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1. INTRODUCTION
1.1 The Company applies the principles outlined in the Labour Relations Act (LRA) of 1995 as amended and the Basic Conditions of Employment Act (BCEA) of 1997 as amended with regard to the Termination of employees’ employment contracts.
1.2 The Company is committed to ensure secure employment of all employees in an efficient and economically viable way.
1.3 It is the policy of the Company that no termination of employment will take place unless due process was followed. 
2. AIM OF THIS POLICY
The aim of this Policy is to: 
2.1 outline the important conditions that are used to manage staff terminations.
2.2 provide a mechanism to prevent and address disputes that may be caused by staff terminations.
2.3 provide procedural guidelines for staff to follow in case of voluntary termination of services.
3. SCOPE OF THIS POLICY
This policy applies to all employees at various levels of employment, i.e. Permanent, Fixed-Term and Casual employees as defined by the Labour Law whose service is terminated by either the Company or the Employee.
4. NOTICE OF TERMINATION OF EMPLOYMENT

4.1 Termination of service, by either the Company or an Employee will be in accordance with the specific terms of the employment contract existing between the Company and the employee regarding the giving of notice of termination of service.
4.2 The notice periods are as follows as stipulated in the Employment Contract at the onset of employment between the Employee and the Company:
4.2.1 One (1) week notice, if an employee has been employed for four (4) weeks or less.
4.2.2 Two (2) weeks’ notice, if the employee has been employed for more than four (4) weeks but not more than one (1) year.
4.2.3 Four (4) weeks’ notice, if the employee has been employed for one (1) year or more. 
4.3 Notice of termination of a contract of employment must be given in writing.
4.4 A notice period may commence on any day of the week and terminate on any day on which the notice period expires.
4.5 Notwithstanding the above periods of notice, the Company is entitled to effect a summary dismissal of the employee, i.e. dismissal without notice, for any reason recognized in law as being sufficient to warrant summary Termination.
4.6 Instead of allowing an employee to serve his/her notice, the Company may pay the employee the remuneration the employee would have earned if the employee had worked during the notice period. 
4.7 Nothing in this Policy will exempt the Company following a fair pre-dismissal procedure as required by BCEA.
5. CAUSES OF STAFF TERMINATIONS
5.1 Employee Resignation
5.1.1 An employee may voluntarily terminate his/her services with the Company by submitting a Notice of Resignation in writing.
5.1.2 Approval from the appropriate Manager is required where an employee wishes to serve a shorter Notice Period than specified or wants to be released immediately from the Company.
5.1.3 If an employee gives notice of termination of employment, and the Company waives any part of the notice, the Company will pay the remuneration the employee would have received if the employee had worked during the notice period, unless the Company and employee agree otherwise. 
5.1.4 The Company will be at liberty to take legal actions to recover losses incurred from an employee leaving without the appropriate notice period, including legal costs.
5.1.5 Any outstanding salary and leave days due to an employee will be paid to the employee on his/her last working day, subject to the employee returning all Company property in accordance with the Employee Termination Checklist (see Appendix R-3-1). 
5.1.6 Any amounts owed by the employee for Training or Esri Conferences will be deducted from the leave payout.
5.2 Dismissal
5.2.1 Management can legally terminate an employee’s services by serving him/her with a Notice of Termination, subject to the relevant notice periods as stated under Point 4 of this policy.
5.2.2 Such termination will comply with the Company’s Disciplinary Procedure and the Code of Good Practice: Dismissals, as laid out in the Labour Relations Act.
5.2.3 Under normal circumstances the Company would summarily dismiss an employee. The date of termination will be the actual last working day, and all other benefits due to the employee will be determined up to this date. 
5.3 Termination due to poor work performance 
5.3.1 The necessary discussion will be held with the employee informing him/her of the deterioration or unsatisfactory outputs of his/her work performance, within the guidelines of the Company’s Disciplinary Procedure and the Labour Relations Act.
5.3.2 After reasonable attempts have been made to assist the employee to improve his/her performance without success, the Company may decide to terminate the employee’s employment.
5.3.3 Termination in 5.3.2 above will be in accordance to the BCEA, after intensive consultation and corrective intervention.

5.4 Retrenchment or Termination due to a position becoming redundant

The Company will follow the process of Retrenchment as outlined in the relevant Labour Legislation with regard to the retrenchment of employees.
5.5 Retirement
5.5.1 The Company’s normal and agreed upon Retirement Age is sixty-five (65) years of age
5.5.2 Employment will automatically come to an end at the end of the month in which an employee turns sixty-five (65) years of age.
5.5.3 Retired individuals could return as Fixed-Term Contractors for a term completely at the discretion of the Managing Director.
5.5.4 Refer to Policy R-4 (Retirement) for more information.

5.6 Death of an employee
In the event of an Employee’s death, all accrued benefits due to him/her as at the date of death will be determined and paid to the Beneficiary.
6. RETURN OF COMPANY PROPERTY
6.1 When an employment contract is terminated, employees are required to return all Company property in their possession, before or on their last working day. 
6.2 The Employee Termination Checklist (see Appendix R-3-1) must be completed and handed over to the relevant Manager before departure.

6.3 Any outstanding salary due will only be paid to an employee once he/she has returned such Company property to the relevant Managers.
7. CERTIFICATE OF SERVICE

On termination of employment the company will provide employees with a Certificate of Service in accordance with the provisions of the Basic Conditions of Employment Act, no. 75 of 1997 (as amended) and the Labour Relations Act, no. 66 of 1995 (as amended) and any other statutory requirements.
8. COLLECTION OF EMPLOYEE DEBT
8.1 The Company will collect any debt from an employee, whose employment is terminated, according to the agreement between the Company and the employee. 
8.2 Usually outstanding debt is deducted from the final salary of an employee.
9. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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