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Conduct Daily TOC-IM Handshake 

Process

Version 2.3 Updated: 11 March 2024

Version 2.4 Updated: 16 August 2024

 Version 2.5 Updated: 16 August 2024

Start

Via TOL

Start

Start

Receive Daily Handshake Report

Via TOL

Purpose of Process:
It is important that daily reconciliations must be performed between the IM and each TOC regarding all deviations that occurred during the past 24 hours. Whenever 
either the IM or any TOC deviates from planned schedules or when deviations impact available slots, the reasons and responsible parties for such deviations and their 
impact should be determined as close as possible to real time.  This is necessary to ensure that all supporting documentation and information to substantiate what 
happened, what caused it and who is responsible can be gathered and filed, to ensure proper audit trails of what exactly happened to each TOC order.  This will also 

limit any later disputes as to who should be held accountable for the total impact of each incident.

TOC Execution and 
Monitoring Process

TOMS

External 
Incident 
System 
linked to 
TOMS

1.
Log all detected 

deviations from ITP

1.
Log all detected 

deviations from ITP

1.
Log all detected 

deviations from ITP

2.
Collate Deviation 

Information

TOMS / 
TEMS

3.
Determine Responsible 

Party

Daily 
National

Clearinghouse
Report

4.
Create Preliminary 
Daily Handshake 

Report

Daily
Handshake

Report
Template

5.
Verify all Deviation 

Details

Daily
Handshake

Report
Template

Network 
Statement 
Annexure

6.
Assess Deviation 

Impact

Cancel and / or re-
Schedule TOC train

TOMS / 
TEMS

ITP

8.
Create Final 24 Hour 
Handshake Report

Daily 08:00 Daily
Handshake

Report
Template

12.
Sign off and File Daily 

Handshake Report

13.
Attempt to Resolve 

open handshake items 
within 24 hours

All red flagged 
items resolved 

within 24 hours? 

15.
Attempt to Resolve 

open handshake items 
within next 24 hours

No

14.
Receive Feedback on 
resolved handshake 

report items

Yes

Escalate to
IM Customer 

Liaison Manager

All red flagged 
items resolved 

within 24 hours? 

16.
Attempt to Resolve 

open handshake items 
within next 48hours

No

Yes

Escalate to
IM Head of

Customer Liaison

Yes

18.
Log unresolved 

handshake report 
items to be discussed 
at next Route Logistics 

Forum

No

All red flagged 
items resolved at 

RLF? 

Yes

TOC satisfied 
with resolution 

feedback 
provided?

19.
Lodge dispute with 

Regulator

Invoice TOC

No

No

Yes

Resolve Disputes

TOL

Signed 
Daily

Handshake
Report

Updated 
Daily

Handshake
Report

Updated 
Daily

Handshake
Report

Updated 
Daily

Handshake
Report

Updated 
Daily

Handshake
Report

Daily
Handshake

Report
Template

Receive Daily Handshake Report

9.
Flag Open Handshake 

Report Items

TOL
Daily

Handshake
Report

11.
Sign off Daily 

Handshake Report

TOL
Signed 
Daily

Handshake
Report

Agreement 
reached on all 

deviation causes, 
responsible 
party and 
impact?

No

Yes

7
Validate Operations 

Execution and 
Deviation Reports

Provide Shift-based Operations Execution 
And Deviation Reports (Yard Level)

10.
Discuss daily 

handshake report with 
TOC

All red flagged 
items resolved 

within 48 hours? 

17.
Attempt to Resolve 

open handshake items 
within next 72 hours

All red flagged 
items resolved 

within 72 hours? 

No

Updated 
Daily

Handshake
Report

Yes

PROCESS SIGN-OFF – TFR Confidential

IMPORTANT NOTICE: This Process Sign-Off Block contains personal information as defined in the Protection of Personal Information Act , 2013 (POPIA). By Completing and Signing this Form, 
you consent to the processing of your personal information in accordance with the requirements of POPIA . Consent cannot be unreasonably be withheld. The purpose of collecting your 
personal information contained here is to record proper process authorisation and sign-off – to ensure that all  published TFR processes are properly approved.

