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B) ACTIVE PROJECT: All existing SSSM Clients, VIP, BES, Corporate, Internal & Online action
plan (Incl Sales Funnel & Team To Do's)

August 2017 
 You have received this action plan because you are a VALUED client of FUTURENT Consulting. Please

help us protect our intellectual property; don't share this document with anyone else except your
management team on site.  Thank you. Copyright reserved 2017

  Dealer - please review this list and allocate each item to the relevant member of your
management team. If you are unsure, please don't hesitate to contact us.

  HARD COPY: Click on this item to see a printable PDF copy of this checklist. You can use the
printed hard copy or the online copy or both depending on which works best for you and your team.
If you have any comments or suggestions on how we can improve this process please feel free to
email me directly at rschoeman@future-ent.com.

 STRATEGY: Our article 'Convenience and Customer Obstruction' ask the difficult questions whether
you obstruct your customers or is it convenient for them. 1 comment

 MARKETING: What message is your signage conveying to customers? Refer to our article 'Customer
information signage' on some best practices in this regard. 1 comment

 MARKETING: What is up-selling and do we implement it on a daily basis on site? This is a point that
we have to integrate on a daily basis to optimize sales. Please see the article 'Up-selling' in this
regard. 1 comment

 MARKETING: Use service slips to drastically improve customer service on the forecourt and give
immediate feedback to attendants. Implement it once and instruct your supervisors to submit only
10 slips per week. You will see a drastic turnaround in service. Read the article on 'service slips' for
more tips & best practices. 1 comment

 LEGAL: How do you handle contaminated items on site and what it seen as contaminated? Refer to
our article 'Contaminated items' on some best practices. 1 comment

 LEGAL: Are you legally compliant when it comes to your hazardous waste? Please see our article
'Hazardous waste & waste interceptors' for some pointers. 1 comment

 LEGAL: To someone not familiar with MIBCO it can be quite a minefield of information. Please refer to
our article '7 MIBCO tips to implement' for some best practices. 1 comment

 LEGAL: September was the annual increase for MIBCO rates, please refer to the 'New MIBCO rates
and correction notice' for more information. 1 comment

 OPERATIONS: What are the small things that cause inconvenience to customers? We notice the big
things, but do we notice the small irritants? Refer to our article 'Removing speed bumps from your
business process' for more on this topic. 1 comment

 OPERATIONS: Do we always remember the rule 'Safety first' in everything we do? Please see the
articles 'Safety first' and 'General safety and security examples' for more information on safety.

1 comment

 OPERATIONS: What are the basic rules to always apply at site? Refer to the article '7 Basic rules to
apply' for some best practice tips. 1 comment

  You have received this action plan because you are a VALUED client of FUTURENT Consulting.
Please help us protect our intellectual property; don't share this document with anyone else except
your management team on site.  Thank you. Copyright reserved 2017

 OPERATIONS: General safety and security examples (Completed by Cornelia Fechter on 13 Sep)
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By-the-minute history for this to-do list...

Discuss this to-do list
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Convenience & Customer Obstruction

What is Convenience and why is it important to fuel retailing?

Convenience

We �rmly believe that in fuel and shop retailing we sell “convenience”. It is not the coke, pie, cigarette or fuel
that we sell (that is the product), but we sell the option of doing it faster, easier and comfortably – this is
convenience.

It is therefore very important to ensure that customer convenience is the most important objective in your
business.

So, how do we measure convenience? Here are a few ways:

Time – if something is convenient it normally means that it does not take up a lot of your time. For example,
standing in long queues and waiting is de�nitely not convenient.
Easy – if a customer is required to work hard or spend a lot of energy/effort on doing something it is not
convenient. For example, if a customer can easily pay with cash or card then its convenient.
Customized – nowadays customers want a product or service to be customized the way they like it. Coffee
is a great example of this, every customer wants it differently – milk/no milk/low fat milk or
cappuccino/espresso/�lter etc. If you only offer one option with no variations, customers may also see that
as inconvenient.

Customer obstructions

Customer obstructions refer to all the things at your service station that “obstructs” a customer from buying
your product or service. Here are a few examples:

no price labels
long queues
confusing layout of shelves
correct packaging is not available
insu�cient parking
product/service is only available at certain times of the day
equipment without instructions e.g. coffee machine
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no signage e.g. toilets are not clearly indicated

Customer obstruction

It is likely that you would review your business every now and again, the direction it is taking and what you
could do to improve pro�ts and growth.

One way to do this is to view your business from the point of view of customers. This is more di�cult than it
seems. We tend to view our business with a lot of bias and we all suffer from store-blindness.

Take a long, slow walk through your site with a pen and paper and make notes. Ask yourself 1 question:

How are we obstructing customers?

To obstruct means to:

Hinder, block, barricade, get in the way, impede or frustrate

Our customers expect certain speci�c things from our business. Service stations sell convenience. Easy
access. Quick purchases. Fast payments. Helpful staff. Open 24 hours. Etc.

However, in the normal course of business we sometimes create obstructions without realising it or without
realising the effect it has on customers. Consider this:

An item is out of stock with no out of stock label so the customer looks for it on other shelves
A product doesn’t have a price label
The key for the toilet is tied to a stick/bottle kept with the cashiers where you have to stand in line
The cashier runs out of change and the customer has to wait
There is no signage explaining how to work the coffee machine
A customer has to wait to pay
A customer wants to speak to the manager/owner but there is no sign to indicate how he/she can be found
A customer came to buy a pie, but the pies are still in the oven

These are all obstructions. Obstructions make it di�cult for customers to buy. Customers are already
expecting convenience so even one obstruction can result in a customer walking out.

You may consider these examples as “small things”, but retail is detail. The small things count. They make the
difference.

The main responsibility of an Operations Manager should be “removing customer obstructions”. Every time an
obstruction is found your Operations team should go into crisis mode. You may think that it will affect only one
or two customers and that you may lose a sale or two. Consider that customers’ lifetime value.

Lifetime value is the value of all purchases a customer would make during the lifetime of your business.
Suddenly that customer is worth a lot more than a few Rand. If a customer was going to spend a few thousand
rand, wouldn’t you react differently to an obstruction?

Lastly, consider this. Getting customers to buy is di�cult enough. Why make it more di�cult to those
customers that are already willing to buy? Remove the obstruction; make it easier for customers to give you
their money.
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DON’T assume obstructions are small things that are unavoidable and just part of doing business. Small
things count in a big way.
DON’T forget that retail is detail. The dirty �oor, messy work area, leaky tap, damaged poster, skew name
tag, etc are all part of the customers’ perception of your business.
DO guard against becoming “store-“blind”. This happens when you’ve seen or experienced an obstruction so
many times that it doesn’t even register as a problem.
DO think in seconds instead of hours when dealing with obstructions. Don’t �x it within the hour. Fix it within
seconds.

