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A FOREWOOD BY THE DIRECTORS
We have written this Document to meet needs of both our employees and our customers. This Proactive Solutions  Policies 
Manual shows our Commitment to the company management  to standard international work ethics,  It’s the summation of 
why and what of how  Proactive Solutions Conducts its business. 
For our Employees, it should read in detail and understood. We will ask you to sign that you have read it, and we expect it to 
guide you in all the actions you take in the service of the company big or small. 
For our customers, suppliers and partners, compliance auditors and indeed competitors, this document set out Proactive 
Solutions directors’ position on the key moral, ethical, healthy, safety, environmental, and equality issue and put them on 
the context of our business. We are committed of ethics of professionalism, transparency, fairness, and client service. We 
demand the highest standards of our employees and impose such standards on ourselves. We expect the same from our 
suppliers 

When working with HR management you need to understand the people you work with so that you can get their best 
performance. Tanzanian work force today is highly heterogenic. When recruiting from all over Tanzania it is easy to find 
highly educated and skilled work force, and international standards and procedures can be applied. When recruiting and 
HR managing in a highly contextual society like Mtwara, local knowledge is everything. Mtwara is in a time of transition, 
between a rural subsistent farming and big international business with front line safety practices. If you can understand your 
employees of any background, then and can speak to them, then you can train them to reach their maximum professional 
potential.

Proactive Solutions believes best practice HR management depends on two factors: systems and social skills.
On one hand you need strong systems for the continuous maintenance of the workers – schedules, salary preparations, leave, 
compassionate leave and maternity/paternity leave, and above all medical record-keeping and follow-ups. Also statutory 
payments such as PAYE, SDL, NSSF/PPF etc should follow systems and all record-keeping should be immaculate.  The HR 
responsible must constantly be in tune with changes to the Tanzanian labor law legislation or changes to the government 
statutory payments.

On the other hand Proactive Solutions believes in non-litigation and solution-oriented conflict resolution. While we neither 
condemn nor encourage labor unions we believe that their presence is in indicator of insufficient grievance procedures. The 
workers need to have a forum for questions and grievances, where these are taken seriously and handled as accommodating 
as possible. This can be achieved through open meetings on a regular basis with each department. If the meetings are 
regular the workers can anticipate them and will never feel a need to drastically or dramatically make their voices heard. 
An open office also ensures that pressing individual issues can be dealt with before they become frustrating to the worker 
(e.g. mistakes in pay slips, need for compassionate leave etc). Our philosophy is also to avoid litigation by handling non-
performance and misconducts through socially skilled conflict resolution. This is to be done in close communication with 
supervisors and managers through performance appraisals, both positive and negative, and by rewarding good performance. 
When there is misconduct but the work relation between employer and employee is still repairable the disciplinary procedures 
should be predictable for the employee and as constructive as possible. Supervisors and managers are key to successfully 
educating the employee on how to perform better, and the HR representative to mediate and lead the discussion in a non-
biased way, with the goal of making both parties agree on a concrete way forward. Where there is a final irreparable damage 
to the work relation it should be discussed at length so that no feeling of being misunderstood or treated unjustly lingers with 
the employee. Final dues, work certificates etc should be produced on a day that the employee is aware of in order to avoid 
the employee feeling they need to ‘fight’ for their rights. 

Besides open, predictable and correct procedures, workers need to be taken care of to ensure their growth. The small 
experienced work force of Mtwara is now under strong pressure from the increasing demand from 
international companies, i.e. poaching has become increasingly common. Taking care of the workers is therefore important to 
create a preferred work place without loss of work experience. Salaries higher than competitive market average is one way, 
another is to have salary scaling for those who have been longer with the company. Above average benefits such as good 
medical policy and staff food make the work place important to the worker. Recognition for good work and a possibility to 
advance in the company is also key. Internal training is thus essential. The workers should also feel completely comfortable at 
their work place, through open channels and respect.

We welcome the opportunity to show our clients how we work in practice- we are certain that you will feel that a new 
standard has been set.

 

Nestory Phoye
Managing Director
Proactive Solutions
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1. RECRUITMENT AND PLACEMENT SERVICES 
Proactive Solutions activity main aim is to hire, train and retain committed and dedicated stuff, building a 
strong and lasting cooperative relationship in the process. Our office staffs provide a welcoming environment 
and courteous disposition towards all stuffs. The office staff treat all stuff with respect at all times and this 
respect is to be reciprocated to promote harmony on-board.
Under no circumstances shall Proactive Solutions ever request a recruitment fee. Proactive Solutions seeks 
to provide the highest standards of service to the seafarers and other stuffs and to achieve this, the company 
fully recognizes the vital role that its shipboard personnel play.
The company recognises the right to fair terms of employment at a workplace that is free from discrimination 
of any kind, which provides decent living and working conditions, health protection and welfare measures 
whilst on board the vessel. The Company will ensure that these terms are followed.
The company is committed to improving stuff’s lives at sea and offshore as an ongoing priority.

1.2 .   GENERAL RECRUITMENT SERVICES POLICY\
PURPOSE                                                                                                                                                
To define requirements for compliance with the Tanzania Government Employment recruitment guidelines 

SCOPE                                                                                                                                                 
This applies to all workers who are recruited and managed through Proactive Solutions
Proactive Solutions is always undertaking recruitments. Our database includes thousands of CV with 
qualified candidates for operational positions in the oil and gas industry, administrative staff as well as 
supervisors, managers and highly specialized and experienced ex-patriot candidates. We also publish 
advertisements or do other forms of recruitment.
Proactive Solutions believes that confidence in results comes from good methodology, and an outline of the 
recruitment process is always included with the presentation of the final shortlisted candidates, including the 
following:
• The advertisement published
• The methodology of the shortlisting
• The methodology of interviewing
• The interview questions
• For off-shore workers: Dictation text
• Induction scheme prior to work commencement

1.3. SHORT LISTING  PROCESS
Update of existing database through ad and those applicants communicating directly with the staff of 
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Proactive, other recruitments, e.g. speaking directly to training colleges and universities.
1) First short listing:
Preliminary short listing of candidates claiming good knowledge of English (if English is required by the 
client) and experience in their field. ‘Application Consolidation’ scrutinizes diplomas, certificates and claimed 
experience (by contacting claimed supervisors, asking relevant questions about their supposed experience 
etc,), and a questioning in English (off-shore workers: including questions regarding their passport status and 
knowledge of swimming).
2) Second short listing:
3) Interview in English with senior management.
• Presentation of position. 
• Questionnaire, cf. appendix. 
• Attention to attitude, truthfulness, social skills. 
• English writing and reading test,cf. appendix.
4) Presentation of potential candidates to client. Final shortlist.
5) Follow-up on lacking skills etc: Certificate of acquired skill and physical/technical; Off-shore workers: 
passport assistance where necessary. Reserves called in if necessary.
6) Medical examination for those lacking certificate. Off-shore workers: Yellow fever vaccination for those who 
will undergo training in UAE.
7) Induction prior to work commencement.

