
                                                                                              

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                              

 

EASY AID GUIDE 

1. BACKGROUND   

The Unemployment Insurance Fund has been giving financial relief to beneficiaries through 

Temporary Employer/ Employee Scheme since 27 March 2020 as a means to alleviate the 

harsh conditions brought about by shutdown due to Covid 19.  

The Temporary Employer/Employee scheme has now been stopped, with the shutdown 

ending 15 October 2020 as the final payment period. 

UIF beneficiaries who are still affected by closures due to Covid 19 will now be compensated 

through the normal UIF benefits as per the Unemployment Act 63 of 2003 as amended. 

 

2. SIMPLIFIED METHOD  

The main purpose of this guide is to give both employers and employees clarity on the 

simplified process to be followed when lodging UIF applications. This is not only convenient 

but will ensure that less employees visit Labour Centres where they are exposed to Covid19. 

 

The simplified process allows employers to submit information to the Fund on behalf of  

employees that will be used to create and process applications. This will be done by 

completing a spreadsheet with employee details and submit to UIF. 

 

UIF will process applications without further documentation for the following categories of 

applications: 

 Mass or Bulk terminations 

 Reduced Work Time/ Temporary Layoff scheme (section 12.1B) with 17 as reason of 

termination. 

 

NB: The normal methods are still available for individual employees to lodge applications 

through email, Fax, U-filing (online). Employers are urged to use U-filing, Edec and digital 

UI19 to update employment history of employees.  

All months where an employee received a benefit from TERS must be declared as 

non contributor and zero salary (R0) declaration. 

 

3. KEY INFORMATION 

The spreadsheet will contain key information which must be protected from manipulation 

and must be locked/password protected so no other person may amend the 

information. 



                                                                                              

 

The spreadsheet must be accompanied by a signed Declaration by the Employer on 

company official letterhead confirming the following: 

 

 The compiler of the spreadsheet is a duly authorised person to act on 
behalf of the company. (Indicate name and ID number of person 
responsible, email address and contact number on letter) 

 The information contained therein is accurate and authentic. 

 The exact number of employees the company is terminating. 

 The employees have consented to employer submitting information and an 
application on their behalf. 

 The employer will be liable for all overpayments that may arise due to 
incorrect information submitted. 

 No fees will be charged on employees for submitting this information. 

 Employees who are above 60 or have comorbidities and are considered 

High Risk during the lockdown period and the COVID pandemic the 

employer can apply using the Section 12 (1)B of Unemployment Insurance 

Act. 

 

Illness claims for self quarantine/Isolation  

. 

 If  employee/s self quarantine/isolation is for 10 days can apply for Illness 
benefits and  letter (see attached letter named Employer Letter Covid-19) 
from employer must be completed and signed  confirming confinement for 
employee or employee’s. 
 

 Employees who have exhausted their sick leave (as per Occupational Health 

and Safety Directives)  or under Quarantine can apply for UIF under Illness 

benefit. (click on link below for regulations) these claims will require source 

documents (see document named Easy Guide for Online claims for process and 

procedure) 

 http://www.labour.gov.za/DocumentCenter/Regulations%20and%20Notices/Regulations/O

ccupational%20Health%20and%20Safety/OHS%20workplace%20Directive_%2028%20Sept%

202020.pdf 

 Required Documents to be submitted by EMPLOYEE through the normal application 

channels, 

 UI 2.2 (Doctors portion does not need to be completed for Quarantine/isolation) 

 UI 2.8 (Banking Details) 

 UI 2.7 (Leave Income) 

 UI 19 and Salary Schedule (if applicable) 

http://www.labour.gov.za/DocumentCenter/Regulations%20and%20Notices/Regulations/Occupational%20Health%20and%20Safety/OHS%20workplace%20Directive_%2028%20Sept%202020.pdf
http://www.labour.gov.za/DocumentCenter/Regulations%20and%20Notices/Regulations/Occupational%20Health%20and%20Safety/OHS%20workplace%20Directive_%2028%20Sept%202020.pdf
http://www.labour.gov.za/DocumentCenter/Regulations%20and%20Notices/Regulations/Occupational%20Health%20and%20Safety/OHS%20workplace%20Directive_%2028%20Sept%202020.pdf


                                                                                              

 

 

 

Key Information regarding calculation of benefits 

 UIF benefits are calculated according to a sliding scale from an Income 

Replacement Rate (IRR) 38% to 60%. Employees who have an average salary 

above R17712 for the last 6 months of contribution will be paid at 38% of 

R17712 and percentage increases accordingly as average salaries of employee’s 

decrease 

 The calculation is broken down to a Daily Income paid by employer and the 

applicable percentage applicable will be multiplied by daily income to achieve the 

daily benefit amount to be paid by the UIF 

 Employees accumulate 1 credit day for every 4 days worked (Approximately 8 

credit days per month and 91.25 credit days per year) 

 UIF benefits are paid to a maximum of 365 credit days in a 4-year cycle (if 

individual was a contributor for the entire period and did not claim UIF benefits 

except maternity which is de-linked) During the period for TERS and if the 

employee received funds from the UIF the employee must be classified as a non-

contributor and will only accrue credits for the period as a contributor. 