As you walk through your business ask yourself how customers would know what you know. You know that
you’re selling pies, Coke is out of stock, Simba has not yet delivered, you’ve recently added Diesel 50ppm and
the take away makes fresh pies every 3 hours. How can you tell your customers about this? One way is simple
information signage. Type it up, print it out, laminate it and display.

You can also look at “Customer Information Signage” which is another customer obstruction that can be
avoided.

https://fcsfuelstream.com/business-management-dashboard/2-marketing/communication/customer-information-signage/
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Customer Information Signage

1 Vote

Why Customer Information Signage is critical to your site

We often expect too much of our customers. We expect them to know what we know. We expect them to think
as logically (or illogically) as we do. This often adds an unnecessary obstruction for our customers.

We tend to become “store-blind” after a few months and don’t always notice the details as we used to.

Consider this customer scenario:

“Jeff is a �rst-time customer of yours. He’s dying for a hot cup of coffee. He stops at your site. Due to fraud
you have implemented procedures and controls to monitor sales of coffee. There is a coffee machine, but
where are the cups? How does the machine work? Where does he get sugar?  He doesn’t want to ask the
cashier because there’s a queue. The take away personnel are busy in the back. Oh, just forget it!!”

Jeff wants to buy a coffee, but decides to rather make one at work. So he leaves and takes his money with
him.

How can this problem be solved? Customer Information Signage.

Information about the simple everyday questions that you and your staff have been asked a million times. Why
wait to be asked, if you provide proper signage then you solve the problem before it happens and end up with
happier customers. Here are some examples:

Coffee machine instructions – simple step by step guides. For example – Place cup here. Press this button.
Wait. 
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Toilet keys – some sites control the key by keeping it at the cashier. When you need to go, you don’t need to
go looking for the key.
Pay �rst then collect (gas, car washes, food orders, etc) – if you get to the front of the queue just to �nd out
you’re in the wrong queue, you’ll probably just leave altogether.
Procedures – how to re�ll gas may be “Weigh �rst. Then pay. Then go to re�ll.” When you change a
procedure it is even more important to inform your customers.
Payment options – for example “We accept credit cards. We accept Koopkrag.” “We don’t accept credit
cards for airtime or lotto.” “We accept credit cards for purchases of R20 or more.”
Price labels – they are also information signage and are now a legal requirement for each product on
display (refer the Consumer Protection Act)
Making it easier – if you have implemented something to improve service or avoid problems. Tell your
customers about it with information signage e.g. if you placed a bell at the take away to ring for service, put
a sign with it

When you put up signage there are a few guidelines.

Keep it simple – not everybody can read ITALICS in a special font and colour that you love. Make it clear,
simple and bold. Make all signage the same where possible e.g. same font and sizes
Add pictures – you can Google any picture nowadays. Make sure it gives the same message as the text and
gives the same information
Laminate – pieces of paper stuck with Prestik look bad after day one. Laminate it and stick it up with
double sided tape. It lasts 100 times longer
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Norms & Standards – remember the norms and standards of your franchisor and what you are allowed to
put up and how you can display it
Eye line – it doesn’t work if customers can’t see it. If you’re unsure – Ask them

Most of us don’t like to ask for help, directions or instructions and would rather leave the item, service or
product. If you know what most customers are asking about – make it easier by answering the question with
information signage.

DON’T think that customers look at your business the same way you do. You’ve seen your business a
million times. They haven’t.
DO de-clutter your shop, walls, tills, windows, etc frequently. Remove all the posters/stickers/signs that are
outdated, damaged, irrelevant or don’t call customers to action.

Customers equate a neat, tidy and symmetrical display to fresher products of higher quality with better
characteristics. Signage should be in straight lines, blocked together symmetrically, aligned evenly to nearby
objects, etc. A skew poster that’s worn and slightly dirty creates an impression of inferior products. It’s better
to do it right or take it down.

REMEMBER: In terms of the Consumer Protection Act (CPA) all notices and signage should be in plain and
understandable language that allows an ordinarily alert consumer to understand the content and importance
of the notice or sign.

Here is a list of some of the main Customer Information Signage:

Main Information Display (MID)
Entry and exit signs, arrows painted on the tar and parking indicators
Pump signage including safety signs, product stickers, pump crowners, etc
Parking signage e.g. ‘parking for shop customers only’, ’15min parking only’, etc
Car wash menu board and instructions
ATM signage
LPG cage signage
Attendants kiosk signage e.g. ‘staff only’, notices to employees, etc
Promotion signage e.g. promotional posters, generic posters, etc
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Price labels
Promotional display posters, shelf wobblers and competition rules
Food offer / take away menu boards, ingredient lists and promotion cards
Equipment signage e.g. coffee machine steps, microwave instructions, etc
Toilet signage e.g. directions, male/female/disabled sign, cleaning register, etc
Distribution board signage e.g. ‘warning: electricity’, ‘Do Not Touch’, etc
Wet �oor signage
Contact information e.g. site phone number, Dealer email, etc
etc
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Up-Selling

Up-selling or promoting is one of those skills that every single cashier, merchandiser, car wash attendant and
forecourt attendant MUST have.

It is critical to your business that you make the most out of every single opportunity customers give you. Every
time they visit your site you can either up-sell or not.

Think of it in terms of security at a townhouse complex. You will never say to the guard he only has to check
visitors’ ID and driver’s license 10% of the time. No, he must check it every time and complete the register
every time, otherwise the security of the complex is �awed.

The same with up-selling. If you only do this 10% of the time, your attempts to maximize the pro�t potential of
the business is �awed.

The second thing to understand is that you need to create a culture of up-selling at your site. Everybody must
do it, every day. If there is one exception e.g. the cashiers must promote but the Dealer doesn’t, then the whole
idea will fall �at.

Up-selling is about fun. The most successful salespeople bring a sense of excitement to the sale. Only friendly,
genuine people can get this right because customers can spot a fake person a mile away.

