A SELF-HELP GUIDE
TO THE CCMA

Legal&lax.

WHAT IS THE CCMA?

The Commission for Conciliation, Mediation and Arbitration (CCMA) is
an independent body whom employees can approach for assistance in
resolving disputes within the workplace in terms of rules governed by
the Labour Relations Act (LRA). An employer, union or employer
organisation may also refer a dispute to the CCMA.

* Unfair dismissal
* Unfair labour practices
» Workplace discrimination

COMMON DISPUTES INCLUDE: i
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WHO'S ELIGIBLE AND WHAT ARE THE TIME LIMITS
THE CLOCK IS TICKING, KNOW YOUR RIGHTS AND ACT FAST
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WHO CAN APPLY

* Employees

* Domestic workers

« Interns or fixed-term contract workers

IMPORTANT DEADLINES
« Unfair dismissal, file within 30 days
« Unfair labour practices, file within 90 days
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I « Late applications require a condonation

NEED ADVICE, ANYWHERE, ANYTIME?

NAVIGATE LIFE WITH CONFIDENCE, COMMITMENT FREE
EXPERIENCE FAST AFFORDABLE PROFESSIONAL LEGAL ADVICE.

Sign up in seconds for advice, anywhere, anytime - Available 24/7.
Cancel anytime, no questions asked! Get clear guidance on eligibility,
deadlines, and what to do next.

Visit AskMyAlLawyer.com now!

THE CCMA 7.11 FORM
WHAT IS IT & COMMON MISTAKES TO AVOID

The official form used to lodge

Missing key details.
v disputes at the CCMA. X

Ensures your case is formally
recorded and processed.

Incorrect employer info or
dispute type.

Must be completed accurately
to avoid delays.

Not signing the form.

v

WHY THE 7.11 FORM MATTERS

IFIT IS INCORRECT OR INCOMPLETE

Your case won't be accepted and you may lose your right to be heard.

TIME MATTERS

Errors or missing information can cost you deadlines and delay justice.

THIS FORM OPENS THE CCMA PROCESS

Completed correctly, it puts your case on the path to a fair outcome.
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DOWNLOAD THE FORM

CCMA VS BARGAINING COUNCILS
KNOW WHERE TO LODGE YOUR DISPUTE

Feature CCMA (All Workers) Bargaining Council (Specific Industries)

Who is Covered? X Industry Specific

Collective Agreements?

Fees Involved?

NOT SURE? ASK HR OR CHECK YOUR PAYSLIP FOR A
BARGAINING COUNCIL DEDUCTION.

ASK US FOR ADVICE

HOW TO COMPLETE THE CCMA 7.11 FORM
FOLLOW THESE STEPS TO FILL OUT YOUR FORM CORRECTLY

DOWNLOAD THE FORM
READ THIS FIRST 1. DETAILS OF PARTY REFERRING THE DISPUTE PAgEZ 0TS page
‘ As the referring party, are you:
Tiok the correct box B O n employee 1 A trads union
O an employer 3 an employer's organization

The name of the employee or an

r that is ng the (a) Name of the party if the referring party is an employee or gmployer

1. YOUR DETAILS

Fill in your correct full name,

employel

dispute must be filled in (a).

If there is more than one employee
fo the dispute and the referring

Name:

1D Number:

pary is not a trade union, then
each employee must supply their
personal details and signature on a

separate page, which must
attached to this form.

These altemate contact details
should be of a union official or
representative, a relative or a Name:
friend.

Postal Address:

Postal Code-.

be Tel:.

Cell:.

Fax:

Email:

Alternate contact details of employee:

Postal Address:

Postal Code:.

Tel:.

Cell:

Fax.

Email:

ID humber & contact
information.

The name of the frade union or
employers ~ organisation that s
m :‘B ';:p :‘:h;;w"ﬂ;gb: or trade union, or if the employer’s organisation is assisting a member to the

filled in (b). dispute
‘OTHER PARTIES

Name
If more than one party is referring

the dispute or if the dispute is |  Postal Address:

referred against more than one Postal Code:
party, write down the additional el el

names and pariculars on a
separate page and attach to this Fax: Email:

(b) Name of the referring party if the referring party is an employer’s organisation

TYPICAL ISSUES HERE

If you are an individual referring the matter, only complete part A. If you have a union
representing you they will use part B.

A
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. DETAILS OF THE OTHER PARTY (PARTY WITH WHOM YOU ARE IN DISPUTE)

The other party is:
Oan employee 0 A trade union
Oan employer Oan employer's organisation
2. EMPLOYER DETAILS .
Fill in the correct company POSIE AGOIESS:...........or oo
name, address 8. Contact ....................................................................... Postal Code:.......coooviiviennnn
. Telciiicicicce ...Cell..
detalls' Far. oo Email: ...

