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ABBREVIATIONS AND TERMINOLOGY
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1.Purpose

The purpose of this document is to provide general guidance on the acceptance of Gifts and
Benefits from persons or institutions that do, or potentially want to do, business with any of the
companies that form part of the Pinnacle Holdings Group. This policy also documents the
restrictions on gifts that any of the representatives of the Pinnacle Group can accept.

2.Scope

This Gifts and Benefits policy is applicable to all employees of Pinnacle Holdings Limited and
associated companies.

3.Principles for acceptance of Gifts and Benefits

The company does not prohibit the acceptance of gifts or incentives. Pinnacle supports the
principle that employees should be appropriately rewarded for their efforts and for exceptional
service to customers and other stakeholders. It is a requirement that all gifts and benefits valued
at R500 and below in value be formally declared in the Gift Register as described under 0 below.

o  Gifts valued at above R500, should be pre-approved by management BEFORE they are
awarded —This is best controlled by ensuring that ALL Vendor incentives are pre-approved
by management before they are implemented. This allows a better spread of programs,
clearer focus, and closer alignment with our intended strategy, and fewer issues at time
of implementation/award. Gifts valued at R500 and above should be awarded to the
Company and not the individual. Any individual receiving a gift valued at R500 or above
is required to hand the gift over to his immediate manager, in order that the gift may be
appropriately used by the Company.

Gifts include trips and invites to functions other than business functions.

o Should employees not be able to determine the value of a benefit or gift that was
received, it is recommended that the gift be handed to the employee’s direct manager
who can assist in determining the value and whether the gift should be retained by the
employee, and recorded in the gift register, or handed over, in order that the gift may be
appropriately used by the Company.

The Pinnacle Group Code of Conduct states that employee’s duties must be carried out impartially
and with integrity. Consequently, employees should take care when offered, or accept gifts and
benefits and the fact that it might possibly affect or could reasonably be perceived to affect, their
independent and impartial performance of their official duties.
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= All employees in the Pinnacle Group of Companies or any member of his/her immediate family
who received or accepted any gift, gratuity, trip, accommodation or any other benefit from any
customer or vendor, from whom the Company purchases goods or services, is required to register
such gift or benefit in the company’s Gifts and Benefits Register. This includes any vendor from
whom the Company anticipates purchasing goods and services.

= Sales incentives (Spiv Programmes) and gift certificates from customers and vendors also need to
be declared as gifts or incentives and need to be pre-approved by the beneficiary’s manager or
designate prior to acceptance.

=  Employees must not ask for or encourage the giving of any form of gift or benefit in connection
with the performance of official duties. This includes entering any discretionary competitions
which involve a prize.

= Any gift or benefit accepted, regardless of monetary value may imply a relationship which may
interfere with employee objectivity and independence. Employees must exercise their judgment
when accepting gifts or benefits.

=  Employees can decline offers of gifts or benefits courteously by explaining that acceptance would
be against company policy and consequently that they have no discretion in the area.

=  Employees who are in any doubt about accepting gifts or other benefits or the reporting method
thereof, must contact their immediate manager or the Human Resources Department in writing
for guidance.

= Incentive trips or excursions should be recorded in the Gifts and Benefits register at least 10
working days prior to undertaking the trip. An incentive trip is defined as a day or days where
travel away from the employee’s home base takes place. If the trip is leisure only, 100% of the trip
must be taken as annual leave. If the trip is work and leisure, that portion of the trip that is not
work-related must be taken as annual leave.

= As a general policy, no entertainment or gift offers should be accepted when the Company is in
negotiations with an existing or potential supplier. This will put the recipient in a position where
their integrity and business judgement can be seriously compromised.

= |tems that are received from suppliers for demonstration purposes are also considered as gifts.

4.Declaration of Gifts and Benefits

= All gifts and benefits below the nominal value of R 500 must be recorded in the company’s official
Gifts and Benefits register.

= Gifts above R500 must be handed to the employee’s immediate manager, in order that the gift
may be appropriately used by the Company

=  The Company’s Gifts and Benefits register is maintained centrally in the PayDay Employee Self-
help System (ESS), the company’s payroll and staff leave recording system.

= After accessing the PayDay ESS system, click Employee = Gift Register = Register New Gift ....
(then populate the fields).

= Benefits which are recorded in PayDay will automatically be routed to the employee’s manager
for information and not for approval. The onus is on the manager to take appropriate action where
deemed appropriate.
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Once the register has been accessed as detailed above, the fields should be completed and
submitted as prompted by the system. See example under Appendix A below.

Beneficiaries who have any difficulty to access the Gifts and Benefits portal should contact their
direct manager in writing, stating their intention and difficulty to declare a benefit.

Should the gifts register not be available in the employee’s specific company, or for whatever
reason, the onus is still on the employee to declare a gift or benefit in writing to his manager i.e.
preferably via e-mail.

All benefits should be registered in the centralised Gifts and Benefits register even in instances
where other forms of communication have been utilised.

All benefits must be recorded within 10 working days from receipt of the benefit, with the
exception of a sales and travel incentive which has to be pre-approved as detailed in this policy.

Should a vendor pay an incentive directly to an employee, the onus is on the employee to declare
the incentive paid in his tax return, the administration is between the vendor paying the incentive
and the employee.

Should the company pay an incentive on behalf of a vendor, PAYE must be deducted.

The Gifts and Benefits register will be submitted to senior and executive management for review
from time to time. Management can also access the register depending on the access that was
granted.

The Chief Executive Officer of Pinnacle Holdings holds the authority as to which employees or
managers are allowed to review the information contained on the Gifts and Benefits register.

5.Contravention of this policy

The Group regards any contravention of this policy as a serious matter. Contravention may
result in disciplinary action, including the possible termination of employment.

APPENDIX A — Example of Gifts and Benefits register

Example of information that will be required when declaring and gift or a benefit:

Il (4 Access (4 Empioyee 4 Leave (4 Cisims 4 1R (4 Mailbox 4 Approvals (4 Queries I

VPayDay EMPLOYEE SELF SERVICE

Seftware Systems

O Basic Detsil

k hers o grint thi; page

£ Acrams Hions lenu at the Top to access Self Service

O Bank Detail

O View Current Changes

@ view Payslips

@ view RPE's

O Resignation

Ri| O View Attendsnce Register
(@ Gift Register

Contr

® Register new Gift
O View Gifts
User Le.T0

Company Nuni

Gifts and Benefits Policy




CENTRAVOICE

powering mobility

 fPayDay EMPLOYEE SELF SERVICE

Register a new gift for MR A

kudu sponsored by supplier

unting. Upfront permission obtained from manager.

N EH B AR B S ~
A EHR
w "‘a
M % gg = |
HIHIHIHE :
E -
gi%é& 3
& e ﬁ.
a 8
§ &
i
3 g
& =
2 g
<
-3

did take a day's annual leave.
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