colleagues to achieve a common goal and recognise each other’s strengths and contribution. 
- Provide a remuneration framework that rewards teamwork.
“Safety- Ensuring our customers and colleagues enjoy their journey and arrive safely and refreshed.” 
- Provide the rewards framework to drive safety centric behaviour in all employees
“Communication- Sharing information with our stakeholders in an open and honest way.” 
- Incorporate communication as a driving factor in rewards Programmes

“Performance driven- Developing the ability to venture into new areas of opportunity whilst offering quality services to our customers.”

- Deliver a reward proposition that supports performance management and tools that will motivate superior performance
3. DEFINITIONS AND ACCRONYMS

	Ad Hoc salary increases
	Ad Hoc Salary increases are exceptional increases where the salary of an individual is reviewed. This may be because of counteroffers and for retention purposes.

	Benchmark:
	The remuneration data matched to suitable positions and or grades against the national or industry specific market database.

	Bargaining Unit Employees
	Permanent employees in the non - management levels. These employees’ remuneration and benefits forms part of the Bargaining Forum where collective bargaining takes place and may be referred to as Labour.

	Cash Salary
	Cash salary is the TGP less the Retirement/ Provident fund contributions, Funeral fund premiums, Optional 13th cheque provision, and a voluntary car allowance.

	Collective bargaining
	Collective bargaining is a process of negotiation between the employer and a group of employees (Typically represented by Unions with Union representatives) aimed at agreements with regards to salary increases, working conditions, benefits, and other aspects of workers' remuneration and rights for workers.

	Core Skills
	These are skills categorised as essential for the sustainability and effective service delivery of PRASA’s mandate and are based on core business requirements. Should employees in these positions leave the organisation, it would have a considerable impact on the operations of the organisation.

	Critical skills
	Critical skills refer to capabilities needed within an occupation, for example, general management skills, communication and customer handling skills, teamwork skills, and communication technology skills.

	Executive Directors (ED’s)
	Executive Directors (ED’s) means a Legally appointed Executive Director of PRASA in terms of the Companies Act, No 71 of 2008 as amended

	Employee Benefits:
	Programmes that PRASA uses to supplement the cash remuneration an employee receives

Certain of these costs are included in the Total Guaranteed Package (TGP) and others are not included.

	Employer/ ER:
	PRASA Group and its Divisions and Subsidiaries

	Employees/ EE:
	Employee means any person contractually employed by PRASA in terms of a written agreement in the categories of permanent employees and fixed term employees employed for a period of more than 3 months. This excludes any person appointed by PRASA as a consultant, independent contractor or assignee. 

	Equity:
	Equity refers to a position in remuneration where the remuneration assigned to a job at a specific grade is competitive within the external market and similar internal jobs.

	Employee Value Proposition (EVP)
	Set of associations and offerings provided by an organisation in return for the skills, capabilities and experiences an employee brings to the organisation.

	Fixed Pay/ Total Guaranteed Package (TGP)
	Fixed Pay, also known as base pay, is the nondiscretionary remuneration that does not vary according to performance or results achieved. PRASA employees will receive fixed pay in the form of a Total Guaranteed package per annum (TGP)

	FTCW’s (Fixed term contract workers)
	Fixed term contractor workers are persons on a fixed-term contract. A Fixed term contract is a contractual relationship between an employee and an employer that lasts from three months up to a year. 

Fixed term contractors are:

· replacing temporarily absent employees, 

· are employed on account of a temporary increase in the volume of work, which is not expected to endure beyond 12 months;

· is a student or recent graduate who is employed for the purpose of being trained or gaining work experience in order to enter a job or profession;

· is employed to work exclusively on a specific project that has a limited or defined duration;

· is a non-citizen who has been granted a work permit for a defined period;

· is employed to perform seasonal work;

· is employed for the purpose of an official public works scheme or similar job creation scheme;

· is employed in a position which is funded by an external source for a limited period; or

· Employees who have reached the normal or agreed retirement age applicable in PRASA.

	Funeral Cover
	This is funeral cover that employees can take out to cover themselves and their families and is a lump sum paid out upon death. There is a mandatory minimum cover, but employees may opt to increase the cover and add family members and additional family members. 

	Gain Share 
	Gainsharing is a system of management used by a business to increase profitability by motivating employees to improve their performance through involvement and participation. As their performance improves, employees share financially in the gain (improvement).

	GCEO
	Group Chief Executive Officer of PRASA

	Graduate
	Graduate is a person who has completed a tertiary qualification in any discipline and may be employed by the company for a specified period on a fixed term contract basis.

	Group Risk Cover
	Group Risk cover is insurance taken out by PRASA to cover employees in the case of death, permanent disability or temporary disability. This contribution is typically included in the Admin part of Retirement fund contributions.

	HCM
	Human Capital Management 

	HOD
	Head of Department

	Internship
	An internship is a period of work experience offered by an organisation for a limited period. Internships are typically undertaken by students and graduates looking to gain relevant skills and experience in a field. Payment is usually guided by the relevant SETA

	Independent Contractors
	An independent contractor is a natural person, business, or Company that provides goods or services to another entity under terms specified in a contract. Unlike an employee, an independent contractor does not work regularly for an employer but works as and when required, during which time he or she may be subject to law of agency. Independent contractors are usually paid on a freelance basis. Contractors often work through a limited company or franchise, which they themselves own, or may work through an umbrella company.

	Insured Benefits
	It refers to benefits which are insured with companies external to PRASA i.e. Medical Aid, Medical Insurance, Pension/Provident Fund and Funeral Insurance Benefit.

	Job evaluation/ JE:
	Systematic and objective process of determining the relative worth of a job in the organisation, utilising a structured process.  The result of this process will ensure accurate job grades

	Job family:
	A series of jobs which are involved in work of the same nature but require different levels of skill, responsibility and competencies for each job level.

	Job grade:
	Job Grade is the relative value of a job as reflected by the job weight and shall be linked to a salary range used in PRASA. 

	Job profile:
	A job profile is a written statement of the main duties and responsibilities of a job.  It’s the job profile’s content that provides the basis for awarding a comparative value or grade to the position during job evaluation.  

