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DESERTION PROCEDURE

Once the employee has been absent from work for five consecutive days without having notified the employer of his/her whereabouts, the following procedure is to be followed before terminating the individual’s services due to desertion.

Step 1

A telegram or letter that can be delivered by hand and receipt thereof signed for. 

If sending a telegram, ensure that the post office gives you a stamped copy of the original sent.

The telegram/letter is to be worded as follows:
You have been absent from work from ……….., to date without permission and/or having notified your superior of your whereabouts. You are therefore required to contact Mr/Mrs. ………… on telephone number …………… within 48 hours of receipt hereof informing him/her of your whereabouts and/or intentions. Should you fail to comply herewith further disciplinary action will be instituted against you.

Step 2

Should you not receive a response within the prescribed period of the telegram/letter in Step 1 then a second telegram/letter is to be sent.

The telegram/letter is to be worded as follows:
You have failed to respond to the telegram/letter sent to you on the …………. You are hereby given a further 24 hours to contact Mr/Mrs. ………… on telephone number …………… informing him/her of your whereabouts and/or intentions. Should you fail to comply herewith a disciplinary hearing will be scheduled for reason of desertion.

Step 3

Should you again not receive a response within the prescribed period of the telegram/letter in Step 2, a third telegram/letter is to be sent.

The telegram/letter is to be worded as follows:
You have failed to respond to our telegrams/letters dated …………..….and ..………..……… respectively. Notice is hereby given that you are now required to attend a disciplinary hearing scheduled for ………………..(give at least 48 hours notice). The charge that has been brought against you is that of desertion. The hearing will take place at ……(time) at …………………………(venue). You have the right to be represented by a shop steward or fellow employee from within the company. Should you fail to attend the hearing the hearing will continue in your absence and as such the chairperson will have only one version on which to base his decision.

Step 4

Should the employee again not respond to the telegram and/or arrive at the scheduled hearing, the hearing must be convened in the normal manner. Once the outcome of the hearing has been given, send a final telegram/letter to the employee before his services are terminated. Once the telegram/letter has been sent and/or signed for respectively you can then safely terminate the individual’s employment for reason of desertion.

The telegram/letter is to be worded as follows:
On ……….. (date) you were notified to attend a disciplinary hearing for desertion. You failed to attend the scheduled hearing and as such it consequently proceeded in your absence. You were found guilty of desertion. Your services with ………….(company name) are therefore terminated with immediate effect.

NOTE:

The most important issue in this process is to ensure that you receive a stamped copy of every telegram sent and/or a signed copy of the letter by the person who took receipt of it. These copies are to be placed on the employee’s file in case you are required to defend a case of alleged unfair dismissal at a later stage.
Should the employee respond to any of the telegrams in Step 1 and 2 respectively and

return to work, you would then have the right to take the relevant disciplinary action against

him/her in accordance with your disciplinary code for unauthorised absence from the

workplace.

If you have an appeal procedure in place and the employee returns after having been 

dismissed you may want to allow him/her  to appeal so that the reasons for his absence can

be heard.
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