TYPICAL ISSUES HERE

Tick the correct box and make sure that you fill in the name of the company on your
employment contract, not the name of your direct superior or CEO.

3. NATURE OF THE DISPUTE

What is the dispute about (tick only one box)?

O ynfair dismissal O3 Unfair Labour Practice 3 Refusal to Bargain

Tick the correct box BZJ (Give defails)
i the dispute concems O organisational Rights 3 Mutual Interest O3 seoBCEA
dismissals, also com) - Discriminati
S R e S I
ity il tai
3- DISPUTE TYPE =] Interpretation/ Application of O Disclosure of Information 3 $18 Skills Development
Collective Agreement Act
Select the reason for your O Festomotpssovaton Dl Latou Pracice
. . . (probation)
dispute by ticking the = -
CorreCt box 8 SummarIS|ng — Summarise the facts of the dispute you are referring: ...
the facts. e st e

If necessary write the details on
a_sapulaﬁa page and atach to

TYPICAL ISSUES HERE

Ensure that you tick the correct box here. If you're not sure which box to tick, here is a guide
which will aid your understanding of the terminology used in this section:

Unfair Dismissal - If you were dismissed from your job in a manner that breaches labour laws,
the CCMA can assist in resolving the issue.

Unfair Labour Practice - This includes disputes about working conditions, promotions, and
other workplace rights.

Refusal to Bargain - When an employer or union refuses to negotiate in good faith on matters
like wages, benefits, or working conditions.

Organisational Rights - Rights that trade unions have in the workplace, such as access to
members, deducting union fees, or electing union representatives.

Mutual Interest - Disputes about changes that affect working conditions or benefits that aren’t
already covered in law or contracts (e.g. a new bonus policy or uniform rule).

S80 BCEA - Section 80 of the Basic Conditions of Employment Act allows employees to
approach the CCMA if their employer has violated basic employment rights.

Unilateral change to terms and conditions of employment - When an employer changes key
aspects of your job (like pay, hours, or duties) without your agreement.

Severance pay S41 BCEA - Disputes over payment owed to you when you are retrenched or
your job becomes redundant.

Unfair Discrimination S10 of the Employment Equity Act - Being treated unfairly based on race,
gender, religion, age, or other protected characteristics.

Interpretation/Application of Collective Agreement - Disagreements about how to understand
or apply the terms of a contract between a union and an employer.

Disclosure of Information - When an employer refuses to share important information that's
needed for negotiation or workplace rights.

S19 Skills Development Act - Issues related to training and development obligations that
employers must follow, such as not offering training opportunities.

Freedom of Association - Your right to join a trade union or other workplace group — and not
be punished or treated unfairly for doing so.

4. DATE DISPUTE AROSE

The dispute arose on:

{Give e daté, day, month and year)

The dispute arose where:

(give the cityftown in which the dispute)

If the dispute concems a dismissal the date inserted here must be the same as that set out in ltem
2 of Part B.

4-5. DATE OF DISPUTE
Fillin the exact date and city
the dispute arose or
occurred in.

5. DETAILS OF DISPUTE PROCEDURES FOLLOWED

Have you followed all internal grievance / disciplinary procedures
before coming to the CCMA? Dlves Clvo

TYPICAL ISSUES HERE

If the dispute arose over a period of time, always give the date related to the steps taken by the
employer. For instance, if your employer started disciplinary processes but fired you in May this
year, you must put down May. For Unfair Labour Practices you need to put down the date when
you first realised that you were being treated unfairly. For instance, if your employer started
treating you unfairly 4 months ago, and recently you had a big fight, your must use the first date
that you became aware of the unfair treatment (4 months ago).

6. RESULT OF CONCILIATION

What outcome do You requUIre?.........ccooeiiii s s

Please tun over —*

1. SECTOR
Indicate the sector or service in which the dispute arose.
a Retail sector [m} Private Security [} Public Service
Owi m] i [m|
Tick the et box b1 Mining Paper & Printing Health
e O otor O senvces O chemical
6-9. OUTCOM E & O pistibution O Food & Beverage O agicuttre
oTH ER I N Fo RMATI oN thnlesaja m} Building & Construction DGﬂnmaanI nnnnn o]
Ol oonesic O Ot ptease describe)
State what outcome you o TERPRETATION SERVCES
wa nt, you r wO rk Secto rl |f Do you require an interpreter at the conciiation / con-arb? Dlyes Do
you need an interpreter, & [
! L KTICT) O asikaans Olisndevete  Tisizuu Disixnosa
any other urgent or Pttt iral il Osuore  Dlsosuans O st
. tant detail -:’:;;'ﬁ“,:,ﬁ-mf O rehivenda DOxisonga [ other (pleaseindicate).............|
I m po r a n e a I S . 9. SPECIAL FEATURES / ADDITIONAL INFORMATION
mm?maw;l:szz Briefly outiine any special features / additional information the CCMA needs to note:
number of people invalved,
;hﬂpol‘hlt legal or labour issues

