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Standard Operating Procedure
Owner/ Department: ZAF – Human Resources
1. Purpose: 		

1.1 	The objective and purpose of this SOP is to set out the process followed internally in the                                                      Group HR Department for absconding by employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
 
1. Applicability:
 	
2.1 This internal procedure is applicable to all absconding cases in respect of all permanent and non-permanent employees employed under SMSA/Namibia Logistics (Pty) Ltd or any of its subsidiaries or business units.
		
3. 	Procedure:

[bookmark: _Hlk496826050][bookmark: _Hlk496858699]Step 1: 	The Group HR Department receives a Group IR incident report via e-mail, where an employee has been absent from work without communication and where the responsible manager is unable to reach the employee telephonically, either because they do not have a phone, they are not answering their phone, or their phone is off. 

[bookmark: _Hlk496828734][bookmark: _Hlk496858901]Step 2: 	The Group HR Department opens a file and investigates the incident and gathers more information / evidence.

Step 3:	The Group HR Department sends out SMS 1 to the employee on the third day of absence, where the employee is instructed to return to work immediately and that the matter will be dealt with as per company’s disciplinary procedures. 

Step 4:	 The Group HR department also advises the responsible manager to record any attempt made in locating the employee on the record sheet.


Step 5 (a):	If the employee does not respond to SMS 1, the same processes is repeated over the next three (3) days.

OR:

Step 5 (b):	Should the employee respond to the SMS; the Group HR Department instructs the employee to return to work immediately and proceeds to step 9.

Step 6:	If the employee does not return to work or respond to the text messages, the Group HR Department sends out SMS 2 to the employee, where the employee is instructed to return to work immediately and that failure to do so will result in further disciplinary action.

Step 7 (a):	Should the employee respond to the SMS 2; the Group HR Department instructs the employee to return to work immediately and jumps to step 9.

OR

Step 7 (b):	If the employee does not return to work or respond to the text messages, the Group HR Department to send out SMS 3 to the employee, where the company informs the employee of the Notice to attend a Disciplinary Enquiry. 

Step 8:	The Group HR Department drafts up and posts a registered letter similar to SMS 3, to the absconding employee’s address.   

Step 9:	The Disciplinary Enquiry will take place on the date and time as scheduled. 

OR

[bookmark: _Hlk496828756][bookmark: _Hlk496858935][bookmark: _Hlk496859094][bookmark: _Hlk496859967]Step 10: 	Should the employee return to work at any stage of the absconding process, and no reasonable explanation for absence is provided by the employee, the Group HR Department drafts a notice to attend a disciplinary inquiry, and where applicable a notice of suspension, in which the accused employee is charged with enough particularity to enable him / her to prepare for the matter and is informed of his / her rights at the disciplinary inquiry as well as the time, date and place thereof.  The accused employee should be provided with forty-eight (48) hours’ notice of an intended disciplinary hearing. 

[bookmark: _Hlk496860074]Step 11: 	The Group HR Department appoints a chairperson to chair the disciplinary inquiry, who, after listening to both the Company and the accused employee’s version of events, first makes a finding on the guilt of the accused employee, and should the accused employee be found guilty, secondly makes a recommendation on sanction. 

Step 12:	The chairperson provides a chairperson’s report to the Company within two (2) working days.

[bookmark: _Hlk496875158]Step 13: 	The Company decides whether they are going to follow the recommendation of the chairperson and the Group HR Department drafts the necessary documentation i.e. verbal warning, written warning, final written warning, or termination letter.

[bookmark: _Hlk496829170][bookmark: _Hlk496876385]Step 14:	The Group HR Department is provided with a signed copy of the verbal warning, written warning, final written warning or termination letter and the matter is finalized for filing.
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