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1. PURPOSE

The purpose of this policy is to outline the key issues and steps in the process of
terminating services of employees.

2, SCOPE

The procedure applies to employees terminating their employment services on
account of:
2.1 Normal resignations
2.2 Termination due to statutory appointment
2.3 Expiry of Contract
2.4 Operational Requirements
2.5 Death
2.6 Retirement
2.7 Dismissal
2.7.2 Misconduct
2.7.2 Abscondment
2.7.3 Termination of Probation
2.7.3 Incapacity due to poor work performance or ill-health

3. GUIDING PRINCIPLES
3.1 A contract of employment ferminable at the instance of a part thereto, shall
be subject to one calendar month notice of the termination of contract,
such notice to be in writing directed to the Municipal Manager,
3.2 No vacation leave to be taken during notice period.
3.3 The Municipal Manager or his/her nominee may agree to accept shorter
notice than is prescribed by this policy and may agree or decline to the
withdrawal of the notice of termination before it has taken effect.
3.4 The Municipal Manager or his/her nominee in the case of termination of
the employee’s services in terms hereof, deduct from the employee the
appropriate salary in lieu of the period on notice prescribed by this
clause.
3.5 Nothing in the clause aifects the right
3.5.1 Of adismissed employee to dispute the lawfulness or fairness of the
dismissal in terms of Chapter VIl of the Labour Relations Act, 1995, or
any other law; and

3.52 Of an employer or an employee to terminate a confract of
employment without notice for any cause recognized by law.



3.5.3 Ontermination of employment an employer must pay an employee
for any accrued paid time off, accrued vacation leave and pro-
rata vacation leave in terms of the current incomplete leave cycle.

4. STEPS IN HANDLING EMPLOYEE TERMINATIONS

4.1 Resignation

4.1.1 An employee submits a letter of resignation to her/his immediate
Supervisor.

4.1.2 The Immediate Supervisor holds a quick discussion with the
employee to establish if the employee’s resignation is not as result of
an incident at the workplace. This is not an exit interview.

4.1.3 The Supervisor then forwards the letter to the Municipal Manager
through his/her Manager

4.1.4 No matter how long the approval takes, notice period is from the
day the immediate supervisor acknowledges receipt of the letter.

4.1.5 The letter of resignation of the employee is forwarded fo the
Corporate Services Manager who then forwards it to the HR Section.

4.1.6 The HR Section receives the letter of resignation and proceeds with
processing the termination of the employee.

4.1.7 The Head of Department may simultaneously start the process of
filing the post by completing the filling of vacant post form.

4.2 Expiry of Contract

4.2.1 For employees whose contracts are three years and more, the following
shall fake place:

4.2.1.1  The Human Resources Department prints out and advise the
Municipal Manager and the relevant Heads of Departments, names
of employees whose confracts are due to expire six months in
advance.

4.2.1.2 Three months before contract expiry date, the HR department issues
a notice of termination of services to the employee and advises the
Immediate Supervisor and the relevant HOD about the contract
expiry.

4.2.1.3 The rest of the steps in the resignation section will apply here

4.2.2 For employees whose contracts are less than three years and more than
three months, the following shall take place:



4.2.2.1 The Human Resources Department prints out and advise the

Municipal Manager and the relevant Heads of Departments, names
of employees whose coniracts are due to expire three months in
advance.

4.2.2.2 A month before contract expiry date, the HR department issues a

notice of termination of services to the employee and advises the
Immediate Supervisor and the relevant HOD about the contract

expiry.

4.2.2.3 The rest of the steps in the resignation section will apply here

4.3 Operational requirements

4.3.1

4.3.2

4.3.3

4.4

4.4.1

4.4.2

4.4.3

4.4.4

4.4.5

DR AB XUMA may discharge employees for operational reasons if the
discharge complies with Sections 189 and 190 of the Labour Relations Act;
and

The applicable collective agreement that determines benefits for
employees discharged for operational reasons.

If ELM fransfers personnel to an entity outside Local Government such
transfer shall comply with section 197 of the Labour Relations Act.

Death

The death of an employee is reported to the immediate supervisor who
willinform the Head of Department immediately of the employee's death.
The Supervisor must make efforts to obtain the death certificate from the
family members of the deceased employee.

