Sexual Harassment[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 a sexual harassment complaint has been raised to the HR Department against 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 sexual harassment complaints lodged or submitted to the HR Department by any person and against any permanent and / or non-permanent employee or their managers employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.

3. 	Procedure:

Step 1:  	An employee in the Group HR Department receives a sexual harassment complaint from an employee or any individual, against any of the Company’s employees in writing or verbally. 

Step 2: 	That employee immediately informs the Group HR / IR Lead of the complaint, who offers advice to the aggrieved employee on how to handle the situation and who consider whether the employee complaining of the harassment requires any further assistance. The employee complaining of the harassment is advised that the problem can either be resolved though an informal grievance process or a formal grievance process and that they can choose which one.

Step 3:	Should the employee elect to follow the informal grievance process, the Group HR Department appoints a facilitator to facilitate the informal process between the aggrieved employee and the accused employee. 
	Where possible, the complaint is resolved at this stage where the accused employee commits to changing his / her behaviour and where the aggrieved employee is satisfied with the outcome. 

Step 4:	Should the informal procedure not provide the satisfactory outcome, or where the sexually harassed employee elects to follow the formal procedure, or where the initial conduct is of a more serious nature, the Group HR Department advises the employee of the formal grievance procedure, in accordance with the Company’s Grievance Policy. 

Step 5: 	The Group HR Department ensures that the accused employee is not disadvantaged during the investigation and that the aggrieved employee is not prejudiced, should it be found that the allegations are unfounded. 

Step 6: 	The Group HR Department, should the grievance outcome recommend, ensures that the correct disciplinary procedures are initiated in instances where it is found that there is enough evidence to prove sexual harassment.

[bookmark: _Hlk496860074]Step 7: 	The Group HR Department ensures that the aggrieved employee is protected against any victimisation or retaliation, up until the conclusion of the disciplinary procedure.  
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