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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 an employee is allegedly poorly performing and is employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
 
[bookmark: _Hlk496828558]2. 	Applicability: 	

2.1	This internal procedure is applicable to all poor work performance proceedings dealt with by the Group HR Department 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]Step 1: 	The Group HR Department receives an IR incident report via e-mail.

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

[bookmark: _Hlk496828756]Step 3: 	The Group HR Department drafts a notice to attend a poor work performance inquiry in which notice to attend the employee (allegedly poorly performing) is informed of the specific allegations of poor work performance and is informed of his / her rights at the poor work performance inquiry as well as the time, date and place thereof.

[bookmark: _Hlk496874580]Step 4: 	The Group HR Department appoints a facilitator to facilitate the poor work performance inquiry, who, after listening to both the Company and the employee’s version, makes a finding, if no agreement is reached, on the existence of a performance standard and if so, if same is reasonable, whether the employee is actually poorly performing or not and what a possible resolution might be to the poor work performance. The facilitator further

 makes a finding on what a reasonable period to improve will be, as well as what the target will be during this period. Should an employee be on probation, depending on the circumstances of each case, it may not be necessary to provide an employee with time to improve. 

Step 5: 	The facilitator provides the Company with a minute of the poor work performance inquiry within two (2) working days.

Step 6: 	After the expiry of the period within which the employee had to improve, the Group HR Department drafts a notice to attend a final poor work performance inquiry in which notice to attend the employee is informed of the specific allegations relating to his / her performance during the poor work performance period and is informed of his / her rights at the poor work performance inquiry as well as the time, date and place thereof.

Step 7: 	The Group HR Department appoints a facilitator to facilitate the poor work performance inquiry, who, after listening to both the Company and the employee’s version, makes a finding, if no agreement is reached, on whether the employee’s performance has improved or not. 

Step 8:	Should the employee’s performance have improved sufficiently, the employee is informed that if he / she does not keep up his / her improved performance, he or she may be dismissed. 

Step 9: 	Should the employee’s performance not have improved, the facilitator considers all alternatives to dismissal that is proposed by the Company and employee, the facilitator may suggest alternatives as well, and provide the Company with a recommended outcome.


Step 10:	The Company decides whether they are going to follow the recommendation of the facilitator, and, should they decide to follow the recommendation of the facilitator, the Group HR Department drafts the necessary documentation i.e. termination letter. Termination is always with notice. 

[bookmark: _Hlk496829170]Step 11: 	The Group HR Department is provided with a signed copy of the termination letter, if applicable, and the matter is finalized.
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