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POLICY ON TERMINATION OF SERVICE
Date first issued: 28 September 2005

Date reviewed: 

Date approved by EMC/ Senate:     

This policy and its rules, guidelines and procedures replace all previous policy and/or circulars pertaining to medical aid.

1.
POLICY ON TERMINATION OF SERVICE
It is the policy of the Tshwane University of Technology (TUT) that when a staff member’s service is terminated in any way, the official termination of service guidelines in terms of the provisions of the Basic Conditions of Employment Act, 1997, the rules and statutes of TUT and the staff member’s conditions of service, where applicable, are followed. This is especially relevant with regard to the varying retirement ages of staff members, as contained in individual conditions of service.

2.
DEFINITIONS

“Termination of service” may mean any of the following:  resignation, retirement, early retirement, retirement due to ill health, dismissal, death, incapacitation, and retrenchment;

“term” means an academic quarter between two recesses.

3.
RULES

3.1
NOTICE OF TERMINIATION

3.1.1 Lecturing staff members must, if required to, give one (1) full term’s notice in writing; 

3.1.2 Support staff members must give one (1) calendar month’s notice in writing;

3.1.3 Temporary staff must give notice in accordance with the provisions of the BCEA, which provides that the notice of termination is as follows:

· One (1) week, if the employee has been employed for four (4) weeks or less;

· Two (2) weeks, if the employee has been employed for more than four (4) weeks, but not more than one (1) year;

· Four (4) weeks, if the employee has been employed for one (1) year or more;

3.1.4
Notice of termination of service must, in all cases, be given in writing and signed by the staff member’s line manager concerned. 

3.2
LEAVE DURING NOTICE PERIOD

3.2.1 Lecturing staff members may not take any leave, except sick leave, during the last quarter of their period of service;

3.2.2 Support staff members may not take any leave, except sick leave, during the last calendar month of their period of service;

3.2.3 In the case of a staff member whose service is terminating and who, at that stage, has taken more vacation leave than that which he or she is entitled to, the unauthorised leave shall be regarded as leave without pay. The cash value of such leave shall be recovered from the salary due to the staff member on the date of his or her termination of service;

3.3 
RULES PERTAINING TO SPECIFIC TYPES OF TERMINATION OF SERVICE

3.3.1 Resignation
In the case of a resignation, the original resignation letter must be forwarded to the Human Resources Division for processing and accepted by the relevant line manager. 

3.3.2 Retirement and Early Retirement
· Staff members appointed from 1 January 2004 will retire at the age of sixty (60);

· For lecturing staff members the retirement date is the first day of the calendar quarter immediately following the calendar quarter in which he or she reaches the age of sixty (60) years;  and

· For non-lecturing staff members the retirement date is the first day of the calendar month immediately following the calendar month in which he or she reaches the age of sixty (60) years.

· A staff member may apply for early retirement in any of the above categories from the age of fifty-five (55) years onwards;
· In the event  of a contract appointment it may not go beyond 60;  and
· Current TUT staff, who were in the employ of the merging institutions on 1 January 2004, will maintain their respective retirement dates as follows:
· TNG:  Pensionable age remains the age of 60 years at which age an employee may be retired on pension if the Council so directs.  Due to the practice, since 1999, to retire employees at the age of 60, Council will annually be provided with the names of employees, who will reach the pensionable age during that year, in order to issue a directive in respect of those employees.  Individual employees may submit written presentations, for consideration by Council, should the appose such retirement.  Retirement age remains the age of 65 years at which an employee is obliged to retire from service.  

· TNW:  Retirement age will be sixty-five (65)
· TP:   An  employee  who  was appointed  after 1 January 1956,  but  before 31 December 1987 shall have the right to retain as his or her retirement age, namely the age of sixty-five (65) years, in which case he or she shall retire on the first day of the calendar month immediately following the month in which he or she attains the age of sixty-five (65) years:  Provided that such employee may elect to retire on the first day of any calendar month after the calendar month in which he attains the age of sixty (60) years;  and provided further that he or she should give the Council at least three (3) calendar months written notice of his or her intention to retire.
3.3.3 Retirement due to ill health
When it becomes apparent that a staff member is no longer capable of performing their duties, then that staff member may apply for retirement due to ill health according to the rules of the Pension and Group Life Insurance Fund. 
3.3.4 Dismissal and discharge on account of negligence or misconduct
· The Council may terminate the service of any staff member who is guilty of misconduct at work, after due process;
· In the case of a staff member on probation, the Council may decide not to confirm his or her appointment, or terminate his or her service;
· Terminations of this nature will be done in accordance with prevailing labour legislation and as set out in the Disciplinary Code and Procedures document of TUT.
3.3.5 Retrenchment
· TUT must ensure the job security of all staff members, as far as possible;

· A reduction of staff based on operational requirements may become necessary. All such terminations must occur in terms of the provisions of section 189 of LRA as amended, and its impact must be reduced as much as possible.

3.3.6
Exit interview

The exit interview is an integral part of TUT’s labour turnover analysis. By analysing and measuring labour turnover, the institution is able to remain receptive to the changing needs of its staff members. The institution is also able to improve on decision-making that affects the well being of staff members as well as the institution. The data/information collected through the exit interviews should be processed by the Labour Relations Department and monitored by the Employment Equity office.

3.3.7
Incareseration

In the event of staff member being incareserated due to being found guilty of a criminal offence, the contract of employment will be terminated on the basis of inability of the staff member to perform his or her duties.

4.
PROCEDURES

Relevant HR procedures.

5. DOCUMENTS 

5.1
Annexure A – Exit Interview
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