APPROVAL SIGNATURES

Role

Interim Infrastructure Manager

Process Owner

Process Compiler

Printed Name

Thembi Lekganyane

Version 2.5

Process Name IM-TOC Daily Handshake

Department GM / ME

Designation

Interim Infrastructure Manager

Signature Date

Server Address: \\A0044060\Process_Management\ODP\Process_Re-Engineering\Process_Repository_v1.11

 The IM must log all deviations from 
published ITP (outside of tolerance) 
that it becomes aware of (regardless 
of cause) on TOMS, providing a 
preliminary reason / cause where 
possible. 

 The IM must also log all deviations 
caused by other IMs on TOMS, 
capturing a preliminary reason / 
cause where possible.

 Every deviation must be linked to the 
relevant Train/Slot and Order 
number. 

 TOC must log all deviations from 
Published ITP (outside of tolerance) 
that it becomes aware of 
(regardless of cause) on TOMS or 
an agreed external incident 
capturing system, capturing a 
preliminary reason / cause where 
possible. 

 Every deviation must be linked to 
the relevant Train/Slot and Order 
number. 

 Yard Operator must log all deviations 
from Published ITP (outside of tolerance) 
that it becomes aware of (regardless of 
cause) on TOMS, providing a preliminary 
reason / cause where possible. 

 Every deviation must be linked to the 
relevant Train/Slot and Order number. 

 The IM will daily assess and follow up 
(investigate) all TOMS-logged TOC 
Train-related deviations.  

 The IM will track and collate all 
supporting deviation documentation 
per train-specific deviation.

 The IM will log and file all supporting 
documentation per deviation 
electronically.

 The IM will assess Daily National 
Clearinghouse reports of all logged 
incidents that impacted TOC slots, to 
determine which party is responsible for 
each deviation and Cause.

 The key responsible party that will be 
allocated to each TOC deviation will be one 
or more of the following – IM, Specific 
TOC, another IM, Parties externa to 
Transnet and Force Majeure events.

The IM will create a preliminary log of 
all TOC slot-related incidents and 
deviations that occurred in the last 24 
hours with allocated reasons and 
responsible parties

 For every incident that impacted or delayed 
contracted and allocated TOC slots, the IM 
will verify the deviation time, location, 
Train/slot And order number(s) impacted, 
deviation category, deviation reason, root 
cause and allocated responsible party.  

 Missing information will be followed up with 
all relevant stakeholers.

The IM will assess all TOC slot(s) impacted by a deviation over the 
past 24 hours and determine the size and scope of the impact: 
 Which TOC slot(s) were not taken up or used? 
 Which TOC slot(s) had to be cancelled?
 Which TOC slot(s) had to be re-scheduled? 
 Which TOC slot(s) were delayed and what were the total delay 

minutes per slot?

 Daily at 08:00 the IM will create and update a final 24-
hour Handshake Report for every TOC (Shift reports for 
the previous 24 hours’ shifts are consolidated). 

 The Handshake Report will list all daily deviations 
details per TOC Train number linked to all supporting 
documentation.

 Each report should cover all TOC Train related events 
(linked back to the relevant TOC order number) for the 
past 24 hours, including all incidents that caused slot 
cancellations and delays, with reasons, allocated root 
causes and responsible parties, as well as each 
deviation’ impact assessment.

Every signed-off handshake report 
will be filed by the IM, together with 
all red-flagged items and supporting 
information per TOC deviation.

 The IM will provide daily feedback to 
all impacted TOCs on resolution of all 
open handshake report items, 
including items that could not be 
resolved, with reasons. 

 Final TOC feedback will be provided 
on open items that could not be 
resolved by the IM within 96 hours 
after the first handshake report was 
issued.

 The IM will provide further feedback 
on open items that could be resolved 
at the Route Logistics Forum

 When each TOC reviews each daily 
handshake report and when it is discussed 
with the IM, each TOC should raise any 
item or detail on report it does not agree 
with, citing reasons and providing 
supporting documentation.  

 All items on which a TOC does not agree 
should be flagged as open handshake 
report items (items on which no agreement 
could be reached).

Each TOC must sign off every 
daily handshake report 
(including the flagged open 
items).  

 The IM will publish each TOC-specific daily 
handshake report on TOL to afford every 
TOC the opportunity to review each report.

 The IM will discuss each daily handshake 
report with every TOC, with the goal to 
reach agreement on every item in the 
report (incident description, deviation, 
reason, cause, responsible party, deviation 
impact).

Resolution 
should be 

betwwen 72 and 
96 hours

If it is a cash TOC, the monies 
must be paid. If it is a gurrantee 
the monies will be debited within 

24 hours of the resolution
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