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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 a request for a separation agreement between the company and an employee employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units is received.
 
2. 	Applicability: 
[bookmark: _Hlk496828558]	
2.1	This internal procedure is applicable to all requests for a separation agreement between the company and any permanent and non-permanent employee 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 requesting assistance in drafting a separation agreement.

[bookmark: _Hlk496828734][bookmark: _Hlk496858901]Step 2: 	The Group HR Department opens a file and appoints an employee to investigate the reasons for requesting a separation agreement and whether there would be no better alternative i.e. proceeding with a disciplinary inquiry, poor work performance procedure, incapacity procedure etc.


[bookmark: _Hlk496860074]Step 3: 	The assigned employee gathers information as to when the employee’s proposed last day of service will be, the notice pay and annual leave pay-out that will be due to the employee, whether severance pay will be applicable, and whether there will be any other payments that will form part of the separation agreement.   

Step 4:	The assigned employee drafts and sends out the separation agreement to the responsible manager, and where requested further assists with presenting the separation agreement to the employee. 

Step 5: 	At the meeting with the employee, the responsible manager and/or an employee from the Group HR Department explains all the terms and conditions of the separation agreement to the employee and when the employee clearly understands the contents thereof, the employee and the company representative sign the separation. 

[bookmark: _Hlk496829170][bookmark: _Hlk496876385]Step 6:	The Group HR Department ensures that a signed copy of a separation agreement is kept in the employee’s file for future records. 
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