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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm  

· This form is used when departments wish to reduce the pay of employees in cases of unauthorised absence.  It is also used in the case of a strike when the rule ‘no work, no pay’applies.
	Submission Date
	By 3rd of the month
	Help Document
	See page 2
	

	

	Department
	

	Period of Reduction
	From (ddmmyyyy)
	
	To (ddmmyyy)
	
	(Limited to 1 month)


PAY REDUCTION DETAILS

	Staff Number
	Surname and First Name
(Note: Enter first name in full, not a nickname)
	Cost Centre
	Fund
	Hours
	Hourly Rate
	Total Amount

	
	
	
	
	
	Rands
	Cents
	Rands
	Cents

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Form completed by
	


AUTHORITY FOR REDUCTION

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Administrator / Fund Holder
	
	
	
	

	Head of Department
	
	
	
	

	Area Finance Manager (
Or his/her nominee)
	
	
	
	

	HR Administrator
	
	
	
	


COMPLETING A PAY REDUCTION FORM

HR111

When do I complete this form?

This form is used by departments when they wish to reduce the pay of employees in the case of unauthorised absence.  It would also be used in the case of a strike when the rule ‘no work, no pay’ applies.
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Hourly rates are calculated according to the following formula: 
   Academic staff:  Annual COE less Bonus / 12 / number of working days in specific month / 8 
   PASS staff:  Annual COE less Bonus / 12 / number of working days in specific month / 7.5
Where do I send this form?

This form should be sent 

· first to your Head of Department for approval

· then to the Area Finance Manager (or nominee) for verification of fund, cost centre, pay reduction details and signatures - and

· finally, to your HR Administrator for processing.
When do I submit this form?

In time to reach HR Administration, Bremner Building – or the Faculty Office in the case of the Faculty of Health Sciences and the Faculty of Humanities - by the 3rd day of the month in which pay reduction is to be made.

What other forms do I need to complete?

None.
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