	Learnership
	Learners are part of a learnership programme. 18(1) learners are a permanent employee at the time of concluding the learnership agreement. 18(2) Learners are unemployed at the time of concluding the learnership agreement.

	Matriculant
	A Matriculant is a person who has completed and passed Grade 12.

	Management Employees
	This is employees permanently employed in positions graded in Patterson levels:

D1, D2, D3, (D Lower)

D4, D5, (D Upper)

E1, E2, E3, (E Lower)

E4, E5, (E Upper)

F1, F2, F3, (F Lower)

F4, F5. (F Upper)

	Non-Management Employees
	This is employees permanently employed in positions graded in Patterson levels:

A1, A2, A3, (A)

B1, B2, B3, (B Lower)

B4, B5, (B Upper)

C1, C2, C3, (C Lower)

C4, C5 (C Upper)

	Non-Executive Directors
	Non-Executive Directors refers to the Non-Executive Directors appointed to the Board of PRASA.

	Organisational Sizing
	Organisational Sizing refers to an agreed methodology to differentiate between organisations based on appropriate sizing factors

	Partial retrenchment
	Retrenched of an employee and re-employed on lower TGP or different conditions of employment

	Pay Range
	Pay Range refers to the width of the pay scale, i.e. the distance between minimum and maximum pay for each grade/band.  It is usually measured in terms of the percentage above and below each midpoint.

	Pay Scale
	The Pay Scale refers to the pay attached to grades/bands and the way in which these scales are structured; their range, their slope, overlap, differentials and market positioning.

	Pensionable Salary
	Pensionable income is the income used by PRASA to calculate your pension or provident fund contribution. 

	Performance based increases:
	A pay increase given to individual workers according to an evaluation of their performance and organisational performance.

	PRASA
	Passenger Rail Agency of South Africa

	Percentiles:


	0 P: The lowest salary.
25th P: The salary above which 75% of salaries fall, when they are ranked in order of size.
50th P: The salary above and below which 50% of salaries fall, when they are ranked in order of size.
75th P: The salary above which 25% of salaries fall, when they are ranked in order of size.
90th P: The salary above which 10% of salaries fall, when they are ranked in order of size.
Maximum P: The highest salary.

	PTH
	Personal to Holder means your TGP and/or any other conditions of service are unique to this employee/ employees.  The company may offer other means of total rewards to bring employee/s in line comparators.

	Remuneration:
	Cash provided by PRASA to an employee for services rendered. Includes Fixed pay and variable pay.

	Retention
	Retention is a systematic effort to increase the job satisfaction engagement and loyalty of employees, especially those who possess scarce, critical and core skills, in order to ensure that they remain within PRASA.

	Retrenchment
	Retrenchment is a form of dismissal due to no fault of the employee; it is a process whereby the employer reviews its business needs in order to increase profits or limit losses, which leads to reducing its employees

	Salary Bands:
	A pay range for each Job Grade including a minimum, median and maximum point.

	PRASA
	Passenger Rail Agency of South Africa 

	Salary surveys:
	Studies made of salaries paid by other organisations within the employer's labour market.

	Scarce Skills:
	These skills are based on market demand-and-supply factors. 
Absolute scarcity refers to suitably skilled people who are not available in the labour market and may include new or emerging occupation, lack of suitably qualified people or insufficient numbers of people enrolled in Programs to meet the new demands. 

Relative scarcity refers to suitably skilled people available in the labour market but who may not necessarily have a high level of work experience, may not be located within a specific geographical location and equity considerations. 

	Short-Term Incentive (STI):
	An annual bonus tied to the performance of the Company, team and/or individual. Short-term incentives refer to incentives that are applicable for up to one year. 

	Temporary Employment Services (Labour Broker)
	Employment for a period not exceeding three months where the Employment is as substitute for a temporarily absent employee or in a category of work and for a period of time which is considered to be a temporary service as determined by a collective agreement of a bargaining council or a sectoral determination.

	Total Rewards:
	Monetary and non-monetary return provided to employees in exchange for their time, talents, efforts and results.  It involves the deliberate integration of five key elements that effectively attract, motivate and retain the talent required to achieve desired business results.  The five key elements are:

· Remuneration/Compensation

· Benefits

· Work-Life

· Performance and Recognition

· Development and Career Opportunities

	Variable Pay
	Variable pay, also known as pay at risk is remuneration that is contingent on discretion, performance or results achieved. This includes but is not limited to:
•
Short term Incentives

•
Commissions

•
Allowances


4. PURPOSE

The purpose of this policy is to set out the principles for rewarding employees at PRASA; further it ensures that uniform Remuneration, Incentive, Recognition and Benefit standards are applied across all Divisions and Subsidiaries in rewarding employees in an equitable and fair manner.

5. SCOPE OF APPLICATION

This Policy is applicable to all PRASA employees, and its subsidiaries, i.e. permanent employees, employees on fixed term contracts whose contracts are for more than three (3) month’s in a given financial year.   It is not applicable to employees of Temporary Employment Services or independent contractors.   

6. ROLES AND RESPONSIBILITIES

The Group Human Capital Management Corporate Office is responsible for the periodic review of the policy in alignment to the PRASA strategic objectives, mission and values.
	Who
	Responsibility

	Board of Control
	· Approve Total Reward policy and Executive Remuneration.

	Human Capital and Remuneration Committee (HCRemCO)
	· Recommends Total Reward policy and Executive Remuneration to Board.

	GROUP CEO
	· Recommends Total Reward policy and Executive Remuneration to HRRC.
· Develops remuneration strategy and implement remuneration.

	GROUP EXCO
	· Recommends Total Reward policy and Executive Remuneration to HRRC.
· Develops remuneration strategy and implement remuneration.

	Group Executive: Human Capital Management
	· Formulation of Total Reward policy
· Develop remuneration strategies that underpin the HCM strategy and PRASA strategy.

	General Manager: Remuneration and Benefits for PRASA
	· Develop best practice remuneration solutions. 

· Ensure uniform implementation.
· Ensure compliance to Total Reward policy, practices and tactics.

· Provide feedback and strategic direction.

	Divisional HCM
	· Execution of policy

· Provide advice and practical application.

