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NOTES

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

· This form is completed by line management when a staff member leaves the University or takes up a position in a different Department within UCT.  It covers terminations and completion of contracts. Please see page 2 for further details.
· Leave information is essential in order to verify the final leave balance.

· Please ensure that the staff member is directed to complete the online Exit Questionnaire on https://forms.office.com/r/hqAZ3pdtg0 .
· Please ensure that the UCTRF Withdrawal form (HR153) is also completed, if applicable, with forwarding contact details.
	Submission Date
	At least one month before termination date
	Help Document
	See page 2

	Staff Number
	
	Permanent?
	Y
	N

	Surname
	
	Title
	

	First Name/s
	
	Date of Birth (ddmmyyyy)
	

	Department
	
	Exit Medical required?
	Y
	N


LAST DAY OF SERVICE (ddmmyyyy)
	
	
	
	
	


LEAVE STATUS

	Is this staff member due a payout for annual leave?
	Y
	N
	

	PASS Staff – Dates of last period of annual leave taken
	From
	
	To
	

	Academic Staff – Number of days annual leave not taken in current year
	
	


REASON FOR TERMINATION 

	
	
	Tick
	
	Tick

	Resignation

(Attach letter of resignation)
	 UCT New Department/Faculty
	
	Relocation international
	

	
	Other job opportunity
	
	Family obligation
	

	
	Job security
	
	Unhappy - management practice
	

	
	Remuneration package
	
	Unhappy - organisation fit
	

	
	Career change
	
	Relationship with manager
	

	
	Further studies
	
	Unknown
	

	
	Relocation national
	
	Other (Please specify)
	

	Retrenchment
	Restructuring
	
	Involuntary retrenchment
	

	
	Outsourcing
	
	Voluntary retrenchment
	

	Dismissal

(Attach letter of dismissal)
	Misconduct
	
	Please supply below the name of the HR representative present at the hearing.

	
	Incapacity
	
	

	
	Poor performance
	
	

	Other
	Completion of contract
	
	Never took up appointment
	

	
	Death (Attach copy of death certificate)
	
	

	Retirement


	Normal retirement
	
	Ill-health retirement (AIPF only)
	

	
	Early retirement
	
	Other (Please specify)
	


SAP, BUSINESS OBJECTS (BOBJ) AND PURCHASING CARD STATUS

	SAP User?
	Y
	N
	If yes, Line Manager logs Helpdesk call requesting SAP access termination.

	Business objects (BOBJ) user?
	Y
	N
	If yes, Line Manager ensures scheduled reports are recreated by another user.

	Purchasing card holder?
	Y
	N
	If yes, Line Manager informs Purchasing Card Administrator.


STAFF EMAIL FOR LIFE (ONLY AVAILABLE ON RETIREMENT)
	As a retiring UCT staff member, would you like email for life?
	Y
	N

	Retiree Name
	
	Retiree Signature
	
	Date
	


AUTHORITY FOR TERMINATION

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Admin/Fund Holder
	
	
	
	

	Head of Department
	
	
	
	

	Final Authority (if applic)
	
	
	
	


FOR OFFICE USE ONLY

	Benefits & Exits Officer / HR Admin
	
	
	
	
	Filing
	


COMPLETING A TERMINATION FORM

HR145

When do I complete this form?

This form is completed by departments when a staff member terminates and leaves the University or takes up a position in a different Department/Faculty within UCT. Typically, termination falls into one of the following categories

· resignation

· retirement

· retrenchment

· completion of contract (T2 only)
· dismissal
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· Form HR145 is not completed when T1 staff complete their contracts. If there is no leave to be paid out, the end of contract is assumed from details captured at the time of appointment. If there is outstanding leave to be paid out, form HR147 is used.
· For security purposes it is important to terminate SAP and/or PeopleSoft access. Departments should communicate their requirements to ICTS Systems Access by logging a Helpdesk call (icts-helpdesk@uct.ac.za or ext 4500).

· If the staff member is a purchasing card holder, please email the Purchasing Card Administrator 
(fnd-pcard@uct.ac.za) in order to close the account at the bank.
Staff email for life
From December 2015, retiring UCT academic and PASS staff members will have the option to continue using their UCT preferredname.surname@uct.ac.za email address. See: Email for retirees on the ICTS website. 
Where do I send this form?

Departments should send this form

· first to the Line Manager or Head of Department 

· then, in respect of permanent and T2 terminations, to the Dean or Executive Director (or his/her delegated authority) for final authority – and 

· finally, 
	To
	in the case of

	the relevant HR Administrator
	T1 staff who leave the University due to resignation / retrenchment / dismissal / death 

	the relevant HR Administrator
	T2 staff who leave the University and have not elected benefits

	the Benefits & Exits Officer in Bremner 
	T2 staff who leave the University and have elected benefits

	the Benefits & Exits Officer in Bremner 
	permanent staff who leave the University


When do I submit this form?

At the start of the staff member’s notice period but at least one month before the termination date.  

[image: image3.png]Note




In the case of retirement, the form should be submitted six months prior to the staff member’s retirement date.

What other forms do I need to complete?

The termination form should be accompanied by supporting documentation as indicated below.

· Resignation: attach the staff member’s letter of resignation

· Retirement: attach the staff member’s letter of retirement and/or confirmation from the Head of Department

· Retrenchment: attach a copy of the University’s letter of retrenchment

· Dismissal: attach a copy of the University’s letter of dismissal

· Death: attach a copy of the staff member’s death certificate
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Where applicable the staff member should also complete the UCTRF Withdrawal form HR153.
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