1.4. INTERVIEW METHODOLOGY
Interviews from second selection are conducted by senior management of Proactive Solutions, with at least 
one junior manager attending. 

English test 
 If client has demanded high English level, all questions are posed in English, and the applicant must answer in 
English. A dictation of a short text is done, and the applicants read out loud the original text. The text contains 
the clients name, language related to the industry, and a few technical words related to the position.

Working conditions   
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 On-shore workers:
The work place and expected work hours are explained. For normal office work at HQ normal Tanzanian work 
hours are to be expected unless otherwise stated by the client. For operations work site the required work 
hours may be higher than normal office hours, with an aim to match the work schedule on the rig. Explanation 
of overtime and overtime payments. 

Off-shore workers:
 Working conditions on off-shore drill ships of international standard surpass the normal working standard 
legislation of Tanzania. All workers are informed in detail about the expected working roster (12 hours/day, 28 
paid working days followed by 28 unpaid days off), and asked if they understand this schedule, if they can 
work in accordance with it and if they have any problems with it. Discussion about applicant’s family situation 
given that they (normally) will not have the opportunity to leave the drill ship.

Career  
 All applicants are asked to describe their preferred career, including sector and position. This is to help the 
client tailor sew positions, train workers or place workers in positions that lead to the necessary experience. In 
some cases Proactive Solutions and the client can together assist with necessary training. 

Client expectation and cultural sensitivity 
 Applicants are asked about their experience with supervisors of different tribes, gender and nationality, and 
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about differences in supervisor expectations depending on 
demographics. 

Conflict resolution and Trade Unions
 Applicants are asked to consider their preferred action 
when presented with different conflicts with supervisors or 
representatives, their employer or the employer’s client or 
other workers at the work place. It can be such situations as 
a supervisor which is perceived as discriminatory, incorrect 
salary payments, orders which to their experience seem unsafe, 
ineffective or overly demanding etc. 

 Trade unions are neither deterred nor encouraged. While 
Proactive Solutions always aims to resolve all conflicts efficiently, 
immediately and directly with its employees, it remains neutral to 
the involvement of trade unions. 

Incomplete curriculum
 Proactive Solutions believes that in the cases where strong 
candidates lack necessary qualifications which are acquirable 
before work commencement, the candidate will be presented as 
an option to the client, with a proposed solution to the problem. 
In cases where applicants have lost certificates, this can be 
compensated with other certificates (e.g. missing documentation 
of swimming skills is rendered unnecessary by certificate of off-
shore survival course), or by relevant detail questions that can 
only be answered correctly if applicants stated experience is 
truthful. Proactive Solution does not cover the economic costs of 
completing the applicant’s curriculum.   

Safety first 
 Applicants are quizzed about their previous experience with 
safety precautions, given the high safety standards of the oil and 
gas industry. Previous experience is seen as a merit. Applicants 
are asked about their awareness of risks and dangers in the oil 
and gas industry (relevant to their positions applied for), and 
informed about the dangers in the oil and gas industry and the 
hefty security regulations which protect the workers and their 
environment.

Salary negotiations 
Applicants are asked to state their minimum acceptable salary. It is explained to them that the client will make 
an offer, which they in some cases can negotiate. Off-shore workers: normal international rates for the position 
are stated.

Open Forum
 Applicants are given an opportunity to ask questions about the position, the client and about Proactive 
Solution. Normal questions include safety issues, terms of contract and the long-term plans of the client. 

1.5. INDUCTION
Induction is a crucial part of creating a favourable work commencement. Proactive Solutions normally holds 
inductions one or two days prior to work commencement. Prior to the induction the candidate has been given 
the work contract and the company policies to read carefully. The following information is discussed at length:

Contract and company policies
 The candidate is asked questions about the contract and company policies, and is asked what the appropriate 
action is for a range of situations, such as safety breaches, problems with a supervisor, problem with a pay 
slip, discovery of theft, harassment or corruption. Information on probation and duration of contract. 

Work place, supervisor, work commencement date,  work hours  
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 The physical location of the work place is described. The Supervisor company is described. A Proactive 
Solutions team member will always escort the candidate on the first day of work and introduce to the correct 
supervisor. The date and hour for work commencement is discussed. Night shift is discussed. Lunch hours 
and other breaks are discussed. 
 
Grievance procedures
Grievance procedures are discussed at length, both complaints from supervisors and complaints from the 
candidate. Rights and responsibilities are described. 

Medicals
Medical procedures are described at length with explanations on medical facilities used.

Bank account, statutory payments, pay slip
The candidate is assisted to open a bank account, and the statutory payments are explained. The candidate 
is assisted to register with a social security fund (if not already). The monthly issued pay slip is explained. 

Personal Information Sheet
The candidate is required to fill out and sign a personal information sheet, which includes data on next of kin, 
all contact details and photo taken. 

Personal Protection Equipment (PPE)
Personal Protection Equipment (PPE) is fitted and signed out.

General conduct
Elders, supervisors, and all colleagues are to be treated with outmost respect. Cellphones, drinking habits 
and smoking habits are discussed. 

Contact person
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Each employee of Proactive Solutions has a primary contact person within Proactive Solutions, that the 
employee can call in the case of anything. 

2. SEAFARER RECRUITMENT AND PLACEMENT SERVICES POLICY -COMPLIANCE WITH MLC 2006
PURPOSE                                                                                                                                                
To define requirements for  compliance with the Maritime Labour Convention (MLC) 2006, Regulation 1.4, 
Recruitment and placement.

SCOPE                                                                                                                                                 
This applies to all seafarers who are recruited and managed through Proactive Solutions

2.1. PROACTIVE SOLUTIONS AGREEMENT WITH SHIP OWNERS AND EMPLOYERS 
Agreement should clearly indicate what tasks and responsibilities the Employer is delegating to the 
Recruitment and Placement Agencies.
As owners under MLC 2006, the Employer retains the final approval and responsibility for entering into an 
employment agreement with the seafarer.

2.2. PREVENTION OR DETERRENCE FROM EMPLOYMENT
Proactive Solutions will not use means, mechanisms or lists intended to prevent or deter seafarers/
Candidates from gaining employment for which they are qualified.

2.3. FEES
Proactive Solutions will not charge seafarers or any job seeker directly or indirectly, in whole or in part, 
any fees or other charges for recruitment, placement or providing employment, other than the cost of the 
following: 
• Passport or other similar personal travel documents (not including the cost of visas, which will be paid by 
the company) 
We will clearly indicate at the start of the recruitment process any costs that job seeker will be expected to 
pay.