	Regional HCM 
	· Implement Total Reward policy, practices and tactics.

· Understand the Total Reward policy, strategy and systems, e.g. job evaluation, performance appraisals, bonus schemes, benefit structures.

· Apply them to employees and resolve queries.

· Provide HCM with constructive feedback that would assist in improvement.

	Payroll/HRIS
	· Process payroll and handle queries.

· Ensure database integrity.

· Form part of HR and Remuneration team to resolve remuneration issues.

	Job Evaluation Committee
	· To grade jobs submitted to the committee.

	Job Profile
	· A job Profile is a document that describes the general tasks and or other related duties and responsibilities of a position. Multiple positions performing the same job will have one Job Profile.



	Unions
	· Conduct negotiations or discussions regarding remuneration in good faith.

	Vacancy
	· Vacancy means an existing or newly created position, in an approved structure, that does not have an incumbent formally appointed to the position


7. GUIDING PRINCIPLES
The Guiding Principles of the PRASA Total Reward Policy is to enable the business to:

1.1 Develop reward policies and practices that support the achievement of the company’s strategic objectives.
1.2 Influence PRASA’s employer Brand positively in order to attract, retain and motivate employees or potential employees.
1.3 Create a High-Performance Culture within PRASA where consistently good or excellent performance is rewarded.
1.4 Simplify and standardise salary structures and related matters and maintain competitive rates of pay.
1.5 All employees are recognised and rewarded for their performance in a fair and equitable manner and in a manner that is consistent with market conditions.

1.6 Remunerate employees equitably based on job evaluation and grading and in line with legislation regarding the principle of Equal pay for Equal work or work of equal value.

1.7 Encourage teamwork and a high commitment, creating a culture of belonging, through a common vision, embracing an approach of Total Reward enhancing the complete work experience. 
1.8 Comply with all relevant legislation for the policy to withstand scrutiny by Stakeholders.
1.9 Recognise other forms of non-financial reward 
1.10 Allow a reasonable degree of flexibility in the operation of reward processes and in the choice of benefits by employees.

1.11 Drive a shift from a culture of entitlement to a culture of earned reward and belonging driven by open and transparent communication, non-discriminatory practices and affordability.
1.12 Reward behaviour that is aligned with the company’s Mission, values and strategic objectives.

1.13 Provide line management with reward tools to minimise costs to the company arising out of the loss of trained and experienced staff.

8. REWARD FRAMEWORK
The overall strategic aim of the PRASA’S Total Reward Framework is to develop and implement reward solutions, policies, processes and practices required to support the achievement of PRASA’S strategic objectives by helping to ensure that PRASA has the ability to attract and retain competent, well-motivated and committed people to meet the short, medium and long term staffing requirements of PRASA at all levels;

The PRASA Rewards Model adopts a flexible and total rewards strategy aligned to the World at Work (W@W) and South African Rewards Association (SARA) Total Rewards Strategy as depicted in figure 1.
Figure 1: Total Rewards Model (W@W)
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PRASA TOTAL REWARDS STRATEGY:

Total rewards involve the deliberate integration of Remuneration, Benefits, Work-Life, Performance and Recognition and Development and Career Opportunities that effectively attract, motivate and retain the talent required to achieve the desired business results.

9. PRASA EMPLOYEE VALUE PROPOSITION (EVP)

PRASA shall, as per best practice, not only offer Remuneration and benefits to attract and retain employees but shall also adopt a Total Rewards approach in remunerating employees.  
All the levers in the matrix below will be used to maximise the PRASA Employee Value proposition (EVP) in support of the Total Rewards Strategy.
	PRASA Employee Value proposition (EVP)

	A. TGP (Total Guaranteed Package)

1. Basic/ Cash Salary (70%)
2. Flexible Portion (30%)
a) Retirement Fund company 
contributions 

b) Car allowance 

c) Provision for 13th cheque
d) Bonus Provision

e) Funeral Fund 
f) Housing Allowance

g) Medical Aid (optional,
funded by Employee)

B. Additional Benefits
1. Group Risk Cover

a) Death Cover

b) Disability Cover

2. Leave
3. Statutory Benefits
4. Death in Service benefit
	C. Variable Pay
1. Allowances
2. Incentive Schemes

D. Variable Benefits
1. Additional Funeral cover

2. Optional Additional Life Cover

3. Long service Awards

4. Transfer Costs of Transferred employees

5. Company Phone

6. Retirement Functions
7. Use of Pool vehicles

8. Discounted Train tickets


	F. Work Life Balance
1. Employee Wellness Offering
	E. Performance, awards and Recognition
1. Performance related pay
2. Recognition and Awards


	G. Development and Career Opportunities




A. Total Guaranteed Package (TGP)
Total Guaranteed Package (TGP)

PRASA adopts the Total Guaranteed Package (TGP) approach which is an approach to remuneration where the employee’s package is managed as a single entity, rather than where each benefit is managed separately.  The total value of the employees’ remuneration is known upfront and managed accordingly. PRASA employees will receive fixed pay in the form of a Total Guaranteed package per annum. For more detailed information please see the PRASA Package Structure policy.
Pay as you Earn Tax (PAYE)

All remuneration and benefits due to PRASA employees will be subject to SARS legislation and shall be taxed accordingly. 
Pensionable Salary (pensionable emolument) 
PRASA allows employees to choose their pensionable percentage of TGP starting from 70% (Minimum) to a maximum of 100% of TGP. This may differ from employee to employee depending on the percentage of Pensionable salary structured in their TGP.
Pensionable salary is used to calculate retirement fund contributions and is also the amount from which death benefit and Risk cover is calculated.  
Employees have the option to, on an annual basis, increase the Pensionable salary percentage to a maximum of 100% (increment of 5% increase allowed per annum).  
1.A.1. Basic / Cash Salary
70% of TGP shall be deemed as the Basic or Cash salary.  30% of the TGP funds the Employer Retirement/ Provident fund contributions, Funeral fund premiums, Optional 13th cheque provision, a voluntary housing allowance and a voluntary car allowance.
1.A.2. Flexible portion of TGP
The flexible portion of the TGP (30%) can be utilised to structure the following:

a. Mandatory Retirement Fund company contributions inclusive of Group Life Death Cover and Disability Cover (12% of pensionable).  

