GUIDELINES AND PROCEDURES UPON RETIREMENT
Included below is relevant information to consider upon retirement.

· Pension/Provident fund:  A “Retirement Notification” form will need to be completed and forwarded to Alexander Forbes via the Human Resources Administration Office, Rhodes University.  The “Instruction and Indemnity” form is only completed if you are on the provident fund or have opted to uplift the total pension amount payable from Alexander Forbes.  If applicable, this form will also need to be signed by your spouse.  The “Compulsory Purchase Life Annuity Declaration” form will also need to be completed by the insurer with whom the annuity will be purchased if you are opting to uplift the total pension amount payable.  In accordance with the fund policy you will only be able to be paid the 1/3 commutation and the remaining 2/3 will need to be transferred into a recognised annuity.  The Compulsory Purchase Life Annuity Declaration form is completed by your financial broker.  Please take note that staff members on the pension fund will need to submit certified copies of their marriage certificate, proof of age for spouse (ID) and proof of age for dependent children, where applicable.  Staff members on the provident fund however only need to submit a certified copy of proof of age (ID).  The provident fund current payable amount or a projection of the pension payout can be requested from Alexander Forbes prior to your retirement.  The Human Resources Generalist for your area http://www.ru.ac.za/humanresources/hr/meettheteam/ can be contacted to request this projection, should you require one.  Should you require assistance with the information regarding the monthly pension/provident fund contributions, annual taxable salary and annual pensionable salary please also contact your Generalist, or alternatively this can be completed when the Retirement notification form is submitted.  The above mentioned forms can be requested from the Human Resources office.

· Leave:  A staff member, who at the date of his/her retirement has not utilised all his/her academic leave entitlement may be paid out by the Council a gratuity.  This amount shall be calculated at the rate of three-eighths of the staff members’ monthly salary for the period of his/her outstanding leave entitlement, to a maximum amount payable equivalent to 4.5 months salary.

· Service Bonus Payout:  A staff member is paid a pro rata service bonus upon retirement.  A service bonus is however not paid on a yearly basis after retirement.

· Group Life:  The group life cover ceases upon retirement. However, you may wish to take up the continuation option of the Rhodes University Pension or Provident fund death benefit of 2 x annual salary after retirement, without the need for a medical examination, provided this option is taken up within 30 days of having retired. This will need to be arranged through your financial consultant who will obtain a quote for this life cover from the insurer (currently Capital Alliance Life).

· Medical Aid Subsidy:  If the date of employment by the university is prior to 1 July 1990, the university, as stated in the employment contract, will still be liable for 50% of your medical aid monthly contribution upon retirement.  However, if you were employed by the university after July 1990, you will be liable for the full monthly medical aid contribution.  The medical aid monthly contribution is calculated on your monthly pension amount.  This contribution can either be deducted directly from your monthly pension by Alexander Forbes before your pension is paid into your banking account, or RUMed can debit your banking account with the monthly contribution.  You will need to make the relevant arrangements with Alexander Forbes or RUMed depending on your preferred option.  RUMed also require a “Member Bank Detail Form” to be completed for their records.

· Housing Subsidy/Allowance: The housing subsidy received by staff members will cease upon retirement.  If a housing loan has been guaranteed by the university, this guarantee will also be withdrawn upon staff member’s retirement.  

· Car Scheme/Other Loan Settlement:  A staff member, who at the time of retirement has a loan with the university, will be required to settle the outstanding amount.  The settlement amount will need to be paid directly to the university prior to the retirement date.  Further arrangements will need to be made with the university if the outstanding loan cannot be settled prior to retirement.

· Aon South Africa (previously known as Glenrand MIB):  A staff member may remain on the Aon South Africa short term (household & motor) insurance upon retirement.  However, arrangements will need to be made to have the monthly premium deducted directly from your banking account.  Please note that, unlike your current deduction where the monthly premium is paid in arrears, debit orders are paid in advance.  This means that upon retirement the insurance premium will to be paid/deducted twice off your last monthly salary and at the beginning of the first month of retirement from your banking account.

· Contact person at Aon South Africa:

Helen Julius

· 041 508 8600
· helen.julius@aon.co.za
· UIF:  A staff member may claim Unemployment Insurance Benefits upon retirement.  You will need to visit the Department of Labour to apply for the unemployment benefit within 6 months of retirement.  Forms that will be required for the application are UI-2.8 (for your banking details); UI-19 (proof that you are no longer working for your employer) and; 13-digit bar-coded ID or passport.  These forms can either be collected from the Department of Labour or downloaded from the webpage (www.labour.gov.za/forms).  Staff at the Department of Labour will be able to assist you with all further information that will be required for the application or with queries that you may have.

· IRP5:  The IRP5 for the current year in which a staff member retires will be provided by the university at the end of the financial year (normally sent out in April of each year) and IRP5’s thereafter will be provided by the fund administrators.

· Farewell cheque and Party:  All staff members who have been employed by the University for 15 years or more receive a farewell monetary gift and are invited to attend a farewell party.  These arrangements are made by the Events Office in the Development Division, who will contact you regarding further details.

· Long Service Award:  Long service awards are made to staff members with unbroken permanent service of 15, 25, 35 and 40 years.  In calculating the long-service award for staff members upon retirement, a period of 6 months or more will be regarded as a full year e.g. if a person has served 14 years and 6 months, they will be eligible for the 15 year award.

· Plant a tree:  Staff with 20 years’ service or longer at the university at the date of retirement, will be invited to plant a tree during the first week of September, on Arbor Day.  The Events Office coordinates this event and will contact you regarding further details.

· Emeritus Professor/Associate Professor:  The Honorary Degrees Committee will, in its absolute discretion, recommend to Senate and Council the conferment of the title of Professor Emeritus or Associate Professor Emeritus, as the case may be, on a retired Rhodes University Professor or Associate Professor.  The Committee’s decision shall be final and binding, and it shall not be obliged to furnish reasons for the decision.  Where the Honorary Degrees Committee has made a recommendation and this has been supported by Senate and Council, the announcement of the individual as an Emeritus Professor or Associate Professor, as the case may be, shall be made at the individual’s farewell party.  A formal letter will be written from the Registrar’s Division confirming this which will also suffice should a farewell party not take place.

· Life Certificate:  Alexander Forbes will on a regular basis send retirees who receive a monthly pension, a “Proof of Existence” form that will need to be completed and returned to them in order for the pension to continue.  The completion of the Proof of Existence form is required to be verified by a Commissioner of Oaths.  The Human Resources Division, Rhodes University will be able to assist you with this, if necessary.

· Guidelines for the Possibilities for Academic Staff to continue their Relationship with Rhodes University beyond Retirement Age:  These guidelines are available from the following webpage:

·  http://www.ru.ac.za/documents/Human%20Resources/Post-Retirement_Employment.pdf
· Contact details for Alexander Forbes:

Pension fund retirees to contact,
Mr Sharies Allie





Tel – 011 269 0430






Fax – 011 263 0931






Email – allies@aforbes.co.za 

Provident fund retires to contact,
Ms Jasmine Cupido





Tel – 031 573 8246






Fax – 031 573 8629






Email - cupidoj@aforbes.co.za
· Contact person at Rhodes University, HR Generalist for your area in Human Resources

· For staff members, who are taking early retirement, please submit a notification of your intention to retire to the Director, Human Resources Division.
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