2.4. PERSONAL DATA
Proactive  Solutions will maintain an up-to-date register, available for inspection, of all Employees  recruited 
or placed. It will also maintain, with due regard to the right to privacy and the need to protect confidentiality, 
complete records of the stuff covered by their recruitment and placement activities. These employee records 
are to include the following:
• Qualifications
• Record of employment
• Personal data relevant to employment
• Medical data relevant to employment
When required by the agency agreement, this data may be maintained within the Employer’s company 
personnel system.
Proactive Solutions will liaise with the Employer to:                                                                     
• Ensure that requests for information or advice from families of seafarers while the seafarers are at sea are 
dealt with promptly and sympathetically and at no cost to seafarers or their families.  
• Maintain up-to-date lists of the ships for which they provide seafarers and ensure that there is a means by 
which the agency can be contacted in an emergency at all hours.

2.5. AGE LIMIT
Proactive Solutions will carefully check the age of candidate and must prohibit the engagement or work on 
board a ship of any person under the age of 18

2.6. EMPLOYEES RIGHTS AND DUTIES
Proactive Solutions will inform all our employee of their rights and duties under their employment agreements 
before signing. This includes advising our employees of any particular conditions of their job and of the 
Employer’s policies relating to their employment.

2.7. EMPLOYMENT AGREEMENTS
Proactive Solutions will issue the appropriate Employer   employment agreement or liaise with the Employer 
to ensure that it is issued. The agreement will be in accordance with applicable laws and regulations and 
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any collective bargaining agreement / enterprise bargaining agreement that forms part of the employment 
agreement.

2.8. QUALIFICATIONS
Proactive Solutions will not recruit or propose employee  to work on a ship unless they are trained or certified 
as competent or otherwise found qualified to perform their duties and have successfully completed training for 
personal safety on board the ship. Candidates  must hold the documents necessary for their job 

2.9. MEDICAL CERTIFICATE 
Prior to employees  beginning work , we will assist the candidate to have a valid medical certificate attesting 
that they are medically fit to perform their duties. The medical certificate must be issued by a duly qualified 
medical practitioner or, in the case of a certificate solely concerning eyesight, by a person recognized by 
the competent authority as qualified to issue such a certificate. Practitioners must have full professional 
independence in exercising their medical judgment when undertaking medical examination procedures. 

2.10. APPLICATION ACCEPTANCE PROCEDURE

OBJECTIVE
1) To check professional sea going qualifications for work on board a Vessel and to find out the Candidate 
requirements related to the proposed employment.

2) To complete personal documentation, essential in presenting the candidate to the potential Client.

RESPONSIBILITY                                                                                                                                      
The responsibility for this procedure lies with The General Manager

PROCEDURE
1) Initial interview:
Presentation of The Company, possibilities of employment and general requirements of the Clients co-
operating with The Company,- information from the Candidates about their qualifications, professional 
experience, work motivation, preferred working terms and starting date.

2) Verification of formal qualifications of The Candidate to work at the preferred rank on the basis of the 
following documents:
• Maritime certificates,
• Confirmation of licence and restrictions in accordance with binding regulations,
• Health certificate,
• Certificate of course completion in personal life saving techniques ,
• Certificate of course completion in fire prevention at the level required for the given rank,
• Certificate of course completion in medical training at the level required for the given rank,
• Other certificates depending on rank.

The General Manager is obliged to perform a detailed verification of the original documents to establish their 
authenticity. In case of doubt the General Manager notifies the Managing Director. The Managing Director may 
take the decision to verify the authenticity of documents with the appropriate authority.

3) Assisting the Candidate to complete the application form in order to enter the data into the Database.

4) If the need arises, The Candidate will be referred to an appropriate consultant to carry out a specialized 
qualification interview and/or test of English. The level of English is noted down in the appropriate tab of the 
Database.

5) Informing the Candidate about prospects of employment on a specific Vessel, and possible joining dates 
and ways of maintaining contact with the Company. 

In case of special qualification requirements on a specialist Vessel, or in case of special requirements for a 
specific Client, the Seafarer candidate to be informed what additional courses they should take before they 
will be proposed to The client
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6) Proposing the Seafarer candidate to the Client,

7) Giving the Client additional information and explanation concerning the proposed Seafarer candidate,

8) If necessary, arranging an interview of the Seafarer candidate with an appropriate consultant or the Client,

9) Once the candidate is accepted by the Client, advising the candidate the joining date and embarkation 
procedure including travel arrangements,

10) Keeping in touch with the candidate until the contract is concluded and they depart to join client work place

11) If the  candidate has been rejected by the Client, The candidate should be notified immediately and the 
Procedure should be repeated according to items 3-6 until a suitable candidate is found.

12) Any doubts as to The Client requirements, work terms, date of embarkation, etc., should be settled by 
means of telephone or e-mail to The Managing Director.

13) Any question as to the qualifications or suitability of a Seafarer candidate should be discussed with the 
Managing Director.

2.11. COMPENSATION FOR MONETARY LOSS
Proactive Solutions must establish a system of protection, by way of insurance or other equivalent appropriate 
measures, to compensate employees for monetary loss that they may incur due to the failure of the agency. 
In addition system of protection is established supporting any monetary complaints towards employer: 
Proactive Solutions will  came into an agreement with employer to administer his payroll system of recruited 
employees. It will be done by means of advance funds request for next month wages and travel expenses.
Proactive Solutions will came into agreement with employer to act on his behalf with  travel agents to secure 
timely travel arrangements for embarkation / disembarkation from the ship at any time as per  employments 
articles and on employer cost.
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2.12. PREVENTION OF EXPLOITATION 
Proactive Solutions will not accept any attempt to   exploitation of the employee with regard to the 
offer of engagement on a particular work place, opportunities for exploitation of employee arising from 
joining advances or any other financial transactions that are handled by the agency, Every attempt shall 
be immediately reported to Proactive Solutions either directly to management or by using Complaints 
procedure as described below

 2.13. EMPLOYEES DOCUMENTS
Proactive Solutions will ensure that all mandatory certificates and documents submitted for employment 
are up to date and have not been fraudulently obtained, and that employment references are verified. 

2.14. NEXT OF KIN COMMUNICATION
Proactive Solutions office staff will ensure that proper information will be given to next-of-kin upon their 
request subject to the provisions of Tanzania law. All communication with employee family is free of charge. 
Only Next-of-Kin assigned by employee will be allowed to receive information.
Communication can be established by means of telephones, e-mails, post and personally in our office. 
Proactive Solutions  office is open Monday - Friday from 0800hrs till 1700hrs (official holidays excluded).
Postal address, telephone numbers and e-mail addresses are available on our web page: www.
proactivesolutions.co.tz .In case of emergency Proactive Solutions will ensure a proper communication will 
be establish with Next-of-Kin assigned by employee.