b. Qualifying employees can structure a car allowance (Management employees only)

c. Employees can make provision for a 13th Cheque payable in November of each year. (Employee have option to pay tax monthly upon payment)

d. Employees can make provision for a Bonus payment payable in November of each year. (Bonus is tax free as savings are made post tax)

e. Funeral Fund 
f. Employees can structure for a housing allowance

g. Employees can structure for a medical aid Company contribution

a) Retirement/ Provident Benefit 
It is mandatory for all permanent full-time employees to belong to the company selected fund and their membership and contributions will be as according to the Fund rules. The company contribution will form part of the flexible portion of the TGP.
b) Car Allowance

Qualifying employees may apportion a specific amount (up to 25% of TGP) of the flexible portion of their TGP’s to a car allowance without defeating the purposes of tax legislation 

c) Housing Allowance

Employees may apportion a specific amount (dependent upon the remainder of the flexible part of the TGP 30%) to a housing allowance.

d) Optional 13th Cheque provision

Individuals may choose to structure a 13th cheque equal to their monthly basic salaries that they wish to receive in Nov each year and the monthly equivalent will be deducted.

Employees may choose to pay the tax payable on the 13th cheque:

· Upon payment in November of each year, or

· Monthly to enable the payment in November to be tax-free.  

e) Optional Bonus provision

Individuals may choose the amount of cash that they wish to receive in Nov each year and
the monthly equivalent will be deducted (after tax). The bonus saving payment will be tax free as savings are deducted monthly post tax.
f) Funeral Cover
All permanent employees and Fixed Term Contract Workers (FTCW) must belong to the PRASA Group Funeral Scheme. Employees have various options of cover available in addition to the mandatory minimum cover. 

g) Employees can structure for a medical aid Company contribution
All permanent employees can structure a part of their flexible portion of their TGP packages towards a Medical Aid Company contribution.
Medical Aid/ Insurance
It is mandatory for all employees to join a company approved Medical Aid Scheme/ Medical Insurance unless they already belong to a medical aid/ Insurance of a spouse, or a medical aid / Medical Insurance recognised by PRASA. Proof of belonging to a spouse’s medical aid/ Insurance must be submitted to the payroll department on a yearly basis. The list of preferred providers may change based on Operational decisions from time to time. PRASA will appoint a medical Aid broker/s to assist with all medical aid related transactions.
PRASA’S preferred medical aid/ Medical Insurance suppliers: 
· Discovery
· Transmed
· Bonitas
· Sizwe
PRASA will endeavour to provide employees with preferred rates/ options to ensure all employees will have access to affordable health care products to be able to cover themselves and their families. 
The products include but are not limited to: 

· Medical Schemes

· Medical Insurance/ Primary Health Care

· GAP Cover
B. Additional Benefits

· PRASA will implement benefit solutions that seek to meet the aggregated needs of employees, while at the same time being sufficiently flexible to cope with a rapidly changing environment.

· PRASA will not implement benefit structures that require extensive infrastructure and unnecessary administrative support.

· Both Insured and uninsured benefits will be offered to all PRASA employees.

· Access to benefits will be open to all employees (within the constraints of the Income Tax Act) and this will be achieved by:

· Offering benefits in the context of the Total Guaranteed Package (TGP) parameters set out by PRASA.
· Individuals will be given a choice in of the type and level of benefits that will suit their specific needs.  The options offered will be in line with the relevant policies, legislation and scheme rules. This approach in benefit offering will enable PRASA to:

· Limit PRASA’s exposure to open ended benefit liabilities;

· Give employees the flexibility to optimise individual benefit and cash flow needs;

· Offer easy access to benefit schemes that are affordable and/or tax-efficient;

· Require individuals to take responsibility for their own tax compliance. 

1.B.1. Group Risk Cover:

All permanent employees of the PRASA Group qualify for the Group Risk cover. This includes death and disability cover.

a) Death Cover

Death cover is a lump sum cash payment payable should a permanent PRASA employee pass away whilst in the employment of PRASA. Death benefit payable will be based on the employee’s pensionable salary at time of death. Death cover is specified per Retirement/ Provident fund. Death cover is provided for PRASA Permanent employees and the premium is included in the Retirement/ Provident fund company contribution.
b) Disability Cover 
Disability cover is insurance against temporary and permanent Disability of PRASA permanent employees. Employees on temporary or permanent disability will be paid a percentage of their pensionable salary for their period of disability. The percentage of pensionable salary paid upon disability is specified per Retirement/ Provident fund of PRASA. Permanent and temporary disability cover is provided for PRASA Permanent employees and the premium is included in the Retirement/ Provident fund contribution.
1.B.2. Leave

Employees qualify for leave of absence in accordance with the Basic Conditions of Employment Act 75, 1997 (as amended) and/or the PRASA Leave policy and/or Collective agreements and/or Board decisions. 
1.B.3. Statutory Benefits (UIF)
a) Unemployment Insurance Fund (UIF)
All employees shall contribute to UIF as per existing legislation.
1.B.4. Death in Service 

Should an employee die in service, the current full final month’s salary will be paid.  If provided for, a pro-rata service bonus will be payable. In addition, provident fund and funeral fund payments will be made in line with the respective applicable policies.

C. Variable pay

PRASA employees may receive variable pay in addition to their Total Guaranteed package per annum. The total cost to Company (TCTC) is the total employment cost inclusive of the variable pay.
Variable pay includes (but is not limited to) the following elements:
1. Allowances

2. Incentives
3. Commissions

1.B.5. Allowances

Allowances may be paid to eligible employees if they meet the qualifying criteria subject to approval.
a) Travel/ Subsistence Allowance 
Employees can be reimbursed with a travel and/ or subsistence allowance for business travel in accordance with the Travel Policy. Rates of reimbursement shall be aligned with South African revenue Service Guidelines.
b) Acting Allowance

An acting appointment is when an employee is temporarily appointed to take the responsibilities of another position. For more detailed information refer to the PRASA Acting policy.
c) Overtime

Non-managerial employees who are required to work overtime will be paid overtime (hours in excess of their normal hours) in line with Conditions of Service.
d) Other Allowances
Qualifying employees may be paid various other allowances in line with collective agreements and policies.
e) Scarce Skills premium 

Where market surveys indicate that a job grouping is significantly out of line with the market, a market premium percentage may be allocated. Target pay lines will be determined by referencing the most appropriate survey available. This allowance will need to be reviewed bi-annually to determine relevance as scarcity of skills change according to supply and demand in the market. 
1.B.6. Incentive Schemes
Incentive schemes are intrinsically aligned to the performance management process and are regarded as an important management tool for attracting, motivating, retaining and rewarding the calibre of employees required to meet the business objectives.  

