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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 less serious nature, 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 informal 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:

Step 1:  	The Group HR Department will receive a report of an incident telephonically or by email.

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

Step 3: 	The Group HR Department drafts a verbal warning or written warning or final written warning, depending of the severity of the misconduct.

Step 4: 	The Group HR Department appoints an employee from the Department to issue the accused employee with the suitable warning, alternatively, the Group HR Department forwards the suitable warning to the relevant Manager to issue themselves. 

Step 5: 	The Group HR Department is provided with a signed copy of the verbal warning, written warning, second written warning or final written warning and the matter is finalized.
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