GEOACTIV CODE OF PRACTICE

USING YOUR HANDBOOK

The information contained in this handbook serves as an easy reference to help you understand your company and to explain GeoActiv’s responsibility and policies in relation to various issues.

It is important for you to know that Geoactiv will attempt to provide a stable, rewarding, and challenging workplace in exchange for your commitment and support.

Please take time to read this booklet, as it contains valuable information, which will enable us all to build GeoActiv further.

This is not a legal document, but merely a source of to all employees.

INDUCTION

The purpose of induction is to make sure that the new employee is effectively employed and can be productive as soon as possible after commencing employment:

· To ensure that the employee is familiar with his/her job specifics and the company.

· To comply with the requirements of all the Acts that regulate labour in South Africa. For example:

· The Labour Relations Act.

· The Basic Conditions of Employment Act.

· The Occupational Health and Safety Act.

· Company Policy and Procedures.

GEOACTIV MANAGEMENT POLICY

In an international environment of ever increasing competitiveness, GeoActiv is firmly positioned as a company operating from a finely defined balanced and holistic platform, supported by the following three pillars of management philosophy:

Vision

To grow GeoActiv from a consulting business to a junior exploration and mining company, thereby generating prosperity for all participants through competitiveness and continuous growth. 

Value Statement

Open and honest communication.

Confidentiality.

Deliver the right service in the right place at the right time.

Fair and equal opportunities.

Personally accept responsibility for client service.

Social responsibility.

Quality in everything we do.

Respect for people and property.

Recognition and reward for effort.

Teamwork.

Mission statement

GeoActiv is dedicated and committed to:

· Providing professional, high standard services to our clients.

· Delivering an accurate product on time to our clients.

· Maintaining confidentiality and trust to our clients.

· Fair and progressive employment practices and the development, in accordance with the company’s requirements of the skills and potential of all its employees.

OUR HISTORY IN A NUTSHELL

GeoActiv is a geological contracting and consulting business started in 1998. We offer a broad spectrum of geological services to the mineral industry in Southern Africa as well as internationally. The founders are professional geologists with many years of experience in various geological disciplines who ensure confidential and reliable services of a high standard.

Our staff of experienced professionals is closely involved with mining operations, target generation, mineral exploration and prospect evaluation in Southern Africa and abroad. Occasionally we also draw on a large base of contract geologists with special skills and experience. GeoActiv is in close associate with businesses in the mining-related field, such as environmental management, survey, remote sensing and groundwater management. 

We offer comprehensive and integrated geological service that covers all aspects of the mineral industry, fully compliant to our client’s needs. Our team can manage large projects, so that our clients only need to deal with one contractor.

OUR DIRECTOR

Dr Gerhard Meintjes (Exploration, Igneous & Economic Geology)

Gerhard holds a PhD in Geochemistry and has 17 years experience in exploration for platinum and gold, as well as gold mining. He has been involved with and managed certain drilling programmes as well as a number of well-known platinum and gold projects on the Bushveld Igneous Complex and Witwatersrand Basin.

He is a team player and skilled at managing complex projects. Apart from lecturing economic geology, he has also been investigation the mineralization potential of volcanic successions.

Gerhard’s career history includes a position as Researcher at the University of the Orange Free State, Exploration Geologist at Anglovaal’s Target, Sun and Oribi Projects, Lecturer in Economic Geology and Mineralogy at Stellenbosch University, Mine Geologist at Deelkraal Gold Mine for Gold Fields of SA (GFSA) and Senior Exploration Geologist at GFSA’s Sand River Project and more.

Since December 1998, he has been a principal in GeoActiv as founding member. He is married to Santi nee Botha (and has no children that he knows of…yet!).

WORKING CONDITIONS

Code of conduct (Policies and Procedures)

In an effort to ensure the safety and comfort of all employees, GeoActiv has implemented a number of general rules. These rules attempt to clarify the expected behaviour of our employees and aims to ensure a world-class standard of conduct. Non-compliance with GeoActiv’s rules will resulting corrective action being taken against those employees who are in breach of these rules.

Disciplinary Code and Procedure

You have an obligation toward the company to observe all terms and conditions of service. The disciplinary code provides for various degrees of offences, which range from minor offences to serious offences, which could result in a summary dismissal. It is important to familiarize yourself with the disciplinary code, a copy of which will be given to every employee.

Grievance procedure

GeoActiv respects employees’ rights, and a well-structured grievance procedure exists which may be used in the case of an employee feeling aggrieved. A copy of the procedure will be give to every employee. Grievances must be addressed through the proper channels to the Managing Directors as set out in the policy.

Working hours

GeoActiv recognises that due to the nature of our business, it is difficult to set working hours on projects in the field. Employees are required to work at least 8 (eight) hours per day from Mondays to Fridays, except on public holidays.

Timesheets

Employees are required to fill out a timesheet for every month. The timesheet will be checked by the project manager and should then be forwarded to the PA at Head Office on or before the 25th of each month for processing. Please indicate on the said timesheet project days worked and leave days taken.

Overtime

It is company policy not to pay overtime, but Employees will be rewarded a day off for each day (Saturdays, Sundays and Public Holidays) worked. The days worked overtime must be indicated on the timesheet and approved by the Project Manager. 

