CHECK LIST OF KEY ACTIONS

Item
Description
Person responsible

Asset register
Conduct an audit of assets on premises



24 hour security?
Ensure that security is on site and has a copy of the asset register, and are instructed to search persons (use discretion) or vehicles.
Employer to advise staff and management of this instruction. PLEASE EXERCISE DISCRETION.


Staff files
Ensure that staff files are up-to-date and protected.



Electronic security
Email and ftp access into network
Ensure that Supervisor password security systems are in place and that individual access into the network is restricted or monitored.


Payroll
Pension fund refunds.
Employer to obtain individual statement of benefits from Fund indicating employer and employee contributions (full actuarial value) per employee.



Medical aid / Retirement Fund
Determine final date employee will be on company medical aid / retirement fund.



Notice pay, annual leave pay, plus severance pay 
Include in final month’s payslip where employee is being retrenched



IRP3 Tax directive from Receiver of Revenue
Application by Employer / Employee ?



Determine if any employee owes monies / loans to the company.
If so, deduct from final payment.



Determine if employees have company cellular phones, laptops
If employee wishes to take over cell phone, or laptop etc ensure that the necessary costs and paperwork is attended to.



Determine new pay scales for revised job structure
By second meeting, new / revised salary scales (if any) should have been determined.


Financials
Back up of all financial data



Other
Employees on leave


Determine if any employees are on leave and send telegrammes requiring attendance at consultations.


