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SIGN OFF

L Head of Department

This Policy on Exit Management has been recommended Andile Fani in my
capacity as the Head of Department for Cooperative Governance and Traditional
Affairs.

| am satisfied and concur with the contents of this Policy.

The development of the Exit Management Policy will ensure that the Department
is able to exercise its powers in compliance with the law and guide decision-
making in the Department.

1

Signed:

Designation: Head of\Department

Date: 1 \ s
I’LI W wroeQ)

Il Executive Authority

The Department of Cooperative Governance and Traditional Affairs has
unprecedented opportunity to improve the lives of the people by effectively
rendering services that it is expected to provide. We have envisaged a
department that has the required capacity to respond adequately to the
challenges of its people.

|, therefore, trust that guidance from this Policy will contribute to the effective
curbing / prohibition of exit management in the Department.

']

[ ‘
Signed: O[\/\/\J\/\

MEC: X. E Ngatha of Cooperative
Designation: Governance and Traditional Affairs

Date: \5\ \\'qﬂ’z,o




1. PREAMBLE

The Department of Cooperative Governance and Traditional Affairs commits
itself to the smooth exit of its employees by expediting the payments of applicable
benefits to exiting employees with due regard to the legislated processes based
on the different exit reasons.

2. PURPOSE OF THE POLICY

2.1 To help provide a harmonious termination of the employment relationship

2.2 To conduct Exit Interviews to enable the department to determine why its
employees are terminating the working relationship.

2.3 To ensure that employees leaving the department do so in a manner that is
not prejudicial to the department and also to protect the department’s image
as a reputable employer.

2.4 To assist the department in analysing exit trends and develop strategies to
arrest labour turnover based on Exit Interview Results.

3. DEFINITIONS
Terms and definitions that will be used throughout the procedure that need

clarification for the reader, this can also include any keywords; including also
technical terms, abbreviations that may be used in this document.

Terminology Definitions (with examples if required)
and Acronyms
Dismissal The employer terminates the employment contract with or

without notice.

Resignation The employee terminates the employment relationship by giving
the employer a notice period of intention to resign as per
section 37 of the Basic Conditions of Employment Act.

Retirement Is the point where a person stops employment completely when
she/he reaches the normal retirement age of sixty five (65).

Abscondment The employee wilfully absents him/herself without notice,
permission or valid reason and is regarded as a form of
misconduct.

Effluxion of time | Natural flow of time to the end.

Early Retirement | Termination of employment contract by agreement between the
employer and the employee before the normal retirement age of
60.

S




Normal Termination of employment contract when the employees reach |

Retirement the normal retirement age determined by applicable legislation:
at age 60-65 years old currently.

lll-Health ) Termination of employment contract when the employee cannot

Retirement perform duties due to ill health.

Exit Interviews One on one interview conducted in confidence to determine the

reasons for the employees to leave using a prescribed Exit
Questionnaire.

| Interview The document which contains a list of prescribed questions to

Questionnaire be used for conducting an Exit Interview.

Labour Turnover | Relative rate at which an employer gains and losses staff. The

number of employees that have quit within a given time period.

Summary Termination of Employment Contract by the employer without
Dismissal serving notice period.

Fixed term An employment contract between the employer and the
contract employee that extends over e specific period of time;

employment contract that has a starting and an ending date.

APPLICATION AND SCOPE

This policy is applicable to all serving employees of the Department of
Cooperative Governance and Traditional Affairs, including contract employees.

4.

5.
a)
b)
c)
d)
e)
f)

6.

LEGISLATIVE FRAMEWORK

The Constitution of the Republic of South Africa of 1996

Basic Conditions of Employment Act, Act 75 of 1997.

Labour Relations Act, Act 66 of 1995 (as amended).

Employment Equity Act, Act 55 of 1998 (as amended).

Occupational Health and Safety Act, 85 of 1993.