2.15. COMPLAINTS PROCEDURE
OBJECTIVE
To ensure the expeditious processing of Employees  documentation and settlement of claims by Clients 
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RESPONSIBILITY
Managing Director.
Proactive  Solutions must examine and bring to the attention of the Employer any complaint about their 
activities, including any unresolved complaints, which can then be reviewed by the Employer with the 
aim of achieving a satisfactory conclusion.  Proactive  Solutions should also ensure each employer  is 
made aware of The Employer’s  complaints procedure prior to embarkation. 
Any complaints about  Proactive Solutions services shall be submitted to the Managing   Director in 
writing (by email or post). The company will acknowledge receipt of the complaint providing information 
about the maximum time for resolving the matter. Every  complaint will be treated individually. The 
matter will be investigated and attempted to be resolved at the lowest level and in the shortest possible 
time, up to a maximum of 14 working days.

2.15.1. Proactive Solutions Seafarer Complaint Procedure
1) Seafarers wishing to make a complaint against The Company or its employees should do so in the 
following form:-
a) In writing to, The Managing Director of the parent company as below:-  By post to: 
Plot No.1095 , Shangani-West 
P.O.BOX 191, Mtwara-Tanzania 
Mobile: +255 (0) 787 339 699
E-mail: info@proactivesolutions.co.tz
Website: www.proactivesolutions.co.tz

or b) by email at nestoryphoye@proactivesolutions.co.tzl with a signed complaint. The Company 
requires an original signed document outlining the claim in order to process the claim.

2) Correspondence will be acknowledged within 48 hours of receipt by The Company who will advise 
action being taken and anticipated time to resolve the issue.

3) By lodging a claim the claimant accepts The Company’s right to make known the details of the claim 
to any relevant person, union or organisation including those involved in the claim.

4) Claims against The Company will be responded to within 14 days maximum.

5) The Seafarer has the right to advise the Tanzania Government  Maritime Administration of any claim 
that remains un-answered or not settled to their satisfaction after 14 days. Such complaints should be 
made to

 
MINISTRY OF LABOUR AND EMPLOYMENT
Permanent Secretary
Ministry of Labour and Employment
P. O.Box 1422
Dar Es Salaam, Tanzania
Tel No: 022 2112044 
Fax No: +255 22 2112-52 •
Email: ps@kazi.go.tz 

MINISTRY OF TRANSPORT   
The Permanent Secretary, 
Ministry of Transport, 
Tancot House, 
Pamba Road 
P. O. Box 9144, 
Dar es Salaam, Tanzania. 
Tel: +255 22 2137650 - 6 
Fax: +255 22 2112751 
Email: permsec@mot.go.tz 



14

3. HEALTH SAFETY AND ENVIRONMENTAL    POLICY 
3.1 Introduction 
The Company has a strong commitment to Health and Safety, where the protection of our  personnel, as well 
as the personnel of clients and suppliers, is of the highest importance. 

3.2 Health and Safety Policy 
1 .The Company is committed to providing and maintaining safe and healthy working conditions, equipment, 
and systems of operation on all our vessels, and in our offices. It is also Company policy to provide adequate 
control of the health and safety risks arising from our business activities. We will ensure safe handling and use 
of substances. We will also  provide such information, training, and supervision, as is needed for this purpose. 
2 .We will periodically consult our employees on matters affecting health and safety, and we will always strive 
to prevent accidents and cases of work-related ill health. 
3 .Allocation of responsibilities for health and safety issues is set out in the H&S Procedures, as part of the 
Company’s Safety Management System (SMS) and the particular arrangements that we make to implement 
the policy are set out in that document. This policy will be kept up to date, particularly as the business changes 
in nature and size. To ensure this, our policy and the way it is managed will be reviewed annually. 
4. We expect all of our personnel to assist in fulfilling our key health and safety objectives, focused on creating 
a safe and healthy work environment. 

5 .We require our personnel to: 
• Strive to conduct their work in a safe and secure manner, taking no more risk in their activities than is 
reasonable and necessary, in accordance with Company risk assessments; 
• Perform Regular HSE audits and inspections to assess the performance of the operations
• Provide a HSE representative and committee to ensure that all HSE maters are raised and addressed in the 
respective areas
• Facilitate HSE Meetings that enable management and staff to review and discuss HSE issue establishing 
permanent channel for communications and resolution of concerns with the intention of correcting and 
improving the quality of HSE performance
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• Make sure that they understand additional health and safety related responsibilities relevant their role; 
• Identify any areas of risk, and ensure that risk assessments are in place for such activities; 
• Always work to the Company’s health and safety policy, standards and requirements; 
• Stop work if they think what they are doing is unsafe; 
• Intervene if they are concerned that an action or decision might result in us not meeting Company health 
and safety policy objectives, standards and requirements; 
• Report and actively support identifying lessons from accidents and incidents, including near misses and 
unsafe acts/conditions; 

3.4. PERSONAL PROTECTION EQUIPMENT
Proactive Solutions often assists clients on providing Personal Protection Equipment (PPE). Depending on 
the work place (on-shore, off-shore) and the wish of the client Proactive Solutions may use different suppliers, 
but normally PPE is supplied by South Africa-based HSE Solutions. HSE Solutions provide the following 
equipment:
➢ Eye and face protection
➢ Hearing protection
➢ Fall protection
➢ Hand protection
➢ Protective clothing
➢ Respiratory protection

3.5. ENVIRONMENTAL POLICY
Operations at sea and coastal line bring Company personnel into close proximity with a fragile and exposed 
part of the globe. The Company has a strong commitment to the environment and expect our personnel to do 
all they can to protect them. We strongly support and abide by applicable international conventions. 
• We expect our personnel to share this commitment, in particular by: 
• Not allowing themselves, or others to commit acts which would impact adversely on the environment, or 
breach the Convention;
• Setting high standards for environmental behaviour and expecting the same of others;
• Intervening or reporting if they witness an action or decision that would breach the Convention. (The 
International Maritime Organisation’s International Convention for the Prevention of Pollution from Ships, 1973 
as modified by the Protocol of 1978, including Annexes I-VI.)
• Not put themselves or others at risk from their actions.
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3.6. Proactive Solution HSE plan of Action 2014

HSSE PLAN OF ACTION SUMMARY 

4. TRAINING POLICY
Proactive Solutions regularly conducts training on client request. It is always the Supervisor and the Client 
who will determine what training is necessary for the employees, and it is also the Supervisors and the Client 
that are entitled to decide the work plan for the employees. Training is therefore always at the discretion of the 
Supervisor and the Client. Depending on the contract duration, Proactive Solutions can in some cases assist 
with burden-sharing of the costs of training the employees. 

