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Standard Operating Procedure
Owner/ Department: ZAF – Human Resources

1. Purpose: 
		
1.2 The objective and purpose of this SOP is to set out the process followed internally in the Group HR Department for demoting employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
 
2. Applicability: 
	
2.2 This internal procedure is applicable to all demotions in respect of all permanent and non-permanent employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
		
3. 	Procedure:

[bookmark: _Hlk496826050][bookmark: _Hlk496858699]Step 1: 	The Group HR Department becomes aware of a possible demotion after a chairperson / facilitator of an incapacity enquiry / disciplinary hearing / retrenchment consultation / poor work performance inquiry or any other procedure, recommends a demotion, where a dismissal would have been a justifiable outcome. 

[bookmark: _Hlk496828734][bookmark: _Hlk496858901]Step 2: 	Should a demotion be recommended as a sanction after a disciplinary inquiry, the Group HR Department will appoint an IR Officer to arrange and facilitate a meeting between the business unit manager and the affected employee to discuss the demotion as an alternative to the dismissal. Demotion will be discussed as an alternative during any retrenchment / incapacity / poor work performance procedures as part of the procedure. 

[bookmark: _Hlk496828756][bookmark: _Hlk496858935]Step 3: 	The Group HR Department, where the business unit and employee agree on the employee being demoted, drafts an agreement stipulating, inter alia, the new title, salary, benefits, reporting structure, targets (if applicable) job description etc. and the ensures that the parties sign. 

Step 4:	The signed copy of the agreement is kept in the employee’s file. 
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