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INCAPACITY POLICY
PURPOSE

The purpose of this policy is to provide guidelines in dealing with employees who become incapacitated due to illness or accident, or employees who exhibit frequent or repetitive absence from work.

POLICY

Employees who become incapacitated due to illness or accident will be dealt with in terms of this policy.

Employees whose attendance record exhibits absence on a frequent and repetitive basis can be considered to e incapacitated, and will be dealt with in terms of this policy.

PROCEDURE
Where an employee becomes ill or involved in an accident resulting in permanent injury, to such an extent that the employee is incapable of performing his/her normal duties, the employee, on return to work, will attend an incapacity enquiry.

When an employee is frequently absent from work, due to illness, or any form of unapproved absence, the counselling process is to be introduced in order to attempt to assist the employee to overcome the problem. Should the counselling process fail to 
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rectify the absenteeism (including AWOL and sick leave), an incapacity enquiry will be conducted. 

THE COUNSELLNG PROCESS

Where a manager observes that an employee has absented himself/herself from duty, being either absent without leave or on sick leave, on more than five occasions in a twelve month retrospective period, the manager should invoke a process of counselling with the relevant employee in order to attempt to establish the cause of absenteeism and implement a plan to correct the situation. All counselling sessions should include the completion of the Absenteeism Counselling form (Annexure A), which is then handed to the Human Resources Officer.  

Should the employee, after the first counselling session, again absent himself/herself within a three month period, a second counselling session should be conducted. During the second counselling session the employee should be informed that the situation is unacceptable and that should further absence occur, an incapacity enquiry would be conducted.

THE INCAPACITY ENQUIRY
This enquiry shall consist of the Director who will chair the enquiry, the employee’s immediate manager and the employee, together with his/her representative.

The Director shall hear representation from both the manager and the employee (employee representative). Thereafter an assessment shall be made by the Director to establish whether the employee is capable of performing his/her current function. The Director shall adjourn the meeting and enter into discussions with the Human Resources 
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Officer, to establish whether any suitable vacancies exist which the relevant incapacitated employee may be able to perform. An employee placed in an alternative work position/job grad, will be paid the salary/wage applicable to the position/grade. Should no suitable alternative exist, the employee’s suitability for continued employment is to be reviewed and where no alternative is found, the employee will be dismissed for incapacity.

The necessary medical certification must be in the Company’s possession as supporting evidence by a certified medical practitioner.

COMPENSATION IN THE CASE OF DISMISSAL DUE TO PERMANENT INCAPACITY

The dismissed employee will receive the normal notice pay.

Management will submit applications for disability compensation form the relevant UIF Funds. Assistance will be given to the employee concerned to obtain all the necessary supporting documentation for the applicable disability compensation application.

Should the dismissed employee require financial assistance pending the payment of disability compensation referred to above, the Company may provide a cash loan, not exceeding one-month’s net pay. The employee will be required to sign an acknowledgement of debt agreement in respect of this loan, and such amount will be recovered from the disability compensation payments received by the employee.

ABSENTEE COUNSELLING DOCUMENT

SUPERVISOR/MANAGER:









DEPARTMENT:









EMPLOYEE:









JOB TITLE:








DATE:



TIME:





PERSONS PRESENT:

























1.
INFORM:
Employee that the standard is NOT MORE THAN FIVE OCCASIONS sick IN THE LAST 12 MONTHS.

Reference should be made to the ABSENTEE REPORT.

Tick the box if you are absolutely sure that the employee understands.

	


2.
LISTEN:
To employee’s reasons for absence.


Record reasons below:

- 2 -

3.
explain:

To employee that repeated absenteeism threatens the viability 

of any undertaking. Poor attendance makes an employee UNSUITABLE for permanent employment and may lead to dismissal.

Tick the box if you are absolutely sure that the employee understands.






	


4.
SUGGESTION:
Ask for suggestions to overcome the problem(s) giving rise to 

absence(s) and jointly define the problem(s).

Record viable suggestions below:




Tick the box if you are absolutely sure that the employee 

understands.

	


5.
EXPLAIN:

To the employee that attendance will be monitored on a 

calendar month from 


 to 


 

or longer.

Tick the box if you are absolutely sure that the employee understands.

	


IMPORTANT
Counselling should not leave the employee with the impression that he/she is being punished. Counselling is intended to ASSIST the employee to rectify a problem.

	


Tick the box if you are absolutely sure that the employee understands.
 


REQUEST:

The employee and representative (if available) to sign the 

Counselling Document.

SIGNATURE OF EMPLOYEE:










SIGNATURE OF REPRESENTATIVE:









SIGNATURE OF SUPERVISOR/MANAGER:








DATE:







NB:
The original copy of this document, plus a copy of the Absentee Report, initialled by the Manager, Employee and Representative, should be forwarded to the Human Resources Officer for inclusion on the employee’s file. 