DPSA Circular on Early Retirement without penalisation of pension benefits
in terms of section 16(6) of the Public Service Act, 1994,

CONSULTATION PROCESS WITH STAKEHOLDERS

A number of affected stakeholders including employees at all levels have been
consulted throughout the drafting process and their inputs, comments were
obtained and incorporated. Legal Services was consulted for legal advice and
ensure that the draft policy is in correct format and language as well as to validate
the legal soundness of the Policy. Management of the Department has been




consulted for inputs, buy-in and adoption. Contents of the Policy has been
presented to Management-Labour Forum for comments and inputs.

7. POLICY PRINCIPLES INHERENT IN THE EXIT MANAGEMENT POLICY

The guiding principles that underpin this policy including the underlying values
and concepts that are required to support the intention of the policy are as
follows.

7.1 BATHO PELE PRINCIPLES

The Exit Management Policy is in line with the provisions of Batho Pele
Principles.

7.2 PARTICIPATION

All line managers and employees are key to the successful implementation
of this policy.

7.3 ACCOUNTABILITY

All line managers and employees will be required to account for non-
adherence to the provisions of this policy. Non-compliance will be dealt with
in terms of the Disciplinary Code and Procedures.

8. POLICY STATEMENT

The Department of Cooperative Governance and Traditional Affairs is committed
in taking into account all statutory requirements and best practices in the
development of processes to support the effective management of individuals
leaving the Department.

9. TYPES OF TERMINATION

9.1 Resignation
The employee terminates the employment relationship by giving the
employer a notice period of intention to resign as per section 37 of the
Basic Conditions of Employment Act Public Service Act and in terms of the
Public Service Regulations 69.

9.1.1 An employee may resign from the public service, and for the purpose shall-

a) Inthe case of any employee who has been employed for one year or more
give at least four weeks’ notice of resignation.



b) In the case of an employee who has been employed for more than six
months but not more than a year, give notice at least 2 weeks’ notice of
resignation.

c) In the case of any employee who has been employed for six months or
less, give at least one weeks’ notice.

9.1.2 Subject to section 16B (6) of the Act, the executive authority and the
employee may agree to a period of notice shorter or longer than the
applicable period referred to in subregulation (1).

9.1.3 An executive authority shall stipulate the manner in which an employee shall
submit his or her resignation.

9.1.4 An executive authority shall conduct and record an exit interview with an
employee who has resigned and record the reasons given by the employee
for his or her resignation.

9.1.5 An employee who has submitted his or her resignation to the executive
authority may only withdraw his or her resignation with the written approval
of the executive authority, which approval shall be made no later than the
last working day.

9.1.6 If notice of resignation is given in terms of subregulation (1), the executive
authority may require the employee to return all official equipment and
documents, vacant his or her office and leave the department's premises
before the expiry of the notice period on a day stipulated by the executive
authority and not to perform any duties for the remaining notice period.

9.1.7 Application for resignation shall be considered in terms of the provisions of
the Public Service Regulations 2016.

PLEASE NOTE: Employees must complete an Exit Interview Questionnaire
before leaving the department.

9.2Retirement / Notice to Retire/ Early Retirement

Section 16 of the Public Service Act, 1994 as amended provides that an
employee has the right to retire from the service between the ages 55 and 65
years.

9.2.1 Retirement

When an employee attains the age of 65 years, it is compulsory that on the month
he/she attains 65 years his/her services will be terminated.

9.2.2 Notice to Retire

9.2.2.1 Employees from age 60-64 years may give notice to retire in writing to
the Head of Department at least three calendar months prior to the date
on which he/she wishes to retire.



9.2.2.2 In the case of an officer who occupies the office of the head of
department, he /she shall give notification of his or her wish to be retired
from the Department at least six calendar months.

9.2.3 Early Retirement

An employee has the right to retire from the service from the age of 55-59 with
the provision that certain penalty clauses apply in terms of pension benefits by
Government Pensions Administration Agency (GPAA/GEPF).

