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LETTER OF REFERENCE FOR WORK COMPLETED 
 
 

This is to confirm that Lekoko Consulting carried out the assignment of developing all HR 
policies and procedures for the Greater Tubatse Municipality.  The scope of work covered 
the review, updating and /or development of policies prompted by: 
 

 New or updated legislation 

 Bargaining Council resolutions 

 Organisational objectives and strategies 

 Operational imperatives 

 Risk assessment audit results and recommendations 
 
The following groups and subordinate lists of policies were developed and consolidated into 
an HR Manual: 
 
Part A: Human resource planning 

 
HR planning policy 
Employment equity policy 
 

Part B: Employment practices 
 
Employment practices policy 
Promotion, transfers, secondment and acting in higher positions policy 
 

Part C: Employee performance and optimisation 
 
Attendance and punctuality policy 
Performance management system policy 



 
Part D: Employee retention 

 
Remuneration policy 
Overtime work allowance policy 
Transport allowance policy 
Housing allowance policy 
Subsistence and travel allowance policy 
Sundry conditions of service policy 
Relocation / settlement expenditure policy 
Leave policy 
Legal aid policy 
 

Part E: Skills development 
 
Training and development policy 
Succession planning policy 
Internship policy 
Internal bursary policy 
 

Part F: Human resource maintenance 
 
Private work and disclosure of interest policy 
Sexual harassment policy 
Intoxicating substance abuse policy 
HIV/AIDS policy 
Occupational health and safety policy 
Employee assistance programme policy 
Smoking policy 
 

Part G: Employee relations 
 
Grievance procedure 
Disciplinary procedure 
Incapacity due to poor performance policy 
Incapacity due to ill-health / injury policy 

 
The assignment was concluded by the facilitation of workshops on the revised HR Policies 
Manual attended jointly by managers and labour unions’ representatives. 
 
This assignment was thus carried out satisfactorily to the expectations of the Municipality. 
 
 
Regards, 
 
 
 
________________________ 
Makena M 
Human Resource Manager 
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