WetClay

Employment and Labor Policy

Introduction

This policy outlines the company’s commitment to compliance with Nigerian labor laws, including the
Labour Act, and ensures equitable treatment of employees. It establishes a framework for managing
workplace grievances through industrial dispute resolution practices to maintain a fair and harmonious
work environment.

1. Purpose and Scope

e To ensure all employment practices comply with Nigerian labor laws, including recruitment,
compensation, and termination.

e To promote a fair, safe, and inclusive workplace environment for all employees.

e To provide clear processes for addressing workplace grievances and resolving disputes in
alignment with industrial best practices.

2. Compliance with Nigerian Labor Laws
2.1 Employment Practices

e Recruitment: Follow a merit-based recruitment process, ensuring equal opportunity for all
candidates regardless of gender, religion, or ethnicity.

e Employment Contracts: Provide written employment contracts to all employees, clearly stating
terms and conditions, as required by the Labour Act.

e Wages and Benefits: Ensure timely payment of wages and adherence to minimum wage laws and
statutory benefits such as pensions and health insurance.

2.2 Working Conditions

e Health and Safety: Maintain a safe and healthy work environment by adhering to Nigerian labor
health and safety regulations.

e Leave Entitlements: Provide employees with statutory leave entitlements, including annual leave,
sick leave, and maternity/paternity leave.

e Termination of Employment: Follow due process as outlined in the Labour Act for dismissals,
redundancies, or terminations, ensuring fairness and legality.
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3. Workplace Grievance Management
3.1 Grievance Reporting Process

e Open Channels: Establish clear channels for employees to report workplace grievances, including
harassment, discrimination, or unfair treatment.

e Anonymity: Allow for anonymous reporting of grievances to protect employees from potential
retaliation.

¢ Acknowledgment: Acknowledge receipt of grievances within 48 hours and initiate an
investigation within seven working days.

3.2 Resolution Procedures

e Internal Mediation: Resolve disputes through internal mediation involving the HR department
and relevant parties.

e Escalation: For unresolved disputes, escalate to a grievance resolution committee comprising
management and employee representatives.

e External Arbitration: If necessary, engage industrial arbitration bodies or labor courts to resolve
disputes in compliance with Nigerian labor laws.

4. Employee Welfare and Inclusivity
4.1 Employee Engagement

e Conduct regular employee satisfaction surveys to assess workplace morale and identify areas for
improvement.

e Hold quarterly town hall meetings to foster open communication between management and
employees.

4.2 Training and Development
e Provide ongoing training to employees to enhance skills and career growth opportunities.

e Ensure managers and supervisors receive training in labor law compliance and dispute resolution
practices.

4.3 Diversity and Inclusion

e Promote diversity in the workplace by recruiting and retaining talent from various backgrounds.
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e Create an inclusive culture that respects and values the contributions of all employees.

5. Monitoring and Compliance
5.1 Regular Audits

e Conduct regular internal audits to ensure compliance with Nigerian labor laws and company
policies.

e Review employment contracts, payroll records, and grievance logs to identify and address
potential compliance gaps.

5.2 Feedback Mechanisms

e Encourage employees to provide feedback on workplace policies and practices.

e Incorporate feedback into policy updates to reflect evolving needs and compliance requirements.
5.3 Legal Consultation

e Consult labor law experts periodically to stay updated on changes in Nigerian labor laws and
regulations.

6. Risk Management

6.1 Dispute Prevention
e Foster a positive work culture by addressing potential conflicts proactively and transparently.
e Ensure managers are trained to handle workplace issues promptly and effectively.

6.2 Consequences of Non-Compliance

e Employees or managers found violating labor laws or company policies may face disciplinary
action, including termination.

e Non-compliance with labor laws may result in legal consequences, including fines or sanctions
from regulatory bodies.

7. Conclusion

This policy underscores the company’s commitment to compliance with Nigerian labor laws, equitable
treatment of employees, and effective grievance management. By adhering to these guidelines, the firm
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aims to foster a safe, fair, and productive workplace that supports the growth and well-being of its
workforce.

| rc:908079
| 24 Trans Amadi road, PHC.Nigeria | 7b Reeve road, lkoyi, Lagos, Nigeria.
+234 806 1234512 | +234 909 3030 708
www.wetclaymedia.com
Wetclaymedia@gmail.com



http://www.wetclay.com.ng/
mailto:Wetclaymedia@gmail.com

