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Standard Operating Procedure
Owner/ Department: ZAF – Human Resources

1. Purpose: 	
	
1.1 The objective and purpose of this SOP is to set out the process followed internally in the Group HR Department when misconduct is committed, of a more serious nature, by employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
 
2. 	Applicability: 
[bookmark: _Hlk496828558]	
2.1	This internal procedure is applicable to all formal disciplinary inquiries initiated 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 receives a IR incident report via e-mail.

[bookmark: _Hlk496828734][bookmark: _Hlk496858901]Step 2: 	The Group HR Department opens a file and investigates the incident and gathers more information / evidence where applicable.

[bookmark: _Hlk496828756][bookmark: _Hlk496858935][bookmark: _Hlk496859094][bookmark: _Hlk496859967]Step 3: 	The Group HR Department drafts a notice to attend a disciplinary inquiry, and where applicable a notice of suspension, in which notice to attend the accused employee is charged with enough particularity to enable him / her to prepare for the matter and is informed of his / her rights at the disciplinary inquiry as well as the time, date and place thereof.  The accused employee should be provided with 48 hours’ notice of an intended disciplinary hearing. 

[bookmark: _Hlk496860074]Step 4: 	The Group HR Department appoints a chairperson to chair the disciplinary inquiry, who, after listening to both the company and the accused employee’s version of events, first makes a finding on the guilt of the accused employee, and should the accused employee be found guilty, secondly makes a recommendation on sanction. 

Step 5:	The chairperson provides a chairperson’s report to the Company within two (2) working days.

[bookmark: _Hlk496875158]Step 6: 	The Company decides whether they are going to follow the recommendation of the chairperson and the Group HR Department drafts the necessary documentation i.e. verbal warning, written warning, final written warning or termination letter.

[bookmark: _Hlk496829170][bookmark: _Hlk496876385]Step 7:	The Group HR Department is provided with a signed copy of the verbal warning, written warning, final written warning or termination letter and the matter is finalized.
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