Cashiers can do this by using the following tips:

Always smile, this is the �rst step to getting a customer to buy more
Note what the customer is buying and adjust your up-sell accordingly e.g. if they are buying something to
eat, offer something to drink
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Offer the promotion or up-sell with an enthusiastic voice. If you’re not excited about it why will they be?
Keep a copy of the promotion lea�et close by so you can just point it out instead of explaining all the detail
Speak in a clear voice so the other customers in the queue can also hear, this may just prompt them to act

There is one company that have taken up-selling to a whole new level – McDonalds. If you’ve eaten at
McDonalds you will know that the cashiers, the posters, the menus, everything is trying to get you to supersize
your meal.

It’s just another form of up-selling.
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Service Slips

Use Service Slips to drastically improve customer service on the forecourt
and give immediate feedback to attendants

How to use Service Slips?

Service Slips are one of the easiest and simplest ways to monitor service quality at a service station. It is an
easy-to-use solution to getting honest customer feedback and giving feedback to your employees.

Scroll down on this page to �nd the links for downloading the service slip templates.

Here’s how it works:

1. Print service slips, cut them and put a few on a clipboard with a pen
2. On the forecourt, wait till after the attendant has approached the customer, received the customers

instructions and moved to the pump to start putting in fuel
3. At this point, the customer may be sitting and waiting, approach the customer and introduce yourself e.g.

“Good morning, my name is John, I am the supervisor/manager here. Would you please rate our service on
these 5 questions?”

4. If the customer agrees, hand the clipboard and pen to the customer. If the customer says NO, say “no
problem, sir, thank you for your business”

5. If the customer agreed and has answered the questions, thank the customer and wait for the attendant to
�nish serving the customer and completing the payment transaction

6. At the next available opportunity, discuss the customers feedback with the attendant. If the attendant has
done well, congratulate him/her. If the attendant has done poorly, use this as an opportunity to discuss the
requirements with the attendant. For example:
1. “Well done Sam, the customer indicated that you did everything correct. Keep up the good work”
2. “Sam, this customer indicated that you did not offer to check the oil and water, but you did offer to wash

the windscreen. How can you improve your service for the next customer?”

7. Once you have discussed the service slip and feedback with the attendant you can both sign the slip on the
front. Also indicate the date

Most sites who use service slips require the supervisor(s) and manager(s) to hand in a certain number of
completed slips every day. Make this part of the daily routine and choose a time for handing in slips. For
example, you may instruct your supervisors to complete at least 2-3 slips on the forecourt every day and
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hand in by 4pm. Or you could say they must complete at least 15 slips during the week and hand in on a
Friday by 3pm.

Here is an example of a completed service slip, once this slip is discussed with the attendant (Edward), it
should be signed and dated and handed in at the end of the week to the site manager or Fuel Retailer:

There are other bene�ts to using service slips:

It makes it easier to approach a customer who you don’t know
The attendant cannot say the feedback is incorrect, as he would have seen the customer complete the
service slip
The more service slips you complete the better your service will be overall
The longer you complete service slips the more it will become routine/habit for your attendant to give good
service
If the Dealer is at site he/she can choose the best performing attendant for that week, based on the service
slips and thank the attendant for “a job well done”
You will get an indication of the service levels more often and not just once every few months from the
mystery shopper
If an attendant is not performing well, you can schedule more training

REMEMBER: By using service slips you can have a major impact on customers at your site. If you have 3 of
your managers/supervisor completing 10 slips per week that means 1’560 slips per year. If we assume that
60% of those slips are completed for customers who are new to the site or visit infrequently, that means 936 of
those customers have an opportunity to give feedback. Most sites don’t do this, meaning you would have
differentiated yourself as a business to those customers.

Keep in mind that you should be careful when using service slips as part of your disciplinary process. It is best
to use them as daily service measurements and give immediate feedback to the employee involved. They must
see the slips as a positive reminder of the service they are providing, not as a means of punishment or
discipline.
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You can download copies of the service slips by clicking on the images below:

Forecourt Service Slips

Cashier Service Slips

Car Wash Service Slips
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Contaminated Items

It is the legal responsibility of the Dealer to ensure that hazardous substances, such as petrol, diesel and oil
are stored correctly. But, contamination must also be avoided and can happen in a number of different ways.
Here are a few examples and what to do:

Forecourt paper
Most sites use forecourt paper rolls to dry the windscreen after washing, clean dipsticks and other uses.
Paper used for dyring teh windscreen can be disposed of in general waste. But paper used to clean up
fuel spills and clean dipsticks are contaminated and must be disposed of with other hazardous waste.

Uniforms
Uniforms come into contact with fuel almost on a daily basis. This means they can be contaminated. If
they are, you can’t allow the attendant to take the uniform home and wash it with their other clothing as it
may cross-contaminate that clothing as well. Some sites require attendants to hand in their uniforms at
the end of each shift and the site ensures it gets washed. This also ensures that attendants who resign
or are dismissed do not need to hand in their uniform as all of it will remain at the site in any case.

Oil cans
Keep in mind that anything coming into contact with oil cans or oil is contaminated and can’t be
disposed of with general waste.
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Hazardous Waste & Waste Interceptors

Hazardous Waste

What is Hazardous Waste?

Waste is de�ned in the Environment Conservation Act No. 73 of 1989 as all undesirable or super�uous by-
products, emissions, residues or remainders of any process or activity, whether gaseous, liquid or solid, or a
combination of these. Waste can be divided into two categories, general waste and hazardous waste.
Hazardous waste is then further divided into nine different classes based on the type of risk involved.

South Africa is Serious about Responsible Hazardous Waste Disposal

The National Environmental Management Waste Act, 2008 (Act No. 59, 2008) has legislated that: All industrial
companies must use certi�ed waste disposal companies to dispose of their hazardous waste. Certi�cates and
audits proving how the hazardous waste was disposed is a requirement to ensure that you do not fall foul of
the act. If you do not comply with the new Act you could face imprisonment and/or �nes of up to R10 million!

This includes:

Fuel – petrol, diesel and illuminating para�n
Used lubricating oils
Used hydraulic oils
Water, cloth, paper, clothes, containers, etc that are contaminated with oils or fuels

Companies need to be certi�ed ISO 14001 and Section 20 registered waste processors
e.g. www.theoldoilman.co.za

Here are some excerpts from the Department of Environmental Affairs de�nition of waste:

Waste sources and typesDe�nition of “Waste” according to National Environmental Management: Waste Act,
2008 (As amended) 
‘Waste’ means—(a)        any substance, material or object, that is unwanted, rejected, abandoned, discarded or
disposed of, or that is intended or required to be discarded or disposed of, by the holder of that substance,
material or object, whether or not such substance, material or object can be re-used, recycled or recovered and
includes all wastes as de�ned in Schedule 3 to this Act; or(b)        any other substance, material or object that
is not included in Schedule 3 that may be de�ned as a waste by the Minister by notice in theGazette, but any
waste or portion of waste, referred to in paragraphs (a) and (b), ceases to be a waste—(i)         once an
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application for its re-use, recycling or recovery has been approved or, after such approval, once it is, or has
been re-used, recycled or recovered;(ii)         where approval is not required, once a waste is, or has been re-
used, recycled or recovered;
(iii)        where the Minister has, in terms of section 74, exempted any waste or a portion of waste generated by
a particular process from the de�nition of waste; or

(iv)        where the Minister has, in the prescribed manner, excluded any waste stream or a portion of a waste
stream from the de�nition of waste.