4.1. Operations training
Proactive Solutions works with Mainport Training for all training in Tanzania and other overseas certified offshore 
and seamen training colleges in the United Arab Emirates. Mainport training is a significant UK provider of 
a wide range of industrial safety training and is approved by numerous certification bodies for the UK and 
international standard training. Mainport Training has delivered nearly all of the outsourced training in Mtwara 
Supply Base since June 2011, working with MUFA, operating and contracting companies, as it is the only 
supplier of these services approved by BG Competence Assurance Management System (CAMS). Mainport 
Training offer equipment inspection services, as well as the following training services:
➢ Mobile plant training
➢ Confined space entry
➢ Scaffolding training
➢ General safety
➢ Transport: Driver training
➢ Health and safety

4.2. Off-shore training
For our off-shore workers Proactive Solutions assists in providing Opito-approved BOSIET/HUET certificates. 
Proactive Solutions collaborates with EIMAS (SMTC Global UAE) and EIMA Safety Training Centre at Dubai 
Maritime Center, Dubai, United Arab Emirates. 

4.3. Administration and HR management training
For administrative staff Proactive Solutions collaborates with a wide range of partners on such training courses 
as project management, interpersonal skills, conflict resolutions etcetera. The internal staff of Proactive 
Solutions is constantly being upgraded through training. All managers regularly attend training courses, seminars 
and conferences on changes to the Labor Laws, the development of the oil and gas industry, management, 
conflict resolution, good grievance practices etc. The management of Proactive Solutions also regularly 

SECTION ACTION RESPONSIBLE DEADLINE 
QUALITY Zero Quality Non-Conformances as per client 

quality standard and Guidelines 
Proactive Solutions 
Crew 

31stMarch 
2014 

HEALTH Full participation in the established Health 
Programs at work. 

Health Surveillance and fitness for work medical 
assessments of all our crew Members 

Proactive Solutions 
Crew 

30th June 
2014 

31stMarch 
2014 

SAFETY Zero Injuries Through compliance on PPE usage 
and Safety systems at work 

Proactive Solutions 
Crew 

31st 
December 
2014 

ENVIRONMENT 100% Environmental Compliance against all 
adverse effects to land, air and water    

100% Compliance on waste management as per 
legislation, Clients standard and best practice         

Proactive Solutions 
Crew 

31st 
December 
2014 

 100% of our people are aware of their 
responsibilities on all of the above aspects 
Through HSSE induction before Commencement 
of their terms on board 

Proactive Solutions 
Crew 

31stMarch 
2014 
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attends conferences and training organized by Association of Tanzanian Employers (ATE) and other Quality 
Management training in country and abroad.

5. PAYROLL AND STATUTORY PAYMENT POLICY
The monthly payrolls and statutory payments are done with great efficiency and attention to detail. There 
are strong procedures in place to ensure this, and the procedures are monitored by several team members 
of Proactive Solutions. The time sheets are prepared by and approved by the Supervisors or the Client and 
submitted to Proactive Solutions continuously throughout the month and plotted accordingly.

5.1. Payroll preparations
The payroll preparation begins on the first day of each month. Proactive Solutions uses a sophisticated 
Excel-based program for the programming of calculations of total hours of work, overtime, public holiday 
payments, statutory payments etc, and the data is drawn from the plotting of pay slips in the same program. 
The work is then continued throughout the month until the last day, when it is finalized and brought to the client 
representative for approval and signature. Payments of salaries are always done on the first bank day of each 
month. 
1st day of the month

Continuously throughout the month

Last day of the month

First bank day of the next month
End of first week of next month

Middle of next month

Archive The monthly pay slip calendar is created, with the correct amount of days, public holidays noted 
etcetera

The Personnel On Board (POB) is noted for each employee, noted as absent/ present/sick/leave/
compassionate leave, maternity or paternity leave. The hours noted follow accordingly.
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The payroll is finalized and all statutory payments are calculated, deducted and explicitly noted. All salaries are 
noted for each employee together with the bank account details. All LPOs from the client to be back-charged 
are included in the invoice. The final payroll and invoices are scrutinized by several Proactive Solutions team 
member. Thereafter they are brought to the client representative for approval and signature. 

On the first bank day of next month the salary schedule is brought to the bank and the salaries distributed. Pay 
slips are available at Proactive Solutions office or sent via e-mail. Original invoices signed by client representative 
and the Electronic Fiscal Device receipts are attached to the invoices and sent via DHL to the client.

Statutory social security fund contributions are submitted. Statutory SDL and PAYE are submitted to Tanzania 
Revenue Authority. 

Monthly report with all payrolls, payments and receipts of payment is submitted to the client via e-mail.

A copy of all payments and receipts are kept in the Proactive Solutions archive. 

5.2. Statutory payments
Statutory payments are paid within the first week of each new month. Regardless of work place (including 
off-shore workers) the social security fund contributions are submitted in Mtwara, as are payments to Tanzania 
Revenue Authority. The statutory payments are as follows:
NSSF/PPF

SDL (Skills Development Levy)(Tanzania Revenue Authority)
PAYE (Pay As You Earn)
(Tanzania Revenue Authority)
 10% of the gross salary is deducted from the employee salary. The employer contributes the same amount.
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6% of the gross salary is deducted from the employee salary. 

PAYE contributions to Tanzania Revenue Authority are calculated following a scale for gross salary. Cf.www.gov.
go.tz/documents/Paye.htm

5.3.Voice payment and   Economic stability
The priority of Proactive Solutions is always that the employees should be paid correctly and on time. Therefore, 
Proactive Solutions back-charges the past month to the client. This means that the salaries and statutory 
payments come from Proactive Solutions financial capacity. The payments from the submitted invoice are used 
to furnish the payments for next month’s invoices in advance of receiving client payment. This is a system 
Proactive Solutions uses to ensure that workers always are paid on time. 
Prior to contract signing with client a payment model is agreed upon. The credit period is stipulated in the 
contract and must be met by the client in order to have permanent economic stability. 

6. HR GRIEVANCE POLICY PROCEDURES 
The philosophy of Proactive Solutions is that of communication. We believe in non-litigation, conflict resolution 
– and following procedures. Within the framework of the procedures stipulated in the Tanzanian Labor Law and 
the Employment and Labor Relations Act our aim is to resolve grievance and performance improvements through 
extensive communication. The communication should always aim at finding a constructive solution which is 
acceptable to both parties, and where both parties leave the meeting amicably. Proactive Solutions chairs the 
meetings and it is our task to find a way forward for all parties. 

6.1. Regular staff meetings
The best way to solve a problem is to prevent it from arising in the first place. Proactive Solutions policy is to 
conduct staff meetings on monthly basis and more often if necessary. The meetings shall always be broken 
into departments and never include the entire work force if it consists of more than 12 persons. Smaller groups 
allows for discussions relevant to all, and an opportunity for all voices to be heard. The monthly staff meetings 
are therefore held several times during the month. The minutes are noted by Proactive Solutions and forwarded 
to the Supervisor or the client. Any issues related to the employment are dealt with internally, and if there is a 
conflict of interest or conflict of rights with the Supervisor this is addressed with the Supervisor or the client. A 
summary of the month’s discussions are included in the monthly report to the client (which is finalized on the 
15th of the following month).