NB: In the case of notice & early retirement, employees are advised to submit
requests five months before the actual date of termination.

9.3 Completion of fixed term contracts

A fixed term contract is a contractual relationship between an employee and an
employer that last for a specified period. The service of employees on fixed-term
contracts automatically ceases at the end of the contract period.

Extensions may be considered by the Member of the Executive Council
according to the following principles:

9.3.1 Extension is required because of additional operational requirements
related to the original contract and is not a completely new contract.

9.3.2 Clear operational grounds exist for extending the contract rather than
initiating recruitment processes.

9.4 Termination due to ill health

An employee who is always absent from duty due to continued lil-health can
apply for ll-health retirement by completing the prescribed application and
attaching all valid detailed medical evidence related to the medical condition for
submission to the Health Risk Manager who will make a recommendation to the
Head of Department.

9.5 Dismissal on account of misconduct/ Abscondment

Human Resource Management terminates an employee due to misconduct/
abscondment on receipt of a report and copy of a signed letter notifying the
employee after disciplinary hearing from Employee Relations Directorate.



9.6 Death

In cases of death, a notice of death accompanied with the certified copy of
death certificate must be submitted to Human Resource Management by the
responsible Manager.

10. PAYMENT OF PRESCRIBED BENEFITS ON TERMINATION

On termination of employment, the ECCOGTA must:

pay an employee leave gratuity for leave accrued in terms of the provisions of
the DPSA Determination on Leave of Absence within six weeks of service
termination.

11. KEY ADMINISTRATIVE POINTS

When staff leave voluntarily through resignation, have their appointment
terminated or retire, the following key areas form the basis of the action to be

taken:

11.1
11.2

11.3

11.4

11.5

11.6

Employees are encouraged to provide an appropriate period of notice;
Preventing delays in the payment of salaries and other payments
requires prompt action by staff, line managers and Human Resource
Management office.

Staff should make every effort, and be encouraged by line management
not to take any annual leave once the process of leave gratuity
calculation begins.

Employees to be prepared for new life after retirement (life and financial
skills for ATM withdrawals, warned against “fly-by-night” investment
schemes, etc.).

Payments of benefits to exiting employees should be expedited in line
with applicable legislative provisions and prescribed timelines to be
strictly adhered to.

Recovery of Departmental resources such as laptops, cell phones, 3G
cards,

12. EXIT INTERVIEWS

12.1 Officials leaving the employment of the Department of Cooperative

Governance and Traditional Affairs should be invited to take part in exit
interviews. These should be entirely voluntary and confidential.

12.2 Officials should be encouraged to discuss their working experiences

freely and frankly. In this way exit interviews can help to identify problem



13.

12.3

12.4

areas within the workplace. The information generated in the interviews
can be evaluated, used as remedial steps to correct identified challenges.
Through the results of the Exit Interviews, the employer can determine
and analyse exit trends in the department and this will also assist in the
Attraction & Retention Policy through practical remedial interventions in
the identified problem areas.

The reasons advanced by employees for the termination of services
should be honestly and accurately recorded using the prescribed Exit
Interview Questionnaire (See Annexure A).

ROLES AND RESPONSIBILITIES

13.1

13.2

Line Managers

13.1.1 Key role in the termination of contract of employment between
the employer and the employee.

13.1.2 Responsible for the wellbeing of his/her subordinate as he
serves as a mentor and give advice where necessary.

13.1.3 Notifies HR in writing of the pending termination (resignation,
dismissal, death, retirement, incapacity, etc.)

Human Resource Management

13.2.1 Arrange and conduct Exit Interview in good time for exiting

employees, where practically possible.

13.2.2 Ensures that all payment accruals to the department are paid and

all due to the employee are timeously effected on the PERSAL
system.

13.2.3 Assist the exiting employee on the completion of the necessary

documentation to expedite due payments to the employee.

