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Standard Operating Procedure
Owner/ Department: ZAF – Human Resources

INTERNAL PROCEDURE: SUSPENSION


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 more serious nature, by employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units, and suspension is requested and / or required.
 
[bookmark: _Hlk496828558]2. 	Applicability: 	

2.1	This internal procedure is applicable to all suspensions requested and / or required after misconduct is committed by any permanent or 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 a IR incident report via e-mail, on which suspension is requested. 

Step 2: 	The Group HR Department investigates whether, under the circumstances of each case, it is necessary and / or required that an accused employee be suspended, taking into account the Disciplinary Policy and Procedure.

[bookmark: _Hlk496830240][bookmark: _Hlk496828756]Step 3: 	The Group HR Department drafts a notice of suspension indicating the reason for the suspension of the accused employee and informing the accused employee of his / her rights and obligations while under suspension. 

[bookmark: _Hlk496830370]Step 4: 	The Group HR Department, depending on the circumstances, appoints an employee from the Department to issue the accused employee with the suspension notice and the suspension procedure, alternatively, the Group HR Department forwards the suspension notice and the suspension procedure to the relevant Manager to issue themselves.

Step 5: 	The Group HR Department is provided with a signed copy of the suspension notice which is filed in the disciplinary file.
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