6.2. Collective bargaining
Collective bargaining is the right of the employee. However, Proactive Solutions believes that through smaller 
caucus meetings the collective bargaining form can be avoided. In the case of the staff opting for collective 
bargaining they must write a letter to the HR department, signed by all employees on whose behalf the letter is 
written. Any such letter shall be answered in writing within seven (7) days. If it is an internal Proactive Solutions 
issue (e.g. related to contract, salary payments, statutory contributions, harassment etc) it will be handled directly 
with the staff, and a report included in the monthly report to the client. In the case it is an external issue (e.g. 
related to the work place, job descriptions, the Supervisors etc)it is communicated immediately to the Supervisor. 
Proactive Solutions will always insist on a swift response from the Supervisor and assist with advice on a solution 
acceptable to all. Proactive Solutions has almost ten years of experience with conflict resolution and especially 
cases related to the oil and gas industry.
Proactive Solutions neither condemns nor welcomes the intercession of a Labor Union, however, we believe 
that the usage of Labor Union shows that there is a serious flaw in the internal grievance procedures, Proactive 
Solutions always aims at handling grievances internally. 
In the case of strike or threat of strike Proactive Solutions follows the Tanzanian Labor Law rigorously. The 
provisions of the Act instruct that prior to strike extensive mediation shall have taken place (The Employment 
and Labor Relations Act 2007, part IV). The non-compliance with the Act’s regulation on bargaining strikes is 
considered very seriously, and constitutes a misconduct which may warrant termination of employment (The 
Employment and Labor Relations Act 2007, part II (ii) 14 [2]). Nonetheless, in the case of an illegal strike the first 
aim will always be to resolve it immediately on site. The employees must appoint one or two employees who will 
speak on behalf of the group. The remaining staff must return to work without any further due, or be noted as 
having abandoned their post. 

6.3. Employee grievance
Individual employee grievance is handled through a number of channels. Each employee is at induction given 
a contact person within Proactive Solutions whom they can communicate with via telephone or e-mail. There 
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is also an external Proactive Solutions office in each geographic location where Proactive Solutions has 
employees. These offices are an open forum for the employees. The employees can at their own discretion 
visit the office to discuss any grievances concerning pay slips, statutory payments, insurance claims 
etcetera, as well as discuss sensitive matters such as problems with the Supervisor or harassment by other 
employees. Proactive Solutions notes the minutes of the meeting and files with the individual employee file, 
and follows up until the grievance is resolved.
The employee can also write a letter to the HR department. Proactive Solutions then has seven days to 
respond to the letter. The letter and the response is archived in the staff file.
Any problem regarding the Supervisor or the client is forwarded to the Supervisor or the client. Most 
grievances can be handled via e-mail as it usually regards interpretations, and a clarification is sufficient (e.g. 
claims for salary increase or bonuses). In the case mediation is necessary Proactive Solutions will call all 
relevant parties for a meeting, and Proactive Solutions will chair the meeting and keep the minutes. The form 
will be included in the monthly report. 

6.4. Supervisor/employer grievance
Faults in the employee performance at the work place are to be noted in writing from the Supervisor to 
Proactive Solutions. The written notification should include the employee’s name, the date of the incident 
and a description of the allegations. Proactive Solutions then has three (3) days to call the employee to a 
disciplinary hearing. The employee is allowed to be assisted by a colleague at the meeting or a member of 
the trade union (if member), and informed of this write on the calling to disciplinary hearing. In the case of 
a probationary period it is noted as a ‘Performance evaluation’ and the outcome as ‘Written Instructions’ 
(including verbal warnings). 
For all disciplinary procedures Proactive Solutions follow the Employment and Labor Relations Act 2007: 
Guidelines for Disciplinary, Incapacity and Incompatibility Policy and Procedures. The aim of the disciplinary 
procedures is always to improve the employment-labor relation and to create a permanent solution 
acceptable to both parties. 
At a disciplinary hearing at two or more Proactive Solutions team member will be present, and the senior 
most will chair the meeting, and the second most take the minutes. The employee may have a colleague or 
member of the trade union present. Witnesses may be called from the side of the employee, the Supervisor 
or the employer, to leave a statement. The Supervisor or client is given the option of participating; otherwise 
the original incident report will be used as a statement on the side of the Supervisor or client. Proactive 
Solutions always encourages the Supervisor or the client to be present, as a dialogue may be constructive. 
The disciplinary hearing has during this time made a decision on an appropriate disciplinary action, and 
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communicated this in writing to the Supervisor or the client. In some cases the Supervisor or the client is 
asked for advice on the appropriate action. 
The employee and the Supervisor or client is notified of the outcome of the hearing within five (5) days of the 
hearing. The employee is called to a meeting to discuss the outcome, and be served the action. It may be a 
verbal warning or instruction, a written warning, a final written warning, or termination of employment.  Three 
written warnings always lead to termination of employment. The employment of an employee may never to 
be terminated without a disciplinary hearing, except in the case of violence to human or property of the work 
place where the violence is likely to be repeated.
Suspension is another form of disciplinary action. It may be used pending an investigation, and it is then paid. 
It may also be used as a disciplinary action when the work relation between employee and Supervisor is not 
beyond repair. The suspension is then not paid and may not exceed one month. 

6.5. Termination of employment
Termination of employment is handled in accordance with the Employment and Labor Relations Act 2007 
part II (i-vi). Much time is given by Proactive Solutions to a termination of employment as the overall aim is 
to create an amicable parting of ways. There will always be at least two Proactive Solutions team members 
present at the meeting. The employee is given the disciplinary hearing form and the minutes are explained. 
The termination letter is explained, as well as the payment of dues. Dues may include leave salary, severance 
pay, outstanding salary and one month basic salary. Severance payments are paid in accordance to the 
Employment Labor Relations Act 2007 part II (c) 26.
Between the1st and the 4th day of the next month the employee is invited to collect a work certificate and 
collect the necessary paperwork for the social security fund. 
The Supervisor is informed when the termination process is completed.

6.6. Resignation
Resignation of employment is handled in accordance with the employee work contract. The employee must 
resign in writing, addressed to the HR department. It must state the date of resignation. The employee must 
thereafter continue working for one month, beginning from the date of resignation. If the employee wishes to 
resign with immediate effect, the employee must pay one month’s salary to the employer, who will back-pay it 
to the client. Once these documents have been prepared, Proactive Solutions will release the resignation dues, 
which may include severance pay, leave salary, outstanding salary etc, and a work certificate, as well as all 
necessary documents to claim social security fund contributions. 

6.7. External grievance procedures
Employees are always informed of their right to appeal decisions made by disciplinary committees in 
accordance with the Employment Labor Relations Act 2007. They are always welcome to any Proactive 
Solutions office to discuss any particularities of decisions, dues and benefits or documents etcetera. However, 
it is also the right of the employee to refer a complaint to the Commission for Mediation and Arbitration 
(CMA). All contact with judicial third parties is handled by Proactive Solutions’ legal department at the cost of 
Proactive Solutions. 