Sources of Waste

Different types of waste may be generated from a variety of sources such as: Residential, Industrial,
Commercial, Institutional, Construction and demolition, Municipal services, Process (manufacturing, etc.) and
Agricultural activities.

Depending on the classi�cation conducted in terms of the National Waste Classi�cation and Management
Regulations, Waste may either be classi�ed as General or Hazardous

‘‘general waste’’ means waste that does not pose an immediate hazard or threat to health or to the
environment, and includes—

(a) domestic waste;

(b) building and demolition waste;

(c) business waste; and

(d) inert waste.

‘‘hazardous waste’’ means any waste that contains organic or inorganic elements or compounds that may,
owing to the inherent physical, chemical or toxicological characteristics of that waste, have a detrimental
impact on health and the environment.

Here are some examples of hazardous waste generated at a service station:
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This would include all materials that get in contact with fuel or oils such as:

clothing e.g. uniforms
gloves e.g. when dipping the tanks
containers e.g. fuel mix
paper towels used to clean oil dipsticks

Legislation requires that you have all hazardous waste stored separately in marked containers e.g. used oil
and then collected by a registered hazardous waste collection company who provide you with a waste
disposal certi�cate.

Here are some other examples including household hazardous waste:
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Waste separator pits

You also need to have the waste separator pits at your site cleaned frequently. Again, this needs to be done by
a registered hazardous waste disposal company who provide you with a waste disposal certi�cate.
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Here are some images showing what they look like and how they work:
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Lastly, here is a video of a simple kitchen separator, but the same principles apply to the separators you would
have at your car wash and forecourt:
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7 MIBCO tips to implement

The MIBCO Main Agreement can be a di�cult document to read, understand and implement. There are several
areas that could be interpreted in many different ways.

Unfortunately MIBCO does not provide a “user manual” for implementing the rules and their representatives
don’t always agree on how they interpret a rule.

Here are 7 tips which you can use to ensure MIBCO is implemented correctly at your service station:

1. Ensure that when you use a relief employee that the �xed term contract for that employee clearly states the
following:

The duration of the contract and whether it is task-based or time-based. This means whether the
contract continues until a speci�c task/duties are completed or when a speci�c date is reached. E.g.
“the contract continues until Employee ??? returns from maternity leave”
Specify termination conditions in the contract. This is important to remove any misunderstanding by the
relief employee about the nature of the contract, namely that it is “�xed term”. E.g. “the contract shall
terminate on the 15th of January, at the end of the holiday season”, or “the contract shall terminate
before the scheduled date if Employee ?? returns from maternity leave earlier”
Keep in mind you can’t use a �xed term contract to replace the probation period

2. Make sure you have a proper contract in place for every employee. The purpose of the contract is to protect
the employer, not just the employee. Labour legislation, the CCMA, etc are all set up to protect the
employee. Your defense as employer is at its strongest when you have a detailed contract in place.

3. Consider paying your employees every fortnight instead of weekly. This will not mean that they will earn
less, but it will cut the time you spend on your administration of wages in half. Remember that if you pay
every 2 weeks, both weeks are calculated separately. You can’t add the hours together and divide by 2. But,
you will only need to calculate hours, list deductions, hand out payslips and make payments every 2 weeks
instead of weekly.

4. You should have a standard shift roster that has been worked out in advance by one of your managers or
supervisors. But, you should personally take a few minutes every week to review your shift roster for the
coming week. Check the following:

Is there any employee working overtime unnecessarily?
Is there any permanent employee working less than 45 hours?
Will you have enough employees during the peak hours?
Are there any holidays, slow days or events that will change how busy your site will be on a speci�c day?
If there is an employee on leave, is it creating overtime or can you schedule a relief employee to work
those shifts?

5. Before you can deduct any money for shortages or overs from any employee, you need to have a signed
acknowledgement of debt (AOD). You can build this into your normal day to day process. Keep a list (book,
spreadsheet) of any shorts or overs and have the employee (cashier or attendant) sign after each shift
con�rming that they are aware of the short/over. When you are working out wages, have each employee
(cashier, attendant, etc) complete an AOD and sign it. That way, you won’t need an AOD for every shift.
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6. If an employee doesn’t come to work for more than 5 working days, and you suspect he/she has deserted
their job, you need to inform them of this. You also need to schedule a hearing. But, you should accomplish
both tasks at the same time. Send a registered letter to the employee’s last known address with a notice
that he/she has been absent for more than 5 working days, AND a notice of a disciplinary hearing.

7. Family Responsibility Leave (Compassionate Leave) is often a topic of debate. Especially when an
employee claims the death of a family member that is not part of the immediate family. One way to solve
this is to ask employees to stipulate, when they start working, who their immediate family is. This allows
you to be sure that they only claim Family Responsibility Leave for the right reasons.
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NO:   19/2017 

 
DATED: 16 August 2017  
                                
      

 
TO ALL PARTICIPANTS IN THE MOTOR INDUSTRY 
 
2017/2018 PRESCRIBED MINIMUM & GUARANTEED WAGES INCREASES 
 
 

The new minimum wage rates and guaranteed wage increases for the 
period ending 31 August 2018, based on the Main Collective Agreement 
for the Motor Industry (Govt. Gazette No. 10707) Govt. Notice No. 
R40771 dated 07 April 2017, shall be payable to employees in the 
motor industry as from 01 September 2017 and shall remain in place 
for the period ending 31 August 2018.  
 
The following is the summary of the new minimum wage rates and 
guaranteed wage increases ending 31 August 2018. 
 
 

INDUSTRY SECTOR CLASSIFICATION -  CLAUSE 2: DEFINITIONS 
 

“Sector 1" means “manufacturing” establishments i.e. vehicle body 
builders; trailers and caravan manufacturing and warranty repairs; 
vehicle components and accessories, fibreglass component 
manufacturing; repairs and sales. 
 