PRASA’s incentive scheme is therefore informed by the PRASA:

1) Vision, Mission and Values;

2) Organisations Strategic Plan;

3) Business or Operational Plans;

4) Total Rewards Policy;

5) Performance Management Policy;

6) Applicable Collective Agreements.

The objectives of the PRASA incentive schemes are:

1) To encourage, motivate and reward employees for superior performance by exceeding set objectives and targets.

2) To create an environment conducive to performance.

3) To differentiate appropriately between employees through the various incentive methods provided based on their contribution only.

4) To establish accountability and ownership of the reward process with Line management by enabling them to link the reward process to their business objectives and manage it in a fair and equitable way.

5) To ensure the effective implementation and maintenance of a single and uniform incentive bonus scheme.

6) Enable growth and development of employees.  

a) Short Term Incentive Scheme (up to one year)

1) Short term incentive schemes must be self-funding on a Gain share principle and reward individuals and teams for achieving their performance targets which are aligned with business objectives.
2) Short term incentive Programmes can be a once off bonus, an increase percentage in addition to the inflationary salary increase or a combination of both.
3) Short term incentive schemes performance targets must be measurable.

4) Business Units may pay Short term incentives only if its overall performance targets i.e. individual, business units and company targets are met. 
5) Incentive rewards are for achieving stretched targets that would improve the profitability, efficiency and effectiveness of PRASA. 
6) Incentive schemes are implemented to benefit PRASA and provide qualifying employees with a reward for targets achieved within the period measured. 
7) Short term incentive schemes are not linked to inflationary annual increases.
8) The Remuneration committee, Group Chief Executive Officer and the PRASA Board of Control shall approve incentive scheme design prior to commencement and the resultant payments before pay-out.
9) Incentive scheme design will take the financial status of PRASA into account along with various other contributing factors.
D. Variable Benefits
1) PRASA subscribes to a Total Reward strategy which is based on a meaningful integration of different related elements, to the extent that it contributes to improved organisational performance and employee engagement. 
2) Additional Benefits are programs that are part of the PRASA Employee Value Proposition and may not necessarily have a financial value linked added to them. These programs have various qualifying criteria and some programs offers a benefit to employees at a reduced cost to the market value.
1.B.7. Optional additional Family members Funeral Cover 
Extended family members can be added to the employee’s funeral cover policy at an additional cost to the employee. 

1.B.8. Optional Additional Life cover for employees
Optional Additional Life cover is available at an additional monthly premium. 
1.B.9. Long service awards
Employees may be eligible to qualify for financial recognition based on their number of years of service in the PRASA.  For more detailed information refer to the PRASA Recognition and awards policy.
1.B.10. Transfer cost for Transferred Employees
PRASA covers necessary costs for transfers and appointments of employees, including external appointees.  Relocation costs are borne by the respective Business Unit, as guided by the Relocation Policy.

1.B.11. Company Mobile Phone
Qualifying employees will be issued with a company phone in line with the PRASA Mobile phone policy. Employees may opt for a Cell Phone allowance to the same monthly value of the company phone instead of the company phone.
1.B.12. Retirement Functions
Retiring employees may be eligible to qualify for a retirement farewell in line with Treasury Guidelines and as contained in the PRASA Recognition and Awards Policy.
1.B.13. Use of Pool vehicles
Permanent non-management PRASA employees may make use of the pool cars for duty travel subject to approval by line management and in line with PRASA Policy.
1.B.14. Discounted Train/Bus tickets
Qualifying employees may be allocated discounted train and or bus tickets in line with most recent conditions of service and/or Collective agreements.
E. Performance, Awards and Recognition
1.B.15. Performance Related Pay
1) Performance Related Pay (PRP) forms the cornerstone of our reward policy, supported by a robust performance management system. 
2) Performance related pay (PRP) will be institutionalised as the norm within PRASA.  All employees will have a portion of their pay determined 
3) Employees may be eligible for a performance related increase on their Total Guaranteed Package or a once off bonus based on their individual or team performance.  Performance outputs will be developed for all employees in support of the PRASA’s strategic objectives. Any performance Increase or Performance bonuses are subject to the financial situation of PRASA.   Refer to the PRASA Performance Management and Development Policy for further information and guidelines on Performance Management.
1.B.16. Awards and Recognition
1) The award and recognition approach of PRASA plays a critical role in attracting and retaining high performing individuals and thereby supporting PRASA’s commitment to its organisational vision.
2) The Reward and Recognition program shall reflect the mission and values of PRASA and support PRASA’s strategic Objectives. 
3) Awards could be both monetary and non-monetary in form and shall be at PRASA’s discretion. 
4) The Awards are subject to change based on negotiations, company Policy and Board decisions.  For more detailed information refer to the PRASA recognition and awards policy.
F. Work Life Balance
PRASA strives to cement its reputation as a good corporate citizen, thus it aims to pay attention to manageable balance between employees’ work commitments and life demands.  We uphold the highest standards of employment and seek to add value to the lives of employees through employer-employee interactive engagements to enhance empathy and understanding.  

