CEDERBERG

MUNICIPALITY

CEDERBERG B ABSENTEEISM & DESERTION
POLICY

Purpose and scope

Because employees are vital fo the work / operations of the
Cederberg Municipaility, reliable and consistent attendance is g
condifion of employment. This policy applies to ali employees of the
Cederberg Municipafity.

Absenteeism

Regardless of the reason, employees are not enfitled to be
absent without leave from work or from their work stafions
during working hours. The Council’s disciplinary code provides
for severe disciplinary action where employees contravene
this policy. An employee is considered absent from work
when he/fshe is not available for his assigned work / work
schedule, regardless of the regison.

2.1 Scheduled Absences:

Employees are to notify their supervisors as early as
possible about scheduling time off from work (eg
doctor's dappointment, personal days etc), whether
paid or unpaid. Scheduled absences are amranged ot
the mutual convenience of the Employer and




employee, based on the operational needs of the
Employer. Absence can be considerad scheduled if ¢
24-hour advance nofice is given, and the absence is
dpproved by the supervisor.

2.2 Unscheduled Absences:

2.2.1

i an employee doesn’t come 1o work due fo an
Unscheduled absence (e.g. Callingin due to sickness),
he must follow prescribed procedures for cdling in.
Fallure fo follow preseribed procedures (informing his
superior} may result into instituting disciplinary action up
to and including dismissal. After three consecufive
days of unscheduled absence, failure to notify and
recelve approval will be considered job abscondment,
and the employee’s status can be terminated effective
from the day following the last day of work.

Employees who are absent from work on an Monday,
Friday or the day preceding or just affer g public
holiday must submit o medical cerfificate.

Excessive Unscheduled Absences:

Excessive  unscheduled absences may result in
instituting disciplinary action uUp fo and including
dismissal. Supervisors will nofify an employee when
patferns or concerms devslop that may place them aft
risk of being reprimanded. The following factors should
be considered in determining if unscheduled absences
are excessive:

2.2.1.1 Patterns  of absence: A pattern  of
absence demonstrates Q predictable roufine. For
example, is the employee consistently absent the day
after pay day, or a parficular day, e.g. Monday or
Friday, or aiways on the day before or affer o holiday,
etce



o

2.3

2.4

2212 Frequency of absence: How offen does
the employee have unscheduled absence? Repeated
instances of Unscheduled absences, such as call-ing,
early departures, not reporting efe, should be
considered. Even though the absences may not
consfitute a predictable paftern, is the employee offen
absent?

Poor fime keeping (lack of pPunciuglity):

It is imperative that all employees report for duty on
fime, and handles o high standard of punctudlity. An

workday fo make Up for being tardy without the
supervisors approv, except with approved flexi-time
&g. directors. Another form of absenteelsm would be
where an employee manages fo get to work, but can't
be found. Work stations are leff for long periods without
permission,

Aftendance Register;

Where applicable, employees must use o fime
reporfing system or aitendance register to document
work

! ng procedures may be
grounds for insfituting disciplinary procedures Up to and
including dismissat.



2.5

251

Absence due io itl-hecxlih / unavoidable reasons

Where an employee is absent Unexpectedly for reasons
of H-health or other unavoidable reasons, the
employee must complete a leave form on his first day
of retumn to work and submit it fo his / her Immediate

acceptable proof of the reason for the absence is
submitted by the employee. However, in all cases of
such absence, the employee is himself required to
contact his Director / manager / supervisor directly, by
no later than 08h00 am on the day(s) of absence, so as
to provide the following information:

2.52  The reason for the absence:
2.53 The expected duration of the absence;

2.54  Inthis regord, should an employee fail to speak
direcly fo his / her Director 7 manager /
supervisor / teamleader} in respect of the
above, the employee will be held responsible
should a message not reach his manager;

255 Any absence from  work  without prior
authorization or good reason will result in the
employee not being entitled +to any
remuneration for the period of absence;

2.5.6 The councll wil not pay an employee who s
absent for more that two days, or for one day
ormore, on more than two occasions during an
eight week period, unless the employee
produces o valid medicql cerfificate from o
practiioner registered with  the Health
Professions Council, on his refurm to work,
stating that the employee wags, according to
the medical praciitioner, unable to work for the
durafion of the employees' absence from work.

257 Employees who abuse sick leave or who fender
fraudulent medical cerlificates  will be



disciplined, which may be serious enough fo
warrant dismissal:

258 An employee who breaches the above
requirements will be subject to discipline in
terms of the Council's disciplinary code.
Sancfions against employees found quilty of
misconduct could range from warnings to
disrmissal depending on the severity of the
cbsenteeism and the number of previous
warnings, it any;

259 The withholding of payment for absenteeism is
not a sanction; therefore the emplover is sfil
enfifled to institute disciplinary action:

2.5.10 A medicy ceriificate must be issued and
signed by a medicq] practitioner or any other
Rerson who is certified to diagnose and freat
patients and who s registered with a
professional council established by an Act of
Partiament,

3 DESERTION

3.1

3.2

3.3

3.4

An absent Employee can only be established as a deserter after
three days of absence without leave. The employees services will
be suspended pending a disciplinary hearing.

Should the employee retumn to the workplace after his employment
has been terminated, the Deserter Enguiry must be reopened. This is
5o that hj
good reason for his absence and failing to contact the municipality,
reinstatement must be seriously considered;

i the employee does hot return fo work after being absent for three
days following his |ast working day, and no / negative /
Unacceptable response was received from the employee, the
employee will be deemed 1o have no intentfion to return to work;

I[f after the period mentioned above, the employer is satisfied that
an employse has no Infenfion of retuming to work, o deserfer
enquiry {which will follow the structure and procedure of g



disciplinary hearing as per the council's disciplinary code) will be
instituted, and may/will commence in the absence of the deserter.

4. Shopsteward Leave

Leave for shopsteward activifies will be governed by the Organisational
Rights Agreement {ORO). However, it must be mentioned that
Shopstewards must ot af tfimes obtain permission from their supervisor(s) for
any leave of absence from there place of work, Should a shopsteward fqil
to inform his supervisor, such leave will be deemed unscheduled and
therefore unpaid. Shopstewards must stay within their leave adllocation.

5. Generdj

as per this policy. The employer may set standards for acceptable levels
of absenteeism, and i an  employee’s absentesism s deemed
unacceptable, it could ultimately result in dismissal.