“Sector 2" means “re-manufacturing” (production) establishments i.e. 
component re-manufacturing; brake, clutch and radiator re-
manufacturing; drive-train re-manufacturing and steering re-
manufacturing. 
 
“Sector 3" means “re-conditioning” establishments i.e. automotive 
engineering; fuel injection/diesel pumps; gearbox/transmission; 
turbochargers and spring-smiths. 
 
“Sector 4" means “service and repair” establishments i.e. motorcycle 
sales and repairs; battery sales and repairs; tyre sales, repairs and 
wheel alignment; tyre re-treading; exhaust, tow-bar and shock-absorber 
fitting; radio, alarm and immobilizer fitting; sunroof fitting; air-
conditioning fitting; body repairs; upholstering and motor trimming; auto 
electrical repairs; auto valet and steam cleaning; prop-shafts and CV 
joints repairs; motor plastic component repairs; glass fitting; carburettor 
sales and repairs; drive train fitting and repairs; steering fitters and 
repairs; motor vehicles bus, truck and tractor repairs. 
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“Sector 5" means “fuel dealers, service stations and related” 
establishments. 
 
“Sector 6" means “dealers sales and distribution establishments” i.e. 
used motor vehicle, bus truck and tractor sales and repairs; franchised 
motor vehicle, bus, truck, tractor, and parts sales and repairs; caravan 
sales and repairs and agricultural equipment sales and repairs. 
 
“Sector 7" means “automotive parts, accessories, equipment and tool” 
establishments i.e. motor parts, accessories, equipment and tools; auto-
breakers and used parts dealers. 
 
 

ACTUAL / GUARANTEED WAGE EXEMPTION APPLICATIONS 
 

Individual employers seeking exemption to pay a lesser actual wage 
increase and / or a guaranteed increase or to be exempted from paying 
such, must do so on a Wage Exemption Application form which is 
obtainable  from their local MIBCO Regional Office or website; 
www.mibco.org.za . Such application must be lodged no later than 21 
days from 01 September 2017 to the local MIBCO Regional Office 
either by hand delivery, registered mail, facsimile or   E-mail in the 
prescribed format with the following supportive documentation attached: 
 

o Formal financial information; 
o Written motivation; and 
o Detail and proof of the consultative process between the 

employer, employee and relevant MIBCO Trade Unions. 
 
For further assistance please contact your local MIBCO Regional Office 
as per the contact detail on the MIBCO website www.mibco.org.za 
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P W P M P W P M P W P M PW P M 

(a) Office, stores sales and R R R R R R R R

     Clerical employee-

     during 1st year of experience

     during 2nd year of experience

     during 3rd year of experience

     thereafter

(b) Motor vehicle sales person-

     During 1st year of experience

     thereafter.

(c) Bookkeeper

(d) Accountant

(e) Parts salesperson - 

     During 1st year of experience

     thereafter

(f) Traveller - 

    during 1st year of experience

    thereafter

(g) Supply sales person -

     during 1st year of experience

     during 2nd year of experience

     during 3rd year of experience

     thereafter

(h) Part-time employees * * * *

* One eleventh of the minimum weekly wage as prescribed for clerical employees in (a) hereof, for ordinary time worked on each day on any one week, or one 

DIVISION B & D - CLAUSE 3 (WAGES) - ALL CHAPTERS & SECTORS

    forty-fifth of such prescribed minimum weekly wage for each hour or part of an hour of ordinary time worked in any one week, whichever is the greater.

All Areas All Areas

P M P W 

All Areas

P W 
Class of Employee

P M P W P M 

SECTORS 1,2,3,4,5 & 7

Other Areas

SECTOR 6 ONLY SECTORS 1(ch 2),2,3,4,5,& 7

GUARANTEED INCREASESMinimum Wages 

Area A

WAGE SCHEDULE : MINIMUM WAGES -                               

Class of employee

PW

Minimum Wages

Area A Other Areas

PM

RR

 1 163.84  5 043.31  1 163.84  5 043.31  1 187.82  5 147.22  1 187.82  5 147.22  76.14  329.94

 1 327.96  5 754.49  1 327.96  5 754.49  1 353.21  5 863.91  1 353.21  5 863.91  86.88  376.48

 1 529.39  6 627.36  1 529.39  6 627.36  1 559.64  6 758.44  1 559.64  6 758.44  100.05  433.55

 1 775.60  7 694.27  1 775.60  7 694.27  1 807.86  7 834.05  1 807.86  7 834.06  116.16  503.36

 1 404.24  6 085.04  1 404.24  6 085.04  1 404.24  6 085.04  1 404.24  6 085.04  91.87  398.10

 1 810.48  7 845.42  1 810.48  7 845.41  1 810.74  7 846.54  1 810.74  7 846.54  118.44  513.24

 2 282.88  9 892.48  2 282.88  9 892.48  2 302.65  9 978.15  2 302.65  9 978.14  149.35  647.18

 3 883.54  16 828.68  3 877.04  16 800.51  3 934.89  17 051.19  3 908.69  16 937.66  254.06  1 100.93

 1 463.66  6 342.53  1 463.66  6 342.53  1 469.70  6 368.70  1 469.70  6 368.70  95.75  414.92

 1 797.97  7 791.20  1 797.97  7 791.21  1 797.97  7 791.20  1 797.97  7 791.21  117.62  509.69

 1 469.70  6 368.70  1 469.70  6 368.70  96.15  416.65

 1 797.97  7 791.20  1 797.97  7 791.20  117.62  509.69

 1 469.70  6 368.70  1 469.70  6 368.70  96.15  416.65

 1 683.47  7 295.04  1 683.84  7 296.64  110.13  477.23

 1 887.09  8 177.39  1 887.09  8 177.39  123.45  534.95

 2 025.20  8 775.86  2 025.20  8 775.86  132.49  574.12

1 SEPTEMBER 2017



P W P H P W P H P W P H P W P H P W P H
Grade 1

Forecourt Attendant

Parking Garage Attendant

Cashier

Char (Sector 5)*

Char 

Grade 2 

Grade 3

Grade 4

Grade 5

Grade 6

  PW PH

Grade 7

Grade 8

Watchman

    Not Applicable to 

S ector  6 Establishments

3 YEAR TRADE PW PH PW PH

First y ear

Second y ear

Third y ear 

4 YEAR TRADE     *Guaranteed increases as prescribed for Chars in Sector 5 only .   

First y ear

Second y ear       Sector 5 Wages are subject to the profit margin adjustment 

Third y ear       to be determined by  the Depratment of Minerals & Energy .

