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1. POLICY STATEMENT

The termination and exit policy is aimed at setting out policies that will guide UMEDA and its
employees with regards to matters related to termination of the employment relationship for
any of the following reasons: resignation, dismissals, retrenchment and retirement.

2. PURPOSE

The purpose of this policy is to provide guidelines with regard to handling of all forms of
termination by the Agency employees with an intention to ensure that the Agency as an
organisation and its assets are protected against any form of loss or litigation once the
employment relationship is terminated between the two parties.

3. SCOPE OF APPLICATION

The policy is applicable to all permanent, contract employees, and other employees
servicing the Agency (including consultants).

4. STATUTARY AUTHORISATION

This policy is guided by, but not limited to, the following legislations.
= Labour Relations Act, 1995 (as amended);
= Basic Conditions of Employment Act, 1997,

5. PRINCIPLES
The following guiding principle should be observed in implementing this policy:
= All terminations whether instituted by the employer or the employee shall be in writing.
= Exit interviews shall be conducted in order to establish reasons for staff turnover so that

UMEDA can use this information to develop a retention strategy and manage avoidable
reasons for voluntary terminations.




6. POLICY PROVISION AND PROCEDURE

6.1

6.2

6.3

6.4

6.5

Resignation and Dismissal

Upon termination of the contract between the two parties a 30-days’ notice shall
be given by either party, unless it under the following circumstances:

a. First six months employment shall be one week’s notice period.
b. Summary dismissals.
c. UMEDA paying the employee a full salary in lieu of notice.

Notice of termination of service shall be submitted in writing, by both parties, and
may not be given during any period that an employee is on any form of official
leave as per UMEDA leave policy.

Retirement

Any employee, who intends to retire from the service of UMEDA in accordance
with the rules of the Pension Fund, is required to advise his/her Manager of such
intention at least three months before the effective date of such retirement in
order to ensure the smooth and quick facilitation of their retirement benefits.

Absence without permission

An employee, who fails to report for duty without furnishing any reason for such
absence within seven (7) consecutive working days, unless proven otherwise,
shall be deemed to have absconded and as such be treated as if they have
terminated their services with UMEDA.

Should an employee abscond, the contract of service between UMEDA and the
employee shall be deemed to have terminated on the last day on which the
employee worked after the due disciplinary procedures have been instituted. The
employee shall have, as a result of this, subjected themselves to having to forfeit
any claims of service benefits in terms of their conditions of employment except if
determined otherwise by any legislation or recognised policy of UMEDA.

Certificate of Service

On termination of employment, a Certificate of Service shall be issued to all
employees, which states the employees name, surname, job title, date started
work, years service, last day of work and last salary package.

Hand-over Process

On termination of employment all employees should prepare a hand over report
to their immediate Supervisor or Manager. ;

A termination checklist must be completed by both parties in order to ensure that
the following issues are addressed before the employees last day at work:
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Access Disc (returned)

Office, Cabinet and/or Safe Keys (returned)
Cell Phone (returned)

Leave (audited)

Retirement Fund (administration)

Medical Aid (administration)

Salary Advance (recovered)

Computer Equipments(returned)

Biometric fingerprint (terminated)
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6.6  Severance Pay

Retrenched employees (dismissed due to employer's operational requirements
or insolvency) will be entitled to a severance package as determined by any
government gazetted guidelines or code of good practice determined by any
relevant labour legislation or as determined by any negotiated retrenchment
agreement between UMEDA and its employees.

6.7 Notification to Finance
HR should notify the internal finance department of the termination of
employment and obtain assurance that all outstanding claims have been

processed. Information regarding any un-processed claims must be obtained and
used during the final salary reconciliation.

6.8 Notification to Information Technology
HR should notify the internal IT department of the termination of employment and
obtain assurance that all IT equipment/ access issued and assigned to the
employee has been retuned/ terminated, and that the municipal data are returned
and retained (backed-up).
7. ONGOING OBLIGATION
Employees leaving the Agency are informed of and formally acknowledge their on-going
obligations with regard to confidentiality and intellectual property rights.
8. POLICY REVIEW

This policy will be reviewed as and when the need arises.

9. APPROVAL

NAME SIGNATURE/ DESIGNATION DATE

<.

Dr S Ndiovu ‘ ,@W Board: Chairperson ’%’}O y {Z?O 3




