[image: ] Requesting IR Advice
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 IR advice is requested by managers / supervisors regarding 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 IR advice requests 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 call or an email from one of the Workforce Group’s business units or divisions, requesting advice with regards to an IR incident. 

Step 2:	An employee in the HR Department is assigned to deal with the incoming request for advice.

[bookmark: _Hlk496858901]Step 2: 	The assigned employee identifies the type of assistance required and identifies whether it falls under misconduct, incapacity, operational requirements, or any other HR / IR related queries.   

Step 3: 	Where sufficient information is available, the assigned employee provides advice immediately. 

Step 4: 	Where there is insufficient information; the assigned employee requests further information or sends the relevant forms to be filled out by the responsible manager, gathers further evidence, and / or conducts the necessary research into the matter. 

	When enough information has been gathered by the assigned employee, the necessary advice is provided.   

Step 5:	Where necessary, the Group HR Department opens a file and assists in further IR processes that need to follow thereafter. 
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