Fourth y ear 

WAGE SCHEDULE : MINIMUM WAGES -                           
DIVISION C, CHAPTER 1 - CLAUSE 3 - WAGES

APPRENTICES
ALL AREAS

ALL CHAPTERS

ALL AREAS

ALL CHAPTERS
LEARNERS

Other Areas

CHAPTER 1

S ECTOR 6 ONLY

Other Areas

S ECTOR 4,5 & 7 ONLY 

Class of Employees

P W P H

CBMT

Lev el 4

Lev el 1

Lev el 2

Lev el 3

NQF LEARNERS HIPS

All Areas All Areas All Areas

P W P H P W P H 

Class of employee

All S ectors Excl. S ector 1 

Chapter 3 & S ector 6

Guaranteed Increases 
All AreasArea A

CHAPTER 1

Area A

 1 216.35  27.03  1 216.35  27.03  90.00  2.00

 703.35  15.63  703.35  15.63  45.90  1.02

 1 291.95  28.71  1 291.95  28.71  84.60  1.88

 967.50  21.50  967.50  21.50  67.50  1.50

 918.00  20.40  918.00  20.40  961.65  21.37  961.65  21.37  59.85  1.33

 1 233.00  27.40  1 228.95  27.31  1 288.80  28.64  1 288.80  28.64  80.55  1.79

 1 334.25  29.65  1 334.25  29.65  1 383.75  30.75  1 383.75  30.75  87.30  1.94

 1 457.55  32.39  1 457.55  32.39  1 510.65  33.57  1 510.65  33.57  95.40  2.12

 1 624.95  36.11  1 624.95  36.11  1 675.80  37.24  1 675.80  37.24  106.20  2.36

 1 952.55  43.39  1 952.55  43.39  1 995.75  44.35  1 995.75  44.35  127.80  2.84

 2 431.80  54.04  2 460.60  54.68  159.30  3.54

 2 780.10  61.78  2 811.15  62.47  181.80  4.04

 1 123.19  1 163.38  73.48

 1 397.70  31.06

 1 732.95  38.51

 2 130.30  47.34

 1 397.70  31.06

 1 533.15  34.07

 1 732.95  38.51

 2 130.30  47.34

 1 397.70  31.06

 1 533.15  34.07

 1 732.95  38.51

 2 130.30  47.34

 1 332.90  29.62

 1 664.10  36.98

 2 000.70  44.46

 2 328.75  51.75

no hourly rate no hourly rate no hourly rate

1 SEPTEMBER 2017



P W P H P W P H P W P H P W P H P W P H PW PH

R R R R R R R R R R

Grade 1 First Year

Grade 2 Second Year

Grade 3 Third year

Grade 4

Grade 5 First Year 

Grade 6 Second Year

Third Year

P W P H P W P H P W PH Fourth Year

Grade 7

Grade 8 Level 1

Level 2

Watchman Level 3

Level 4

GUARANTEED INCREASE

PW PH PW PH Level 1

Setting bonus Level 2

Level 3

CHAPTER 3 Level 4

Vernier/micrometer

Tape/rule/square/sets    * 8% Increase on actual earnings

     with effect from 1 September 2017

      for Chapter 3 Establishments

5.00                                 

9.20                                 

PW

CBMT

Thereafter

MINIMUM

Provisions for Chapter 4 Operatives

1. Op. Engine Assembler

1st 18 Months Experience

13.80                               

MEASURING INSTRUMENT BONUS

2. Operative Grade A

DIVISION C, CHAPTER II - V : CLAUSE 3 - WAGES

WAGE SCHEDULE : MINIMUM WAGES -                    

CHAPTER 2 SETTING BONUS

NQF Learnership

APPRENTICES/LEARNERS

ALL CHAPTERS

All Areas

4 Year Trade

3 Year Trade

All Areas

All Areas

Area A All Areas

CHAPTER 5

1st 6 Months Experience

Thereafter

1st 12 Months Experience

Thereafter

3. Operative Grade B

SECTOR 2

All Areas

Other Areas
Class of Employee

CHAPTER 2 CHAPTER 4

Class of Employee

SECTOR 1 SECTOR 3

All Areas

All Areas

P W P H 

CHAPTER 3*

SECTOR 1

All Areas

 918.00  20.40  976.50  21.70  918.00  20.40  918.00  20.40  918.00  20.40

 1 233.00  27.40  1 286.10  28.58  1 233.00  27.40  1 233.00  27.40  1 233.00  27.40

 1 334.25  29.65  1 390.95  30.91  1 334.25  29.65  1 334.25  29.65  1 334.25  29.65

 1 519.20  33.76  1 457.55  32.39  1 457.55  32.39  1 457.55  32.39

 1 624.95  36.11  1 694.70  37.66  1 624.95  36.11  1 624.95  36.11  1 624.95  36.11

 1 952.55  43.39  2 033.55  45.19  1 952.55  43.39  1 952.55  43.39  1 952.55  43.39

 2 431.80  54.04  2 431.80  54.04  2 431.80  54.04

 2 780.10  61.78  2 897.55  64.39  2 780.10  61.78  2 780.10  61.78

 1 123.19  1 149.58  1 123.19  1 123.19

 1 624.95  36.11  106.20  2.36

 2 431.80  54.04  159.30  3.54

 1 624.95  36.11  106.20  2.36

 1 952.55  43.39  127.80  2.84

 1 334.25  29.65  87.30  1.94

 1 457.55  32.39  95.40  2.12

 1 397.70  31.06

 1 732.95  38.51

 2 130.30  47.34

 1 397.70  31.06

 1 533.15  34.07

 1 732.95  38.51

 2 130.30  47.34

 1 397.70  31.06

 1 533.15  34.07

 1 732.95  38.51

 2 130.30  47.34

 1 332.90  29.62

 1 664.10  36.98

 2 000.70  44.46

 2 328.75  51.75

no hourly 

rate

no hourly 

rate

no hourly 

rate

no hourly 

rate

1 SEPTEMBER 2017

0.00 0.00

0.00 0.00
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NO: 23/2017 

 
 

DATED: 8 SEPTEMBER 2017 
 

 
TO ALL EMPLOYERS AND EMPLOYEES IN SECTOR 5 – FILLING 
STATIONS 
 
 
CORRECTION NOTICE FOR CASHIER WAGES AREA A AND OTHER 
AREAS 
 
Please be advised that the previous circular confirming the wage increases for 
cashiers contained the incorrect figures for other areas. 
 
