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“WORKING HOURS

e The employee is expected to report to work according to the allocation of duties
regardless of weekends and public holidays.

o Staff members are expected to report to work on time. ....even if the staff member does
not wish to have the attendance bonus one is expected to report to work on time.

e If a staff member anticipates being late, or is sick or unable to attend to work, he/she

should advise his/her Head of Department immediately — that is within 15 minutes of

their normat starting time,......

CONDUCT
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RESPONSIBILITIES

e Staff members are encouraged to take full responsibility for their work assigned to them.
e If for any reason a staff member wishes to be absent from the office premises for a
period of time during working hours, he/she should notify the Head of Department of

their absence....”
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