1.B.17. SUPPORTING HEALTH AND WELLNESS
PRASA has an employee Wellness programme (EWP) and for more information you can contact your local Human Capital Management department or your Employee Wellness Department.
G. Development and Career Opportunities
The Company recognises the need for continuous development to avoid redundancy within the organisation. All development and career opportunities will be aligned to the Performance Management, Human Development Policy, and Talent Management Systems utilizing Personal Development Planning. 
10. JOB PROFILING AND JOB EVALUATION
10.1. Job Profile 
1) An accurate up to date evaluated job profile must to be in place for each job within the organisation. 
2) All positions must be linked to a valid job with applicable job profile.  
3) All Job profiles should be kept up to date and approved by HCM in conjunction with a manager at least two levels above the position. The updated version must be approved by and lodged with the Human Capital Management function for proper document management.  
4) HCM will facilitate and moderate the updating and creation of job profiles. 
5) Salary scales are linked to Jobs and not positions.
10.2. Job families
In addition to Job profiles, job families will also be created.  Jobs within the same functional area will be grouped together into Job Families.

10.3. Job Evaluation 
1) The process of Job evaluation focuses on the job requirements, not the incumbent. 
2) Each job is rated and given a grade according to a specifically planned procedure (Currently Paterson job evaluation system but business decisions can inform another evaluation system) in order to determine the relative size of the job in relation to other jobs in the organisation.  The level of guaranteed pay for an individual will, therefore, be based on their level of responsibility in the organisation and the size of their accountability.  

3) Grades are extremely important when determining salaries for employees, benchmarking salaries with the external market as well as when doing internal parity analysis.   
4) Executive Remuneration is directly related to the Organisational Size. Four criteria should be applied to determine the Company Size which dictates the application of Executive Remuneration and Incentives. These criteria, to be applied with equal weight, are as follows:

a. Total Employee Headcount;

b. Total Employment Costs;

c. Total Assets

d. Turnover

5) For Executives – An executive job sizing methodology will be used.
6) For all other employees, the Paterson Grading system will be used. (unless business decisions inform another evaluation system
6) Job grades must to be in place for each job within the organisation. 
11. ORGANISATIONAL STRUCTURE
1) An approved, up to date and detailed organisational structure is the foundation to all Human Capital Management (HCM) Processes. 
2) Organisational Structures are driven by the Operational Model and business strategy.

3) Permanent and Fixed term contract employees must be assigned a position number on the PRASA Organisational Structure. 
4) All jobs must be planned and budgeted for and their reporting structure indicated on the PRASA Organisational Structure. 
5) All Structures must be signed off by the relevant Executive heads of departments. 
12. GRADING ARCHITECTURE

PRASA uses the Patterson Job Grading system (Currently Paterson job evaluation system but business decisions can inform another evaluation system) and jobs are slotted into one of the following Employee categories based on the job grade: 

	Patterson Grade
	Employee Category
	Bargaining Unit 

	E2 and higher
	Executives, General Managers and higher
	No

	D5/E1
	Senior Manager 
	No

	D2/D3/D4
	Manager
	No

	D1
	Assistant Manager
	No

	C5 and lower
	Junior Official
	Yes


All historical anomalies in this regard will be treated on a personal to holder (PTH) basis. Above Grading Architecture might change based on business decisions.
13. MARKET BENCHMARKING

13.1. Remuneration Surveys or Benchmarking 
1) Salary scales are informed by Market data. 
2) Target market pay lines will be determined by referencing the most appropriate survey available. 
3) The following are the types of surveys that will be used for PRASA. The list is not exhaustive. 
	Category
	Target Market
	Type of Survey

	Executive pay
	National or specific industry market
	National executive survey

	Core skills
	National or specific industry market
	National and industry specific

	Generic skills
	National or specific industry market
	National general staff survey

	Critical skills 
	National or specific industry market
	National and industry specific

	Key talent
	National or specific industry market
	National survey


13.2. Market Position  
1) Our defined market position is the median (50th percentile), however, the movement for entrants to sustained exceptional performance will range from the 25th percentile to the 75th percentile. This movement will be based on performance, track record, market benchmarking and affordability.
          Figure 2: Percentile Table: 25th, median and 75th Percentiles:
[image: image3.png]
14. Internal positioning
14.1. Total Guaranteed Remuneration Management 
1) When reviewing the Remuneration package, consideration is to be made on the overall pay history of the employee

2) An ongoing process of active management of remuneration packages of good performers who are considerably underpaid, should take place.

3) “Slow down” consideration for overpaid employees will be followed to ensure alignment and internal equity i.e. under performers who are paid at the top of the pay scale.

4) Performance based Increases are not to be awarded to employees who are poor performers.

5) Interim increases and salary adjustments should not be granted as they create an unnecessary expectation and can distort the natural internal equity of PRASA unless it is a specific regulated allowance or there is a proper motivation supported with an investigation and recommendation from the HCM: Remuneration and Benefits department.
6) Pay ranges or scales are meant to be strictly adhered to.  A motivation must be provided for any exceptions, for example, an employee being appointed outside of the scale bands.  The motivation must include a recommendation from the PRASA Remuneration Department based on market benchmarking and internal equity analysis.  This motivation should then be approved by the Group CEO, CEO’s of divisions and subsidiaries, Executive Manager HCM and or Regional Managers.
14.2. Equal pay for equal work
1) PRASA strives to comply with Legislation governing Equal pay for work of equal value. 
2) Jobs that are graded on the same level will not necessarily be paid the same TGP. The following are reasons for income differentials in line with legislation:
1) Seniority and Length of service;

2) temporary employment for purposes of gaining experience and/or training (Internships, learnerships);
3) Shortage of relevant skill or the market value in a job classification;
4) Demotion due to operational requirements;
5) Performance, quantity and/ or quality of work (Provided that employees are subject to the same performance evaluation system which is consistently applied);
6) Qualifications, ability, competence or potential;

7) Any other relevant factor that is not discriminatory.

14.3. Fixed term contract workers
1) All non-permanent employees in the bargaining and management employment cadre’s TGP payment will be paid in line with permanent employee’s salary scales guidelines.
2) Non-permanent employees will receive the cash value of Benefits to which they may not be entitled to due to their non-permanent employment status. 
3) If a non-permanent employee is permanently appointed, the Total Guaranteed package should remain the same. This is not applicable to Interns, learners and independent contractors. 
14.4. Manager and subordinate TGP differential
1) A minimum of 10% differential in remuneration (TGP) between the line manager and subordinate TGP should be observed if there is a grading difference of at least one level between manager and subordinate. 
2) Should a subordinate be remunerated above the maximum of their respective salary scale, measures to bring them back in line with their salary scales should be considered. 
3) Should there be deviations to this guideline a phased approach may be used, and this will be subject to company affordability.
15. Annual Remuneration Reviews

For PRASA to maintain appropriate remuneration competitiveness with the labour market, remuneration will be reviewed annually. Such reviews will not necessarily result in any adjustment. Staff remuneration increases are based on company performance, company affordability and market movement.  Bargaining unit salary increases are subject to collective bargaining and will be implemented in line with agreement reached.