The undermentioned figures reflect the correct increased amounts for “other 
areas” 
 
 

 Per Week Per Hour 

Cashier R1 281.60 R28.48 

 
 
 
The MIBCO Team  

275 Kent Avenue 

Ferndale 

Randburg 

2194 

Tel: 0861664226 

Fax: 011 369 7600 
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Removing speed bumps from your business process

Removing “speed bumps” from your business process

Every customer who visits your forecourt, car wash, convenience store and food offer wants to get in and out
as quickly as possible. After all, you have a convenience business. If it’s NOT convenient, this should be raising
alarms and red �ags immediately.

Often, we are very good at identifying the “big” inconvenience areas. Such as a long queue. You’ll know that the
moment you see a long queue you will immediately check where the cashiers are, if there are issues with the
tills, etc.

But, what about the areas that are not so obvious?

Here is a list of a few areas you can look at that will affect convenience in the eyes of your customers:

Instructions – if you have a piece of equipment or an area that must be used in a speci�c way following
speci�c steps, you need instructions. Think of toilets, self-service coffee machines, price menu’s at the car
wash and food offer, etc. You should make sure that these instructions are as simple, straightforward and
clear to understand as possible.

E.g. if the toilets can’t be found, or the customer doesn’t know which button to press on the coffee
machine – you’ve lost the convenience battle.

Walkways – it may sound obvious, but anything in a customer’s path will affect them. Customers love open,
clear aisles that are easy to walk through. Boxes, display stands, plants or cleaning buckets in their way
might stop them from going down an aisle completely. If that happens, you’re missing a sales opportunity.
Distance to walk by employees – it may only be a meter or two, but the distance a forecourt attendant, car
wash attendant, supervisor or manager has to walk every day for a variety of tasks will affect how quickly
those tasks get done.

E.g. if you have only 2 service units but you have 4 islands, then your attendants will often have to walk
farther to get a squeegee, get paper towels or battery water. Every second counts and if seconds are
wasted, they affect convenience.

Getting things done – the same principle applies to every duty on site. If your managers have to complete a
form, register, checklist or step, make sure it’s available where they are.

E.g. if your OPS manager must complete the receiving checklist once a day, and the checklist is in a �le
in the o�ce, that’s a wasted trip. but, if it’s in receiving (on a clipboard, hanging on the wall) it will take
less time to complete and the chance of the manager actually doing it will also increase.
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Signage – there are a a number of questions that customers ask every day. You know those questions.
You’ve answered them dozens of times. What you don’t know is how many customers didn’t ask the
question and didn’t buy. Signage is the obvious solution to make this more convenient for your customers.
If there is a Frequently Asked Question (FAQ), make a sign or poster or instructions that explain the answer
to your customers.
Administration – sometimes the back o�ce will implement a change to a process or implement a new step.
This could be adding a sheet for the cashiers to complete or creating a new procedure. All of these
amended or new steps take up valuable seconds that should be spent helping customers. But, this does not
mean the procedure, form or register is not valuable. You should review it carefully and consider if there is
anything that can be done to implement the required step, but not take up more time.

E.g. from today cashiers must write up all their safe drops and this means adding the date every time.
Considering that a cashier won’t have 1 shift running over more than 2 dates, what about just completing
the date at the top of the sheet?

Here are a few more areas, recently identi�ed by a group of managers:

Multiple forms to be completed with the same information. In other words – duplication takes time
E.g. the shift checklist and the managers report both contain date, manager name, supervisor name, etc.
This could become one form

Policies and procedures that are standard, but are not visible where they apply. In other words – especially
where a gap in the control could lead to losses or problems.

E.g. the steps for receiving a delivery could be printed, laminated and put up in the store room to ensure
it stays top of mind

Assuming that people will remember or will “know” details from previous discussions. In other words – if
it’s a rule, make it visible to everyone

E.g. “no attendants allowed in the kitchen” should be posted where everyone can see

Frequent discussions are not documented. In other words – repetitive information could be written down
adn a copy given to every who should be aware of it.

E.g. Inducting a new employee may only happen every few months, but if there is an Induction checklist,
the manager won’t have to remember all the details and have to go back to discuss something with the
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employee that he “just remembered”
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Safety �rst

There is only one simple rule: Safety �rst.

But, what does that mean? There are 3 simple questions to ask BEFORE you start:

1. What can go wrong?
2. What can cause it to go wrong?
3. What can we do to prevent it from going wrong?

(These are also the same questions you would ask when conducting a risk assessment)

Here is an example where we ask the 3 questions before getting on a ladder to change a light bulb:

1. What can go wrong? I can fall off the ladder and get hurt. If I fall on something sharp or hit my head I can
even cut an artery and lose a lot of blood or get a concussion. This could mean I would need to go to the
Emergency room and could be seriously injured, paralyzed or even die.

2. What can cause it to go wrong? The ladder can fall over. I could slip. If I reach too far I can tip the ladder
over. If I stand on the top step the ladder will not balance properly. If I touch an electric wire or a damaged
light �tting I could get an electric shock, this could also cause me to fall off the ladder.

3. What can we do to prevent it from going wrong? We can make sure we are using a ladder that is in good
condition and �t for purpose. We can get one person to hold the ladder while another person climbs up. The
person climbing up must not climb higher than the 3rd last step. The ladder must be directly beneath the
light so that the person climbing up does not have to reach far. We must remove anything from below and
around the ladder so that IF the person falls, the risk of getting hurt is lower. We must close off the area so
that customers and employees can see that we are working there.

The example above only highlights some of the risks, not even all of them. For example, should the electricity
be switched off? Is a permit required for “working at heights”? Is a contractor required? Is a fall-arrest harness
needed? Is scaffolding needed?

Each of these examples requires other actions and precautions. But the rule applies, ALWAYS remember:
SAFETY FIRST.

There is no such thing as common sense. Common sense is not common. You may think that everyone on this
planet has the ability to identify risks and then act accordingly. This is not the case. Have a look at the photos
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below of people who work in this environment on a daily basis and probably know the risks better than you or I.
But, still they do some incredibly stupid and unsafe things.
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General Safety & Security Examples

One of the most discussed topics is safety & security. Especially safety & security on forecourts.

UPDATE: You should make sure to have regular Safety & Security meetings with your managers and staff. Here
are some items to discuss during these meetings:

Was there any Safety & Security incidents reported or overlooked?
What went wrong?
What caused it to go wrong?
What can be done to prevent it from going wrong in the future?

