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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form is completed by line management when the payout of leave is necessary related to the following changes of appointment:
· A T1 staff member has completed their contract and was unable to take their leave within the contract period.
· A staff member moves from PASS to academic conditions of service.
· A staff member moves from academic to PASS conditions of service (with motivation).
· Please print page 1 only if you are familiar with the contents of page 2.
	Submission Date
	By 3rd of month in which contract ends or in which change in conditions becomes effective
	Help Document
	See page 2


PERSONAL DETAILS

	Staff Number
	
	Contract  Type
	

	Surname
	
	Title
	

	First Name/s
	
	Date of Birth (ddmmyyyy)
	

	Department
	


LAST DAY OF CONTRACT/DATE OF CHANGE
	
	
	
	
	


                                                                                    dd          mm          yy
LEAVE DETAILS
	Is this staff member due a payout for annual leave?
	Y
	N
	

	Dates of last period of annual leave taken
	From
	
	To
	


SAP DETAILS
	SAP User?
	Y
	N
	If yes, has access been terminated?
	Y
	N


AUTHORITY FOR LEAVE PAYOUT
	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Admin/Fund Holder
	
	
	
	

	Head of Department
	
	
	
	

	Final Authority (if applic)
	
	
	
	


FOR OFFICE USE ONLY
	HR Administrator
	
	
	
	
	Filing
	


COMPLETING A LEAVE PAYOUT FORM

HR147
When do I complete this form?

This form is completed by a department only in the following specific circumstances -
· when a T1 staff member has completed their contract and was unable to take their leave within the contract period. If the staff member’s employment is terminated for any other reason (e.g. resignation), form HR145 is completed.
· a staff member moves from PASS to academic conditions of service
· a staff member moves from academic to PASS conditions of service (with motivation).
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· This form is NOT completed when leave is to be paid out to a T2 or permanent staff member who is leaving the University. In such instances form HR145 is completed.

· For security purposes it is important to either terminate SAP access or extend it with the appropriate authorisations. Departments should communicate their requirements to ICTS Systems Access by logging a Helpdesk call (icts-helpdesk@uct.ac.za or ext 4500) or fill out the SAP01, SAP02 or SAP03 forms respectively.

Where do I send this form?

Departments should send this form

· first to the Line Manager or Head of Department 

· then, where applicable, to the Dean or Executive Director (or his/her delegated authority) for final authority – and 

· finally, to the relevant HR Administrator
When do I submit this form?

By 3rd of the month in which the staff member’s contract ends or when the change in conditions becomes effective.
What other forms do I need to complete?

None
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