7. LEAVE POLICY
All leave records are noted with the Proactive Solutions office. As per Tanzanian Labor Law Proactive Solutions 
uses the following procedures for leave:
Annual leave

Sick leave Maternity and paternity leave
Compassionate leave Employees are entitled to 28 consecutive days of leave during each leave cycle, 
meaning 12 months of continued employment from the commencement date of the employment or the 
completion of the last leave cycle. The dates for leave are decided between the employee and the Supervisor. 
The employee may not be required to work on an agreed period of leave. The leave dates agreed upon are 
noted in the Leave Record at Proactive Solutions where the leave salary also is noted. Annual leave is paid at 
basic salary rate (8 hours per day or 45 hours per week). Annual leave includes public holidays. 

Employees are entitled to 126 days of sick leave per sick leave cycle (36 months from commencement date of 
employment or the completion of the last 36 month leave cycle). Sick leave for the first 63 days is paid as full 
basic salary (8 hours per day or 45 hours per week), and the following 63 days are paid at half basic salary. 

Maternity and paternity leave are decided by the Client or the Supervisor, but maternity leave must be no less 
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than 90 days (100 days in case of twins) and paternity leave no less than 3 days. Proactive Solutions advices 
Clients to increase maternity and paternity days if operationally possible. Maternity and paternity is paid at 
basic salary rate. Maternity and paternity leave is to be reported to the Supervisor and Proactive Solutions 
office at least three (3) months in advance of due date. 

Employees are entitled to 4 unpaid days of compassionate leave per each 36 months. 

8. MEDICAL  POLICY
8.1. Medical insurance – Strategies Insurance
Medical treatment as part of the employment offer is at discretion of the client, but strongly advised by 
Proactive Solutions and offered as part of ‘turn-key’ packages. Proactive Solutions recommends using 
Strategis Insurance, a private healthcare company based in Tanzania. Strategis Insurance provides emergency 
treatment and evacuations all over East Africa. Employees with milder conditions are referred to a number 
of   Strategis Insurance reognized medical treatment centers, and in the case that the necessary treatment is 
not available or there is an emergency Strategis Insurance provides referrals and evacuations, including by 
helicopter. 
In order to benefit from the health insurance plan the employee must have an ID badge with the logo of 
the client and that of Proactive Solutions, which is shown at the reception of the health care center. All 
communication with the medical health center is done directly with Proactive Solutions. Proactive Solutions 
visits the doctors and the employee at their home in complicated cases. Proactive Solutions also verifies that 
absence due to illness can be supported by medical certificates. All insurance claims are handled directly 
between the medical insurer, the medical health center, the employee and Proactive Solutions. 

8.2. Medical check-ups
For off-shore workers a full medical check-up is necessary. The only medical center in Dar es Salaam which 
has been UKOOA-approved for medical check-up is Regency Medical Centre (although it has not been 
awarded this approval). Prior to contract negotiations any candidate must pass a full medical examination 
which includes the following:
• Urine check (protein and sugar)
• Height, weight and resultant Body Mass Index calculation
• Blood pressure and pulse
• Basic eye sight test including color vision
• Lung capacity check
• Hearing test
• A physical examination by a doctor (stature, breathing, reflexes etc).
• Extensive form on medical history, and lifestyle e.g. alcohol consumption, exercise etc.
For on-shore workers a full medical check-up is done upon client request, most commonly for operators, e.g. 
crane, forklift, trucks. 

8.3. Health and welfare
For health and welfare purpose and for long-term monitoring of medical conditions pre-employment and 
annual medical check-ups can be done upon client request. As part of Proactive Solutions ‘turn-key’ packages 
this is included. All employee, regardless of position, are required to go for full medical check-up prior to 
employment commencement and thereafter annually. 

9. CARER MANAGEMENT POLICY
Proactive Solution’s first priority is the well-being of its employees. The oil and gas industry often works of 
project basis, which means that employees are made redundant at contract end. However, new contracts, 
even at the same work place, may come into place. Proactive Solutions always strives to retain the 
competence and experience of the employees within the different projects of the clients. This means that 
some of the employees have been with Proactive Solutions since the beginning in 2008 and before that on the 
Artumas project since 2005. These employees are some of the most experienced Tanzanians in the oil and gas 
industries, and have experience from operations on- and off-shore drill rigs, operations staff in supply bases, 
logistics, HSE, administration, security & catering, operators and supervisors. Proactive Solutions always 
considers the long term career ambition of the employees and has seen the employees grow from riggers, 
roustabouts and junior administrators to derrickmen, HSE advisors, senior supervisors, customs and clearing 
officers and many other positions. Proactive Solutions always supports the training and trainee positioning of 
Tanzanians to learn from ex-patriot staff. 
Proactive Solutions never removes one employee from a project to that of another client. However, if 
employees are made redundant from one client, Proactive Solutions will always try to find employment for 



23

these employees with other clients, depending on suitability. However, final decision on candidates is 
always made by the client. 

9.1. ‘Rolling over’ staff
When Proactive Solutions begins on a contract HR managing employees which it was not part of recruiting, 
it always contracts (‘rolls over’) all the previous staff without any selectivity. The employees are thereafter 
handled according to the same policies and procedures as in any other contract. When Proactive Solutions 
wins a tender for a contract with a client where Proactive Solution’s staff was outsourced to the client, this 
staff is rolled over to the next project. 
Contracts are re-signed between contracts with clients. If project duration is extended, the current 
employee employment contract is extended. This can be done indefinitely. 

9.2. Performance appraisal
Performance appraisals are to be done by the Supervisor throughout the employment, and in the case 
of poor work performance the employee is called to a performance appraisal review together with the 
Supervisor, and Proactive Solutions will chair the meeting and take minutes. 
During probation the employee has the right to extra performance appraisal. The probation period is aimed 
at allowing the employer to judge suitability of the employee for the position. The probation period is also 
an opportunity for the employee to learn how to perform the duties in accordance with the Supervisor 
expectations. As per the Employment Labor Relations Act 2007 Part II 10 (6-9), the Supervisor and the 
employer should meet regularly with the employee and provide guidance in the case that the work is not 
satisfactory, and the employee should be given reasonable time to improve the behavior. 

9.3. Employees motivation programs
Proactive Solutions welcomes employee motivation programs by the Supervisor and the client, and offers 
extensive advise on how this can be done, including such things as salary scales, bonuses, certificates of 
good performance, promotion designs etcetera. Proactive Solutions also carries out its own certificates 
of good performance (such as ‘Employee of the Month’) and documentation of promotions and training 
undergone. 