(employee will not accrue full 365 credit days) 

 From 0 to 238 credit days’ benefits are paid to sliding scale (38% - 60%) 

 From 239 to 365 credit days’ benefits are paid at a flat rate of 20% 

 

 

 Example of Daily Income paid by employer 

 Average Salary x number of months in the year ÷ number of days in the year = 

Daily Income (Y1) from the Employer 

Average Salary x 12 ÷ 365 = Daily Income (Y1) from the Employer 

R17 712 x 12 ÷ 365 = R 582.31 

 Example of Income Replacement Rate (IRR) calculation 

 R17 712 

 29.2 + (7173.92 ÷ (232.92 + Y1)) 

 29.2 + (7173.92 ÷ (232.92 +582.31)) 

 29.2 + (7173.92 ÷ 815.23) 

 29.2 + 8.8000 

 IRR = 38% 

 

 Example of Daily benefit amount to be paid by UIF per day 

 R582.31 x 38% = R221.28 (at normal IRR 38%) 

 R582.31 x 20 % = R116.46 (at 20%) 

 

 



                                                                                              

 

Note: 

 Approval of claims are subject to availability of credit days (accrued within 

last 4 years) by each employee 

  In Terms of Section 12(1) b claims, if the employee’s daily income paid by 

employer exceeds the daily income to be paid by the UIF the claim will 

Reject 

 Full Benefit entitlement for Section 12(1) b will be paid to applicant if R0 

salary is paid by employer during the Reduced Work time period. 

 However, for example as for above salary of R17712, if the employer 

reduces the salary of employee to R6700 per month from R17712, they 

are paying employee R220.27 per day, which is less than the UIF which is 

R221.28 the claim will Approve, but the employee’s benefit will only be 

approximately R1 per day and may only receive R30 for the month and 

same amount for subsequent months till end of Reduced Work Time 

period. Also note that full credit days are used in terms of payment. 

  Also the reason for termination (If employee resigned or Absconded, 

claim is Refused)  

 

4. CONTENTS OF SPREADSHEET AND PROCESS 

All fields are mandatory and should be completed accurately by the employer or employer 

representative. The spreadsheets for Bulk applications and Reduced Work Time contain the 

relevant fields for an application for these particular benefits and accurate completion of 

these fields is requested. 

The particular office will receive spreadsheet from employer and (1) check for accuracy and 

correctness, the office will also (2) ensure declarations for particular employer are updated 

accordingly, the claims for each client will be (3) assessed accordingly, offices are 

encouraged to provide a report on applications status (Approved or Rejected) to 

employer once claims are assessed (Reports may be delayed due to number of claims 

received) and (4) first payment will be generated by paymasters without a continuation 

form (5) Future months payments will be generated by offices using previous months pay 

sheets, However employers must inform employees to report to their local labour centre if 

they have found alternative employment so benefits can be paused, failure by employees to 

inform the Fund of new employment may result in overpayment raised against an 

employee. 

Please note that claims that have Foreign National passport numbers may take longer for 

assessment as they are subjected to verification and validation with the Department of 

Home Affairs first. South African ID numbers which are not validated by Department of 

Home Affairs, claims will be rejected. 

 



                                                                                              

 

 

5. APPLICATION STEP BY STEP 

 

Step 1  Download from website http://www.labour.gov.za/DocumentCenter/   (Request 

Mass Retrenchment or Reduced Work Time application spreadsheet or from your relevant 

Provincial Office 

Step 2  Prepare a letter with official letter head of company and ensure the following  

             information is included: 

 The compiler of the spreadsheet is a duly authorised person to act on 
behalf of the company. (Indicate name and ID number of person 
responsible, email address and contact number on letter) 

 The information contained therein is accurate and authentic. 

 The exact number of employees the company is terminating. 

 State that the employees have consented to employer submitting 
information and an application on their behalf. 

 The employer will be liable for all overpayments that may arise due to 
incorrect information submitted. 