TYPICAL ISSUES HERE

Firstly, the result of conciliation can either be compensation or reinstatement ensure to specify

your desired outcome. Furthermore, ensure that you tick the correct box for the industry sector
of which the dispute occurred. Briefly outline any additional information that you would like the
CCMA to note.

10. Dispute about unilateral change to terms and conditions of employment (s64 (4))

Iiwe require that the employer party not implement unilaterally the proposed changes that
led to this dispute for 30 days, or that it restore the terms and conditions of employment
that applied before the change.

Signed: ...... (Employee party referring the dispute)
11. OBJECTION TO CON-ARB PROCESS
Ifwe object to the arbitration commencing immediately after the conciliation in terms of Section

191(5A)(c).
10 = 12 - s I G NATU R E & If the employer objects to the arbitration commencing immediately after the conciliation the
s U BM Iss I o N employer must submit a written notice in terms of CCMA Rule 17(2) at least 7 days prior to the

scheduled date of the conciliation. The employer must attend the conciliation regardless of
whether it makes this objection.

12.  CONFIRMATION OF ABOVE DETAILS

No signature = No case!

Signature of party referring the dispute: ...

Signedat................ e onthis L

(ph“] (dm]

TYPICAL ISSUES HERE

Con-Arb means conciliation and arbitration can happen on the same day. If you or your
employer don't want arbitration to follow immediately, you can object in writing. The employer

must do this at least 7 days before the hearing — but must still attend the conciliation. If you want
to attend conciliation first and try and settle the matter before you appoint representation, you
need to object to con/arb.

CONTACT US

HOW TO SUBMIT THE CCMA 7.11 FORM
CONTACT THE CCMA NATIONAL OR REGIONAL OFFICE NEAR YOU

FIND A CCMA OFFICE NEAR YOU

STEP1

If you want to refer a
dispute you will be
required to complete a
CCMA case referral form
(LRA Form 7.11) and email inform you of the date,
or hand deliver the form time and venue of the
to your employer. first hearing, namely
conciliation.

STEP 2

Once delivered, you must
send the completed form
and proof that it has been
delivered to the employer
and to the CCMA by email

The CCMA will then
contact you and the
other party within 30
days of the referral and

STEPS

During conciliation the
CCMA Commissioner
will attempt to assist the
parties to resolve the
dispute by reaching an
agreement mutually
acceptable to both,
failing which a certificate
of no-outcome is issued.

Parties are not allowed
legal representation during
conciliation, but you may
be represented by a
registered trade union or a
registered employers’
organisation if you're a
member.

WHAT HAPPENS AFTER SUBMISSION? (CCMA PROCESS)
YOUR DISPUTE MOVES THROUGH THESE STAGES:

2. 3.
Employer is officially Conciliation date is
notified. scheduled.

7]

1. 4.
Acknowledgment of Dispute is resolved or
receipt. escalated.

ASK US FOR ADVICE

NEED HELP WITH A WORK DISPUTE?
GET GUIDANCE FROM OUR LEGAL ADVISORS OR Al LAWYER

Q:I 0860 587 587 @ legalandtax.co.za

@ info@legalandtax.co.za @ +27 (71) 526 8527

THE FUTURE OF LEGAL ADVICE

DON'T LET CONFUSION DELAY ACTION — MY Al LAWYER EXPLAINS
YOUR RIGHTS, HELPS WITH FORMS, AND TELLS YOU EXACTLY
WHAT TO DO NEXT.

Digital when you want it. Human when you need it. Get tailored CCMA

advice—form checks, deadline reminders, document review—anytime
on web or WhatsApp.

Visit AskMyAlLawyer.com now!



https://www.askmyailawyer.com
https://www.legalandtax.co.za/uploads/Documents/Form-7.11.pdf
https://www.legalandtax.co.za/uploads/Documents/Form-7.11.pdf
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tel:0860587587
https://www.legalandtax.co.za/contact-us?utm_source=website&utm_campaign=self_help_guide_ccma_interlink
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https://www.legalandtax.co.za/contact-us?utm_source=website&utm_campaign=self_help_guide_ccma_interlink
https://www.ccma.org.za/contact-us/