9.4. Career advice
Sometimes employees have strong career ambitions. Proactive Solutions offers career coaching and 
from time to time communicates with the client if an employee is suitable for a career change. In some 
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cases employees can be re-shuffled in order for an individual employee to be advanced. The overall aim is to 
maintain the successful and ambitious employees within the company and with the same client. Sometimes an 
employee can be leant between companies in the same drilling campaign, and so Proactive Solutions always 
looks for a way to create professional empowerment for the employees. For this reason Proactive Solutions 
also always remains in close contact with HR throughout the whole drilling campaign. 

9.5. Competence mapping
For the purpose of assisting the individual employees and the client, Proactive Solutions carefully maps out 
all the competence of its employees and maintains all data in a sophisticated computer system. This way the 
client can always see what competence exists within the company, and it is easy to summarize for tender 
bidding purposes. Furthermore, competence mapping is useful for employee distribution and re-shuffling. 

10. ADMINISTRATION
Proactive Solutions always strives to have offices close to its employees so that queries can be handled 
smoothly. It currently has three offices and will open a fourth office during 2013, in Dar es Salaam. The Dar 
office will fill the same function as the Bima office for the Proactive Solutions employees based in Dar es 
Salaam. 

10.1.Mtwara Bima office
The Mtwara Bima office is used as a reception for all employee queries in Mtwara. It also holds certain records 
related to employee payrolls, including social security contributions and other statutory payments. It is also the 
base for all handling of PPE. 

10.2. Mtwara Shangani office
The Mtwara Shangani office is the main office of Proactive Solutions and a closed environment for disciplinary 
hearings and other meetings, including inductions. At the Shangani office is also the main archive, which 
holds all client records and all employees working off-shore. Proactive Solutions is proud to keep immaculate 
records in the archive, including all payment receipts, all documents related to medicals, leaves, grievances, 
official correspondence concerning an employee, legal and judicial documents, employment records and 
personal information sheets. The Shangani office is also the main office for any other Proactive Solutions 
contracts, such as logistics and supplies.

10.3. Lindi  office
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The Lindi office fills the same function as the Bima office but for all employees in Kilwa and Lindi greater area. 

11.CORPORATE SOCIAL RESPONSIBILITY POLICY
Corporate Social Responsibility is important to Proactive Solutions. In late 2011, the Managing Director Mr. 
Nestory Phoye and Patricia Loreskar of Proactive Solutions together started the NGO Pamalone Development, 
and it was awarded its compliance certificate from the NGO registrar on the 21st of May 2012 under the 
issuing number 00 00 14 65. With Pamalone the roles are reversed – it is Patricia who is the Managing Director 
and Nestory who is the Chief of party. Proactive Solutions channels profit from its company every year to 
projects decided on by Pamalone Development and always participates in each project undertaken. It also 
sponsors the administrative costs of running Pamalone. 
The overall aim of Pamalone Development is to improve the education infrastructure in primary schools in 
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Mtwara region (urban and rural), and to advance gifted young students from impoverished families to higher 
learning through scholarship programs.

11.1. Educational infrastructure
Educational infrastructure projects aim at improving learning environments. This is to ensure long-term 
sustainability and tangible results. The projects are decided in collaboration with the Regional Educational 
Officer and the Municipal Education Officer of Mtwara, and primarily target public primary schools. Projects 
include building classrooms, water wells and water systems, pit latrines and sewage systems, school 
benches and rehabilitation of existing infrastructure. The most recent educational infrastructure project was 
to help rehabilitate Ligula Primary School in urban Mtwara, which was affected severely by a storm on the 
3-5th of January 2013. The roof, tresses and upper part of the walls collapsed in six classrooms. Together 
with other donors Pamalone has headed the work of repairing the classrooms. All construction work is done 
by Sinani Building Contractors, a locally registered company who only charges for the cost of the building 
material, transport and the salaries of the local workers, as a part of the company’s internal CSR policy. 

11.2. Scholarship program
Too often in Mtwara parents and caretakers can not afford school fees and other related costs (e.g. 
uniforms, school books, travel fares or boarding costs etc), even for as young children as secondary school. 
It is a loss for each child that does not have the opportunity to go to school. It is a loss for the collective 
society with this child is academically gifted and has already achieved high grades in primary school. 
Pamalone’s most recent scholarship program therefore aimed at children who performed well at primary 
school and who come from a seriously impoverished background. The primary selection of scholarship 
recipients is done by the Municipal Educational Officer, who collects names from the wards and 
village elders etc. The children and parents are then interviewed and home visits done by Pamalone 
representatives. 
For this scholarship program Pamalone organized a marathon on the 23rd of October 2012, and collected 
donation from a number of donors, as well as entrance fees. With the money raised, Pamalone has 
managed to ensure the secondary schooling of 21 well-performing primary school students, including 
all four years of secondary school, full accommodation and board, school equipment and all other 
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miscellaneous costs. On this scholarship program Pamalone collaborated with Sabodo Secondary School, 
which provides full board and has always been ranked top 5% best performance in the region. 

11.3. Coordinating CSR 
Pamalone Development also coordinates the CSR of other companies for its projects, big and small. Any 
company who is interested in CSR is provided with a range of project options. Two of the latest projects have 
included donations of books, toys and sports equipment to EAGT orphanage, and visits from the orphanage to 
the Mtwara helipad to see the helicopter used for crew transfers land.

12.MONTHLY REPORT TO CLIENT
Proactive Solutions prepares a monthly report to its client, which is submitted on an office day around the 15th 
of every month. This report refers to the previous month past. The report includes the following:
• A summary of the payroll, payments and receipts of payments, as well as LPOs and invoices signed by the 
client representative
• Summary of absenteeism
• Summary of staff on leave
• Summary of staff promotions, training etc
• Summary of disciplinary actions
• Summary of staff meetings and grievances
Proactive Solutions encourages the client to ask any questions or leave any comments in regards to the 
monthly report. 

13. ANTI- CORRUPTION POLICY
As an employee of Proactive Solutions you are required to all all the time to adhere to the Proactive Solutions 
Anti- Corruption policy,  Any actions in contrary to the policy that come to you attention shall be reported 
immediately to the senior management of Proactive Solutions and if necessary and appropriately to the local 
government authorities
 Under no circumstance will the Company or its employees pay any bribes for any purpose whatsoever, 
whether directly or through a third party. 
The Company does not condone any form of bribery and corruption, and will not offer, give or accept anything 
of value that could be seen as improperly influencing business decisions – including so-called “facilitation 
payments”, either directly or indirectly. All applicable anti-bribery laws will be fully respected. 
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EMPLOYEE DECLARATION
I have understood these internal company policies and shall adhere to them to the best of my ability. I 
understand that failure to do so may be regarded as a misconduct or poor work performance and reward a 
displinary action accordingly.

Signed by
The Employee         The Employer

Signature         Signature

Name                                                                                     Name                                                          

Dar Office/Mtwara office       Dar Office/Mtwara office
(Strike is not applicable)        (Strike is not applicable)
                    

Date                                                                                       Date                                                             
.                                                                                               

Place of Signature                                                               Place of Signature                                     
. 
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