13.3 Employee

13.3.1 Notifies HR Staff through the supervisor of the intended exit
action in writing

13.3.2 Complete necessary documentation in full and accurately
with the assistance of HR Staff

13.3.3 Avails himself/ herself for an Exit interview

13.3.4 Hands over all departmental property to his line supervisor

13.3.5 Make necessary payments arrangements for all monies
due to the department before s/he leaves.



14.

15.

16.

17.

18.

COMMUNICATION / EDUCATION OF THE POLICY

The Exit Management policy will be communicated throughout the department to
all its employees using workshops, intranet and workgroups.

MONITORING AND EVALUATION OF THE IMPLEMENTATION OF THE
POLICY

Human Resource Management will monitor the implementation of this policy and
will submit a quarterly report to the Chief Director: Corporate Services for
submission to the Head of Department.

APPROVAL OF THE POLICY

The policy will be approved by the Member of Executive Council (MEC) on the
recommendation of the Head of Department as per the updated Departmental
Delegations and the policy will become effective on the date it is signed by the
Executing Authority.

DISPUTE RESOLUTION MECHANISM

In the event of disputes arising out of this policy, such disputes will be dealt with
in terms of the grievance procedure and labour legislation applicable in the Public
Service.

REVIEW OF THE POLICY

The policy will be reviewed and amended in line with future legislative and
collective agreements. The development of this policy is a dynamic process and
that it may require revision from time to time.

11



s

"a0[J0U ,S)ooM BUO }ses| Je aAIb ‘sse| Jo syjuow
XIS J1oj pahojdwa ueaq sey oym aakojdwsa Aue jo ased ay} uj (9
‘uopeubisal Jo 9o1j0U SHOOM
| Z1se9) je sojou aAIb ‘Jeak e uey) aloul Jou g SYUOW XIS uey}
aJow .oy pakojdwa usaq sey oym ashojdwa ue Jo ased ay) u| (q
‘uoijeubisal JO 821j0U S}98M INOJ JSed) 18 SAIB aiow 1o Jeak
auo Jo} pakojdwa usaq sey oym aakojdwa Aue Jo ased ay) u| (e

-lieys asodind
ay} Jojy pue ‘aainies 2lgnd ay) woyy ubisas Aew sakoldwe uy L°L'6
‘ubisal 0}
noqge s oym asAojdwa ue jsulebe sased Huipuad uo aapoaliq Juswedaq
JO peaH 8y} yum 1sad jim uoneo|dde ue aujpap/ }dadoe 0} UOISIOBp |eul 8y L

uoneubisay L6 | eyiebN 3 "X D3N | 0202 J8QWBAON €1 | 0202

aueAiysoqop ‘W 03N 1 L0Z YoIBl 22 1102

109)jo saye)
£ojod ayy @)ep sup)

"juswinoop 9111 g Sweu
By} 0} sI Juswipuswe ay} Jeym pue sainpadsoid papasiadns Aue apnpou| | ||} — uosiad joeuo) QANINAA wouy ueis
juswpuswy Ag panoaddy aAno9yg ajeq lofiled
= UOISIOA

AYOLSIH 39NVHO ANV TOYLNOD NOISH3IA 61




Jusawpedap ayj) Huiaed| alojaq alreuuonsand
MIIAIBMI| )XxJ ue o|dwod jsnw sadfoldwg :JION 3ISvIld

‘ubisau 03 Jnoge si oym avAodwa

ue jsuiebe sased Buipuad uo sAloal Juswpedaq JO pesH 8y}
yim 1sal |im uoneoljdde ue suipap; 1deooe 0} uoisiosp jeuy 8yl 2°L°6

‘pouad ao1jou Buluiewsal ay} 1oj sainp Aue

wuopad 0} Jou pue Ajuoyine sAnnoaxa ay) Aq pajejndls Aep e uo

polad ao130u ayj Jo Andxs ay) a10jaq sasiwald s juswpedsp ay)