We offer the following stories and tips received from several sites:

“Criminals are prohibiting customers from locking their vehicle by jamming the remote signal. We noted the
following:

1. They do not use complicated devices to unlock your car.  They just prevent you from locking your vehicle
with a normal gate remote

2. They come mornings, afternoons and weekends
3. They work in two’s or three’s.  One follows the customer to the shop and distracts you if necessary by

asking directions
4. They are very well dressed and drive new cars – mostly VW’s
5. They loiter around by walking around fake talking on the cell phone, one hand in the pocket on the remote
6. They are normally onsite for more than 45min
7. They are very alert, which makes it very di�cult to watch them. They also know us (management), if they

see us they get into the car and leave”

“Hijackers put a sticker or paper on the back window of your car. You will normally start your car’s engine and
then notice the paper, open the door and go to remove it. When this happens the engine is running and you get
hijacked.”

“We arrive at site at different times. The �rst manager on site must open the o�ce blinds if everything is okay.
If there is a problem the blinds stay closed and we will not stop at the site and go into the o�ce.”
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“We make a point of listening before entering or exiting the o�ce so we don’t walk into an unexpected
situation. We also don’t open the o�ce door unless we know or can see who is on the other side. Lastly we
make a point of keeping the o�ce security gate closed at all times.”

“I try not to have a daily routine. Some Dealers arrive at a speci�c time and then spend 2-3 hours in the o�ce.
All employees know this and act accordingly. I frequently walk around the site and have caught many
employees sitting around, not serving customers and even throwing out stock with the rubbish.”

“We had a customer drive into the site, get out of his car and pass out on the forecourt. We didn’t know what to
do and the customer could have died. Now we have made sure that there is a trained �rst aider on each shift
and all managers have been trained. We also have monthly 20-minute meetings to prepare if something similar
happens.”

“I tell stories to my employees of safety & security issues at other sites. A story is a much better tool to
prepare people for incidents than to just have a lot of policies, rules and procedures. Few remember the rule,
but many remember a good story.”

DO survey your parking area and remember who gets out of what car or if someone takes stuff out of a car,
look at where he is taking it (this is often di�cult)
DO Start to build a case: If you had an incident save the CCTV footage.  Get the customer to report the case
to the police – get the case number, keep the customers details.  We once caught a thief that we could link
to other cases, but did not have the previous customers’ details; we could not let them know that we caught
the thief that stole their stuff
DON’T forget to have a monthly safety meeting with your managers and supervisors. Discuss the things
that can happen and what the right way is to handle them. For example: what should be done during a
robbery or when there is an incident on the forecourt.
DO frequently walk around your site at different times of the day. Watch employee’s reactions when you
enter a room and look at what they are busy with. Use this as an opportunity to spot problems and give
training on the spot
DON’T forget to train your employees to report any suspicious behaviour to management immediately

“Take photos of the CCTV screen with suspect’s faces, cars and so on.  We pin this on our customer notice
board.  The other day we were watching a suspect.  He went into the shop to go to the restrooms and he
walked pass the notice board and saw himself; he made a u-turn never to be seen again.  We also had
customers identifying suspects.  We then relay this to the police.

The more evidence you have the easier it is for the police to convict the thief when he is caught”
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7 Basic rules to apply

There are a number of rules that should be in place at each site. Here are 7 of the most popular and critical
rules:

1. Safety �rst
1. This is not negotiable. All employees should be trained to stop, think about safety, prepare for it and only

then start working. At site we are often so busy running around to get things done we rarely stop to plan.
If you have checklists on site, make sure that there is a point on safety right at the start of the checklist.
Safety �rst.

2. No work no pay
1. This is a MIBCO rule. If an employee works less than 45 hours (due to late coming, absence without

leave, etc) and it is NOT due to the employer then the employee will only be paid the hours worked. For
example: if the employer has scheduled the employee for less than 45 hours on the roster, then the
employee must be paid at least 45 hours. So, if the employee decides to work less than 45 hours – no
work no pay.

3. No clock no pay / no sign no pay
1. This rule refers to the requirement that each employee must have written attendance records.

Attendance registers must be available, or a clocking system, and these records must be kept on �le. So,
if the register has not been �lled in – no sign no pay.

4. No dip no drop
1. It is vitally important to dip for water and fuel volume before any fuel delivery (drop) as well as thereafter.

Whether you do manual dips or take ATG readings, it must be done. The rule in place must be – no dip no
drop.

5. Receive like you read (top to bottom, left to right)
1. There are countless stories of employees being manipulated by delivery personnel or something being

missed during receiving. One of the easiest ways to short deliver stock is to keep the
merchandiser/manager occupied or distracted. If the person receiving stock ensures that an invoice is
checked from top to bottom and from left to right then it is easier to make sure every item is there. So,
receive like you read.

6. No name tag no pump tag (cannot work)
1. This rule implies two critical things. First, you cannot work if you do not have your name tag. It is part of

the uniform and you can’t work if you aren’t in full uniform. It requires an employee to notice the small
details in their appearance. Secondly, you cannot work without your pump tag. Some sites make sure
that each attendant has a name tag, pump tag and pen before the shift starts and any attendant who
doesn’t have all three cannot work and is sent home. Some sites also have a policy of immediately
issuing and charging the attendant for a new name tag and new pen. The rule is – no name tag no pump
tag.

7. No shoes no shift (no safety shoes, not allowed to work)
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1. This rule is also very simple and also implies safe working practices. It is the employers responsibility to
issue employees with the correct Personal Protective Equipment (PPE) free of charge and to ensure that
no employee works without the right PPE. So, if an employee is not wearing the right PPE he/she must
not be allowed to work. No shoes no shift.

DO make A4 signs of the rules above, laminate them and post them in employee areas where they are
clearly visible. Make sure you provide training on the rules BEFORE you post them so that employees clearly
understand what is meant and WHY.
DO take the SAFETY FIRST sign and post in high risk areas. You can even tie a laminated copy of the
SAFETY FIRST sign with a cable tie to equipment that is used in areas where safety is a concern e.g.
ladders, toolbox, dips book, �rst aid box, etc.
DON’T assume that everyone understands what you mean just because the rule is only a few words. You
have to explain in detail.
DON’T make exceptions. Think through the rules very carefully and discuss with your management team. If
there are any exceptions they should be avoided. If employees know there is an exception to the rule it will
be di�cult for you to implement it, because every time it’s forgotten the employee will simply say it was the
exception.

Rules are only as effective as the people who are managing them. You should make sure that each employee
is thoroughly trained on these rules and fully understands the consequences of not following the rules.

It is especially critical when it comes to safety. Some sites handout rewards to employees who spot potential
safety issues and take action e.g. the attendant stops fuel delivery if the emergency cones are not placed.


