
Essential HR Tools for African SMEs 

 
Contracts, Warnings & Compliance Made Easy 

 
This guide is designed to help SMEs, startups, and NGOs in Africa handle HR challenges 

effectively without needing a full-time HR department. It contains practical templates, legal insights, 

and step-by-step guidance tailored for local compliance and workplace harmony. 



1. The HR Burden for Small Businesses 

Many SMEs operate without formal HR structures, leading to errors that can trigger legal or 

compliance issues. This guide addresses those gaps. 

 

 

2. Key Compliance Documents Every SME Must Have 

• Employment Contract 

• Warning Letter Template 

• Disciplinary Hearing Notice 

• Job Descriptions 

• Termination Letter 

• Payroll Records 

• NSSF & NHIF Remittance Reports 
 

 

3. Sample Employment Contract Template 

[Insert a simplified one-page sample contract layout here with key clauses: job title, reporting line, 

duties, salary, probation, notice period.] 

 

 

4. Warning Letter vs. Disciplinary Hearing 

A warning letter is suitable for minor misconduct. Disciplinary hearings are for serious or repeated 

misconduct. Learn when to use which. 

 

 

5. Sample Warning Letter Template 

[Insert standard warning letter structure: date, employee name, misconduct description, warning 

level, signature section.] 

 

 

6. Compliance Checklist: Are You HR Legal in Kenya? 

• Do all employees have signed contracts? 

• Are salaries paid on time? 

• Are statutory deductions up to date? 

• Are warnings and dismissals documented? 

• Do you have a staff file for each employee? 
 

 

7. Common HR Mistakes That Lead to Lawsuits 

• Verbal terminations 

• Missing contracts 

• Ignoring warnings before dismissal 

• No hearing before firing 

• Unpaid dues or incorrect termination notice 



8. Should You Outsource HR? 

Outsourced HR can save time, ensure compliance, and provide expert handling of staff issues — 

especially if you can't hire a full-time HR officer. 

 

 

9. About EmmanuelHR 

We are an HR consultancy helping African businesses navigate compliance, staffing, and 

workplace discipline affordably. We offer training via StratWise Africa Academy. 

 

 

10. Bonus: 3 Mistakes to Avoid When Firing an Employee 

1. Don't fire without a hearing. 

2. Don't skip documentation. 

3. Don't delay terminal dues. 