9AB3| pue 82140 Jay 1O SIY JuedeA ‘sjuswnoop pue jJuswdinbs

[e10140 j|e uinjal 0} eakojdws ay) alinbal Aew AjLoyine aAlNoaxXd
ay} ‘(1) uonenbaigns jo swis) Ul usAIb st uoieubisal Jo ad110U §| 9°L°6

‘Aep Bupjiom jse| 8y} uey) Jaje] ou apew 8q [jeys

leacsdde yoiym ‘Ajuoyine aAinosaxe ay} Jo |eAacidde uajum ay)

yum uoneubisal oy Jo siy meipyim Ajuo Aew AjLoyjne aAljndaxas
8} 0} uoneubisal Jay Jo siy papiwgns sey oym asholdwe uy G'L'6

‘uoneuBisal Jay 10 sIy J0}
aafoldwa
ay) Aq uaaIb suoseal ay) p1odas pue paubisas sey oym aakojdws
ue ypm
MBIAIBIUI JIXD UB PI0ODDJ pue JONpUOod ||BYs AJUOYINe SAIIND9Xa UY +'L°6

"uoneubisal Jay 10 SIy Jwgns jjeys sehojdwe
ue Yolym Ul Jsuuew ay) aejndns |jeys AjIoyine eAnoexs Uy €16

‘(1) uonenbaigns ul 0} pausjel poued s|gesldde sy uey)
Jabuoj Jo sapoys aoj0u Jo pouad e o) saibe Aew sakojdwse ay)
pue Ajoyine sAlnNdaxe 8y} ‘oY ay} Jo (9)g9 |l uonoass 0} 309[ang Z°1°6




B {

paubis e Jo Adoo pue uodal e Jo )digdal uo JUSWPUOISJe AoNPUOISIW
0] enp ooAoldwe ue sajeulwls) jJuswobeuely 92IN0S8y UeWNH
JUBWIPUOISQY /32NPUOISIW JO JUNOIIL UO |essiwsiq §°6

Juswiueda(] Jo peaH 8y} 0] UOIBPUSLULLODSI B 8)eW [|IM

oym Jabeuepy Msiy UleaH a8yl 0} UuoISSILIgNS 10} UORIPUOD [edIpaw 8y}

0] pajejal 80USpPIAS |eJIpall pajielap pljeA |le Buiyoene pue uoneosidde

paquosaid sy} Bunsjdwos Aq juswaanes yjesy- Jo} Aldde ueo

yljeay ||l penuiuos o) anp ANp wouj Jussqe sAemje s| oym aalojdwa uy
yijeay ||l 03} snp uoneulwid] ¥'6

"UOljeUILLI) JO 1P [BNJOR AU} 810J8q SYIUOW aAl) sjsenbal Jwans o)
pasiApe aJe seafojdws ‘JusLusliel Ales @ 8o1}0U JO 8sed By} U] :gN
Juswaunay A3 €26

‘alljal

0} SayYsIM ays/ay yoiym ui yyuow ay) buneys juswpedsq jo pesH ay)

0} Bunum ui aiijal 01 800U dAI6 Aew sieah $9-09 abe wol seaiojdw]
alljay 0) ONON 2°2°6

“vSd3d
UoO pajeulwls) a8q [IM S8dIAIeS Jay/sly SIesk Gg sulepe 8ys/ey Yjuow

ay} uo jey; Aosindwod si ) ‘sieak g9 Jo abe ay) sulepe sakojdwa ue Usypp

juswiaandy L'¢°6




‘spJed
¢ ‘sauoyd |82 ‘sdojde| se yons saoinosal [ejuswuedaq Jo ABA009Y
sjuiod aAnensiuiwpe A9y L L

"9]eI0)0alI(] suolje|oy
asAojdwg wouy Buuesy Aeuldiosip Jaye aafojdwe ayj BuiApjou 1a)9|




