Handling a Labour Court Matter[image: ]
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 handing over a Labour Court matter to Snyman Attorneys, which pertains to an employee or 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 Labour Court matters 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 determine whether the matter that needs to be handed over to Snyman Attorneys is for a labour matter or civil litigation. 

Step 2: 	When it is determined that it is for labour litigation, the Group HR Department determines the nature of the instruction e.g. chairing a disciplinary hearing, review, appeal, arbitration, etc.

Step 3:	The Group HR Department completes the Labour Litigation Instruction Handover Form. 

Step 4: 	The Group HR Department ensures that the completed Labour Litigation Instruction Handover Form is perused and signed by the relevant Regional / Managing Director, or General Manager, should same be applicable. 

Step 5: 	Where another employee, other than the aforementioned, is authorised to sign the Labour Litigation Instruction Handover Form on behalf of the Regional / Managing Director or General Manager, written confirmation of such authorisation must be obtained and filed. 

Step 6:	The Group HR Department makes copies of all the documents on the file being handed over.

Step 7:	The Group HR Department creates a bundle from the documents and ensures that such bundle is paginated.

Step 8:	The Group HR Department sends the signed-off Labour Litigation Instruction Handover Form, with the accompanying bundle of documents, via email and in hard copy to Snyman Attorneys. 
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