15.1.  Annual Salary Increases 

1) Annual Salary increases are informed by company performance, company affordability, Inflation and market movement. The Group Executive Human Capital Management and the Group Chief Financial Officer will submit for approval an annual increase percentage, based on the ongoing inflation rate, company performance, company affordability, and market movement., in February of each year and these increases will be payable at the start of the next financial year.
2) Employees who left the services of PRASA by 31 March of the relevant financial year will not be entitled to a salary adjustment.
3) Employees need to be in service on the day the increase is granted to qualify for the increase.
4) All promotions and adjustments should not factor in the annual increases as all employees who have received adjustments or promotions will be entitled to the annual increase if they were in service on 1 April of the respective financial year.
5) Should Increases be backdated, back pay should be paid prorated for the position employed in.
6) All external appointments starting on 1 April should not factor in the annual increases as all employees who were in service on 1 April of the respective financial year will receive the increase.
7) All external appointments to start after 1 April should not factor in the annual increases and their salaries reviewed should a retrospective increase be granted for the current financial year.
8) The percentage increase difference between Management and Bargaining unit levels shall be minimal to minimise salary creep between managers and subordinates.

16. SALARY SCALES

1) Salary Scales are designed according to Job Families and informed by the market. Salary Scales need to be reviewed regularly to ensure market alignment. The Group Executive Human Capital Management will complete salary surveys and obtain relevant data to inform changes to the PRASA’s salary bands, if applicable.  
2) Jobs are matched to salary scales by means of the job family and the job grade.

3) All PRASA Salary scales are confidential and may not be shared unless specifically authorised to do so.
16.1. PLACEMENT WITHIN SCALES

16.1.1. Job Family pay scales placement
1) Remuneration bands will be determined for each job family, based on prevailing market forces and company affordability that will determine the ranges of remuneration applicable to each employee grouping.
2) For example, if the salary band for specific job family is as per the example indicated below, placement within the salary band will be as per criteria on the right of the blocks.
Typical Salary band for Job Family A 



           Maximum of salary band (Top performers)




           Median of salary band: Performing at expected level

    
Entry level to salary band (minimum – 25th Percentile) for new employees or promotions as they still need to adjust to working conditions and demonstrate required performance
16.1.2. Appointment of Employees on TGP Dispensation
1) Appointments or appointments of employees into a higher graded position made internally or externally will be done by placing the individual no higher than the 25th percentile of the salary scale range.  Exceptions will be motivated within the relevant delegation framework. The only exception to this is an employee whose TGP’s are currently being staggered to reach the 25th Percentile (not longer than 3 years) or employees who are not yet fully competent in their positions. (On a development plan).
2) Should an external candidate be appointed who is already earning above the 25th percentile of PRASA salary scales, the candidate’s current guaranteed remuneration will be considered, and salary recommended accordingly.
16.1.3. Successor
1) Employees appointed on a development plan may be appointed and placed at 7.5% to 20% below the minimum of the range of the salary band.  Improvement as per the development plan should be monitored and the salary adjusted accordingly to at least the minimum of the range of the salary band for the position when the individual is performing at the required level for that job.
16.1.4. Personal to Holder (PTH)

Employees who are paid more than the maximum of their salary band may be placed on PTH status and any of the following actions taken to address the anomaly:

a) No increases

b) Smaller Annual increases than their peers
c) Smaller increases supplemented with a once off pensionable/ non pensionable lump sum

d) Increases reduced and supplemented with other Total rewards offerings (Training and development, etc.)

e) Partial retrenchment (Retrenched and re-employed on lower TGP)

f) Additional Duties added to Job Profile and re-evaluated
g) Demotion
Employees who are on PTH will remain as PTH until they are within the salary scales of the job that they perform.
16.1.5. Appointment into a higher graded position
1) An increase of 8% is payable to an employee appointed to a position at least one grade higher than current position or the employee must be moved to the 25th percentile of the salary scale for the position, whichever is the greatest. 
2) All vacancies must be advertised, and eligible staff must apply for the position as per the recruitment and selection policy.
3) Upon appointment in a higher graded position, the maximum percentage increase that may be granted to current employees may not exceed 30%. If the employee is below the minimum of the salary scale a staggered approach must be used to align the employee to the minimum of the salary scale. (This staggered approach may not exceed 3 years and may only be used if the increase is more than 30%)
16.1.6. Secondments
1) Secondments within and between departments, functional areas and regions are an ideal way of ensuring a broad base of experience. 
2) Seconded employee shall be paid as per the guidelines in the Secondment Policy.  
3) The maximum Secondment period shall not exceed 24 months and any extensions shall be in writing.

17. WORKING ARRANGEMENTS AND PAYROLL INFORMATION 
This section is for ease of reference and should be read in conjunction with the more detailed conditions of employment listed in the employee appointment contract letter.

17.1. Retirement Age
4) Subject to the provisions of the approved Retirement/ Provident Funds, an employee shall retire on attaining the age of 63 years. 

5) Employees may, however, on request and with the consent of Management remain in the service after attaining the age of 63 years on contract basis, provided that the operational needs of the Company require that an employee’s services be retained.

6) The employee will be subject to the provisions and rules, or agreement of any approved Retirement Fund within PRASA as amended from time to time.

7) An employee’s retirement shall become effective as from the first day of the month following the attainment of the applicable retirement age, except if his birthday falls on the first of the month, in which case the employee will retire at the end of the month in which he attains retirement age.
8) Early retirement can be taken from the age of 55 years subject to mutual agreement between the employee and Executive management.
17.2. Working Hours

1) A 40—45 hour working week within a period of seven days, stretches from a Monday to a Sunday, but different hours may apply. 