The Head of Department nofifies the Municipal Manager ond HR
Department in writing

The HR department commences with the termination of services
procedures and expedites the payment of benefits owing to the
deceased employee to her/his family.

The HR Department proceeds with processing the termination of the
employee.

The Head of Department may simultaneously start the process of filing the
posts and the posts can only be advertised after the deceased employee
has been buried.

4.5 Retirement

4.5.1

At the beginning of every year, the Human Resources Department prints
out the names of employees who are due to retire in the course of the
year.



4.5.2

4.5.3

4.5.4

4.5.5

4.5.6

4.6

4.6.1

4.6.2

4.7

4.7.1

The HR Department advises Heads of Departments of the imminent
retirements at least three months before the retirement date of
employees.

Three months before retirement date, the HR department advises the
employee about the retirement

Early retirement age 55

All DR AB XUMA employees must retire 65 years voluntary and subject to
rules of pension fund.
The rest of the steps in the resignation section will apply here.

Dismissal

The HR Department will advise the Head of Department of an employee
who is being dismissed as well as the employee about the outcome of the
disciplinary enquiry immediately after the outcome has been formalized.
The rest of the steps as in the resignation type with the exception that no
exit interviews are held.

Abscondment

An employee who absents him/herself from work without permission for
more than ten (10} consecutive working days will be deemed to have
absconded. The Supervisor should take all reasonable steps to establish
the whereabouts of the employee and satisfy him/her that the employee
has no intentions of returning to work.

4.10 Termination of probation

ELM shall act with due regard to item 8, schedule 8 of Labour Relations Act when
terminating the services of an employee on probation

4.11

Incapacity due to poor work performance or ill-health

4.11.1 DR AB XUMA may discharge an employee forincapacity due to poor work

Performance.

4.11.2ELM shall effect discharges on account of incapacity or poor work

performance with due regard to item 9 of Schedule 8 to the Labour
Relations Act.



5.1

5.2

5.3

Administering terminations from the HR point of view

Termination of service due to resignation and ill-health must be initiated at
the level of a department, with the Head of Department receiving the
nofification of termination from an employee, in the case of resignation.
Termination of employment on account of refirement and dismissal will be
initiated by the HR Department who will advise the Head of Department
concerned of the imminent termination at the earliest opportunity.

The HR depariment will upon receipt of termination of employment notice

undertake the following steps:

5.3.1 Establish the debt status of the employee including possession of the
DR AB XUMA Municipdlity assets. Cooperation with the department
concerned and the department of Finance is critical in this regard.

5.3.2 Termination of the employee’s services on Promun will be advised
ahead of the deadline for the nexi payroll run.

5.3.3 Notice of service termination will be forwarded to the third party
institutions like medical aid and provident fund companies ahead of
the employees last date with the DR AB XUMA Local Municipality.

5.3.4 All necessary arrangements shall be made to recover any DR AB
XUMA LM assets or debt owing by the employee.

5.3.5 Arrange for the exit interview of the employee concerned

6. Exit Interviews

7.1

7.2

7.3

HR Department arranges a structured exit interview for the employee.

It should be held on the last working day.

From the level of Assistant Managers upwards, the interviews must be held
by the Municipal Manager/ Corporate Services Manager, the rest can be
handled by HR Officer.

The outcome of the interview is added to the DR AB XUMA LM database
on exit interviews;

The Human Resources Department shall put together and distribute
Monthly report to management on termination of services. The report may
include employee details, date of termination of service, reasons for
termination, etc.

Circumstances in which a Termination of Service can be Delayed or
Disapproved.

When there is a pending investigation and/or disciplinary action against
the employee.

When prescribed noftice period is not adhered to and due to operational
reasons it cannot be varied.

When there is a task or project which the employee has to complete.
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1.POLICY ADOPTION

The accounting officer will be the accountable custodian of this policy and must
ensure that this policy is submitted to the council for consideration and adoption.

2.POLICY REVIEW

This policy must be reviewed at least annually fo ensure that it is adaptable to
operational changes and it is aligned with the legislative environment.

When deemed necessary on ad hoc basis, the Accounting Officer must submit

proposals of amendments of the policy to the Council for consideration and
adoption.
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