[image: ]Dispute Resolution: CON / ARB 
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 when a case is referred to the CCMA / Bargaining Council, for con/arb, by employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
 
2. 	Applicability: 
	
2.1	This internal procedure is applicable to all CCMA / Bargaining Council con / arb processes referred 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:

Step 1:  	The Group HR Department will receive a CCMA / Bargaining Council referral form (LRA Form 7.11) by fax or by email. 

Step 2: 	The Group HR Department investigates the matter with the relevant business unit, gathers relevant information, i.e. evidence, contract of employment, and any other documents. The Group HR Department thereafter creates a CCMA file.  

Step 3: 	The Group HR Department receives a notice of set down, where the date and time of the con / arb is indicated.

Step 4:	The Group HR Department objects to the arbitration process commencing straight after the conciliation process, at the latest seven (7) days prior the con/arb date. (When calculating the seven (7) days the first day is excluded and the last day is included.) 

Step 5: 	The Group HR Department appoints a representative to attend the conciliation on behalf of the company. 

[bookmark: _Hlk496860074][bookmark: _Hlk504995401]Step 6: 	The representative attends the conciliation on the date and time as indicated on the set down notice and thereafter provides the company with the outcome of the conciliation, i.e. a certificate that the matter has been resolved / withdrawn, or with a copy of the CCMA settlement reached. 

Step 7: 	Where the matter remains unresolved during the conciliation, the Group HR Department appoints a representative to prepare for arbitration of the matter.

[bookmark: _Hlk504996601]Step 8:	Where the matter is settled, the representative makes sure to provide the HR Department with the settlement agreement within twenty-four (24) hours of having settled the matter as well as a completed Labour Cost Allocation Form in order for the HR Department to apply for a tax directive. The representative makes sure that payment is made to the Applicant and that proof of payment is on the file.

Step 9:	Should a con / arb matter not have been objected to within seven (7) days prior to the con / arb date, a representative must be appointed to prepare for conciliation and arbitration for the con / arb date.
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