2) A working week of less than 40—45 hours can be negotiated with the recognized trade unions for employees in certain categories.

3) The night shift allowance applies to normal shift hours that fall between 18:00 and 06:00. Employees who are required to work night shift as part of their employment qualify for a night shift allowance. 

4) A Standby allowance will be paid to employees in certain divisions and subsidiaries for the inconvenience of being on standby; including emergency cases and cases that are outside normal working hours.

17.3. Overtime

1) Non-managerial employees who are required to work overtime will be paid overtime (hours in excess of their normal hours) in line with Conditions of Service.
17.4. Salary Advances

1) Salary advances will only be granted in exceptional cases for example death of a family member and proof to this effect must be submitted.
2) No employee will be granted more than 5 salary advances in a financial year.

3) The approval of a salary advance is at the discretion of PRASA.

4) Salary advances granted will be recovered in full in the subsequent month.

5) The amount requested for the salary advance may not exceed the normal net salary amount of one month.
6) Salary advances shall be approved by the employee’s line manager and divisional HCM Manager.

17.5. Payslips
1) All employees will receive a payslip before or on pay day every month.

2) Payslips are confidential documents and employees should refrain from sharing payslips with any unauthorised party.
18. REMUNERATION COMMITTEE

The composition of each remuneration committee is at the discretion of the local board.  
18.1. Role of the Group Remuneration Committee:

1) Determine the basis for allocation of incentive scheme options and to grant the options to executives.

2) To investigate, recommend and approve the remuneration of the Group CEO and other executive directors/senior management.

3) To consider and make recommendations to the board concerning an incentive scheme and thereafter monitor the implementation.

4) To make other general recommendations to the board regarding the remuneration strategy and policy guidelines affecting the executives.

5) Provide management with a mandate to negotiate pay increases for staff.

18.2. Guidelines for Non-Executive Director fees 
As part of achieving and maintaining reasonable, acceptable levels of remuneration, the Committee is encouraged to consider the following guidelines:
18.3. When Calculating Base fees:
1) The general level of fees earned by directors in their professional capacities 

2) Travel time and preparation for meetings, as well as actual attendance;

3) A comparison can be made with the level of the Group CEO’s remuneration disregarding any incentive package;

4) Company performance is not considered to be of special significance for the purpose of setting a base fee; and the fee must be equitable and fair.
18.4. When Calculating Supplementary fees:

Supplementary work resulting from the membership of sub-committees should be spread as evenly as possible among Board members and recognised in the level of the base fee. 
18.5. Reimbursement of expenses

1) The organisation will reimburse the Directors for all direct and indirect expenses reasonably and properly incurred.

2) Accommodation and travelling expenses should include those incurred in attending all meetings in connection with company business.

3) The organisation will reimburse directors where they have used personal transport and travelling expenses should be realistic. 
18.6. Directors’ and Officers’ liability insurance
This type of insurance is designed to protect the personal liabilities of the directors and officers of the company.  Directors should arrange for such insurance to be taken out, and to be paid by the company.
18.7. Payments on termination
1) The payment of retirement benefits to executive directors is a common practice in many organisations and should be determined as is required. Alternatively, a termination payment can be negotiated as part of their overall remuneration package.

2) The Committee should ensure that the payments or benefits of any nature on termination are not restricted by the company’s articles of association but are fair to the company and can be adequately justified to shareholders if called on to do so.

18.8. Flexibility
All the components of remuneration are, in the normal course, a matter of negotiated commercial contract and, accordingly, should be sufficiently flexible to suit each individual circumstance.

19. EXCLUSIONS AND EXCEPTIONS TO THE POLICY

Any exceptions to the above-mentioned Policy must be motivated by the Group Chief Executive Officer, Group Executive Human Resources, Chief Executive Officers of Divisions and Subsidiaries and Executive Manager HCM and/or Regional Manager.
20. CONTEXTUAL STATUS
This policy rescinds and replaces all previous Total Rewards Policies and Remuneration and Benefits policies and Philosophies.

21. VALIDITY, EFFECTIVE DATE AND REVIEW OF POLICY

This Policy is only valid upon approval by the Board of Control, as evidenced by an extract of a resolution of the Board, and upon signature hereof by the chairperson of the Board. No amendment shall be made to this Policy and no deviation may be undertaken unless approved by the Board.
This Policy will come into effect on the date stipulated above under “Authorisation”. 
This Policy will be reviewed in its totality within a period of 36 (thirty-six) months from the date stipulated above under “Authorisation” and when changes occur in the applicable law and regulations or if other policy documents influencing the content of this document changes. The Board may initiate or cause to be made changes to this Policy.

22. COMPLIANCE WITH THE POLICY
Strict compliance with this Policy is required and no deviation is allowed unless specifically and expressly stated in this Policy.
Any breach of this Policy or misconduct by the Board, officials, employees and agents of PRASA will be subject to PRASA’s code of conduct and the PRASA disciplinary procedures in terms of the relevant policies / procedures and practices applicable in PRASA, which could lead to dismissal as well as criminal and/or civil action. 

23. STANDARD OPERATING PROCEDURES
The GCEO is responsible for and will ensure that the Policy Owner develop uniform SOPs, process flows, and all relevant administrative processes required for the implementation of this Policy.

These necessary SOPs, process flows, and all relevant administrative process will be developed within 1 (one) month of the approval of this Policy.
The Policy Owner will ensure that the SOPS process flows, and all relevant administrative process are known and are implemented by all affected persons and employees.
The SOPs, process flows, and all relevant administrative process will be reviewed for effectiveness at least once in every 12 (twelve) from the date that the SOPs have been adopted.  

24. AWARENESS AND PUBLICATION OF THIS POLICY

It is the responsibility of the Policy Owner to ensure that this Policy and the standard operating procedures are known and are accessible by all the persons impacted by this Policy including the employees. Where required the required the Policy Owner will ensure that the necessary training and related change management is provided to the affected persons. 
Unless for reasons of observance of confidentiality, protection of PRASA business secrets and know-how or compliance with applicable laws, this Policy must be publicised within PRASA as widely as practicable.
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