Long weekends

Due to the fact that employees on projects are away from home often, a long weekend system has been implemented on some projects. Employees who work on a Saturday and/or Sunday will be entitled to take off the next week Monday or Friday. This long weekend has to be discussed with and approved by the Project Manager. In a month cycle, the employee is still obliged to work the full number of days equal to the number of normal working days in that month. 

Giving and receiving of gifts

Please note that you could be in breach of the Company Policy and Procedure if you offer, or accept any gift (of tangible value) from any person who does business with GeoActiv, especially if that person is a competitor, supplier or a prospective supplier. Please declare such gifts to the HR Officer for approval by the Managing Director.

Companuy services and equipment

You are not permitted to use Company services and/or equipment for private purposes unless prior written approval has been obtained from the Managing Director. Requests to use such services or equipment should be directed to the HR Officer in order to obtain the necessary permission.

Confidentiality

Due to fierce competition in the mining industry, it will be expected of all employees to regard new project development as well as any data as strictly confidential. Please refrain from discussing any new development or data with family and friends. Also take note that our clients’ project data is always confidential and must not be shared or discussed by us with any person outside the specific project. 

Confidential documents must be locked away and all portable computers must be managed by using a password. Theft of equipment or data must immediately be reported to the Project Manager, who must report it to the Managing Director.

EMPLOYEE BENEFITS

Allowances

Vehicle allowances are built into the salary structure to the best benefit of the employee and to accommodate tax relief. GeoActiv requires each employee to own his/her own reliable transport for use on whichever project he/she is applied. 

Field allowances 

Employees on projects are entitled to a R200 field allowance for every day spent away from home if GeoActiv does not bear the cost of accommodation and food. Please indicate this information on your timesheet for processing at the end of each month.

Incentives 

Incentives will be paid in the employee’s birthday month. Increases are not guaranteed and will depend on the Company’ and the employees’ performance. Increases are based on a performance appraisal. Details of the said appraisal can be obtained from the HR Officer.

LEAVE BENEFITS

You are required to be at work every workday. GeoActiv recognises that there may be occasions where it may be impossible to attend for personal reasons. Absences that are planned an approved in advance can be supported and paid. Unplanned absences cause problems in your work area as your colleagues will be required to stand in to cover your absence . In order to run any operation smoothly, it is essential that all absences are planned in advance.

Public holidays

The company observes the following paid national public holidays:

New Year’s Day

Youth Day

Human Rights Day

National Woman’s Day
Good Friday

Heritage Day

Family Day


Freedom Day

Day of Reconciliation 

Christmas Day

Worker’s Day

Day of Goodwill

You may be granted leave under the following circumstances:

Leave of Absence (Unpaid leave)

Leave of absence may be granted to you on a full day basis provided that the request is made in advance and approved.

Annual leave

You are granted 15 working days of leave per annual cycle. The company will close (if circumstances allow) between Christmas and New Year and compulsory leave must be taken by the employee during normal working days in that period.

Employees must plan their leave and let the person in charge know at least one (1) week before taking less than four days leave and at least one (1) month before taking more than three days leave. No person is permitted to take more than 4 weeks leave at one time and must get special permission to do so.

Leave may only accumulate to 30 days where after it must be taken or paid out. The company acknowledges the fact that the employees work hard and that they need to take leave in order to recharge their batteries. 

Sick leave

GeoActiv recognizes that employees will fall ill from time to time and have implemented policies to accommodate sick leave requests. Sick leave cycles run on 30 working days (in a 3 year cycle).

Sick leave is unplanned absence and it is thus necessary to submit a medical certificate from a Registered Medical Practitioner to cover sick leave periods. A medical certificate will be required for periods of two days or more. 

Please make sure to inform your immediate supervisor/manager about your absence as soon as possible on the day of absence by telephone. No sms messages or e-mails will be accepted. Please make sure to call your manager/supervisor yourself and not any other person. Managers must please inform the HR Officer as soon as possible.

Study leave

GeoActiv recognized that employees engage in part-time studies and courses and that employees needs to take time off for exams. Employees are allowed to take 1 day before each subject and one day for writing the exam. Please provide your manager/supervisor with your examination timetable and required leave days in advance in order to plan for those days.

Other leave instances

Paid leave may also be granted in the following circumstances:

Maternity leave 

Compassionate leave

Special leave

All the abovementioned are subject to very specific guidelines which should be adhered to prior to acquiring such leave.

Who to ask

In order to avoid unnecessary waste of time and frustration, we hereby set out the responsible persons at Head Office to contact when a problem or questions arise.

	Name
	Responsibilities
	Contact no.

	Managing Director

PG Meintjes
	Finances

Personnel

Computer hardware & software

E-mail, internet

Leave approval

Marketing 

Bonuses and increases

Legal matters & documents

Grievances

Disciplinary procedures
	011 – 675 3535

082 925 4185

	Personal Assistant

Danielle Claassen
	Company image

Stationery 

Travel & accommodation arrangements

Courses & training

Newsletter

Office administration & Director’s appointments

Office petty cash

Small orders for field accessories
	011 675 3535 

082 898 7885

	Financial Administrator

Charmaine Kinsella
	Accounting 

Payslips

Tax

Project petty cash

Timesheets

Leave/Absence

Drafting

Subsistence allowances
	011 675 3535 

082 711 9770