 No fees will be charged on employees for submitting this information. 

 

Step 3  Complete Spreadsheet with ALL accurate and complete information, if  

  incomplete, claims will be rejected accordingly.  

 

a) For bulk terminations other than Reduced Work Time (Bulk UIF 

Application Spreadsheet) :Note:  for the process of Mass terminations 

employee must register as a work seeker with the Public 

Employment Services Unit within the Department of Employment and 

Labour, the document named (PES ESSA FORM INDIVIDUAL 

MANUAL) must be completed by employee and forwarded with the 

spreadsheet. Failure to submit this form from employee will deem 

application to be unsuccessful for UIF benefits and rejected 

accordingly. Employer can scan all completed documents by 

employee’s in a bulk file. 

 

 

 

 

 

 

http://www.labour.gov.za/DocumentCenter/Pages/Forms.aspx?RootFolder=%2FDocumentCenter%2FForms%2FUnemployment%20Insurance%20Fund&FolderCTID=0x012000D5ECDCDA58282140A4A77318EE711621&View=%7b5AF82B29-C4FA-4276-8F0A-14DFA96C61EF%7d


                                                                                              

 

 

 

b) For bulk terminations other than Reduced Work Time (Bulk UIF 

Application Spreadsheet)  Note:: if the reason for termination is 

number 16 in Column K (Voluntary Severance Package) on UIF 

Application spreadsheet Column K must be completed to indicate 

who initiated the process (Employer or Employee). If not completed 

the claim will be deemed to be incomplete and rejected. Also note 

that if the VSP was initiated by the employee the claim will 

automatically reject as this will be classified as resignation. 

 

  Employees that are applying for 12(1)B (Reduced Work Time) need not 

  complete the (PES ESSA FORM INDIVIDUAL MANUAL) document as they      

are still currently employed. 

 

Step 4  Lock or Password protect excel spreadsheet 

 

Step 5  Email spreadsheet only to your respective provincial office (email address is 

             for receiving spreadsheets only, see list  below). 

 

             Note: The email address spreadsheets are sent from must ONLY be the  

             same address stated in letter (step 2) 

 

 

 

Deviation from normal processes 

 

Documents not required for application due to spreadsheet application process 

 

The following documents are NOT required for submission as they are incorporated into the 

spreadsheet, provided the information contained on spreadsheet is accurate and correct: 

 

 UI19 

 UI 2.7 (Leave Income) 

 UI 2.8 (Banking Details of Applicant) 

ID copy (May be requested if not verified or validated by Department Of Home 

Affairs) 

 

 



                                                                                              

 

 

6.  

 

Mailbox    Fax to email Number 

Capet.BCP@labour.gov.za 0864397300 

Durban.BCP@labour.gov.za 0864397297 

EastLondon.BCP@labour.gov.za 0864397299 

Freestate.BCP@labour.gov.za 0864397305 

George.BCP@labour.gov.za 0864397301 

Germiston.BCP@labour.gov.za 0864397295                                        

Johannesburg.BCP@labour.gov.za 0864397294 

Limpopo.BCP@labour.gov.za 0864397303 

Mpumalanga.BCP@labour.gov.za 0864397304 

NorthernCape.BCP@labour.gov.za 0864397309 

NorthWest.BCP@labour.gov.za 0864397302 

Petermari.BCP@labour.gov.za 0864397296 

Portelizabeth.BCP@labour.gov.za 0864397298 

Pretoria.BCP@labour.gov.za 0864397290 

 



                                                                                              

 

 

Responsible Managers Email Address Province Region 
Philiswa Madikazi philiswa.madikazi@labour.gov.za Eastern Cape Eastern Cape 

Ntombomzi Dlova ntombomzi.dlova@labour.gov.za Eastern Cape Eastern Cape 

Erna Terblanche erna.terblanche@labour.gov.za Eastern Cape Eastern Cape 

Zukiswa Soldaat zukiswa.soldaat@labour.gov.za Eastern Cape Eastern Cape 

Eugene Qhalane eugene.qhalane@labour.gov.za Free State Free State 

Carlo Swanepoel carlo.swanepoel@labour.gov.za Free State Free State 

Peter Godongwana peter.godongwana@labour.gov.za Gauteng Johannesburg 

Lindiwe Sibiya lindiwe.sibiya@labour.gov.za Gauteng Johannesburg 

Itumeleng Boikanyo itumeleng.boikanyo@labour.gov.za Gauteng Johannesburg 

Gladys Sekhukhune gladys.sekhukhune@labour.gov.za Gauteng Germiston 

Nomalan Pillay nomalan.pillay@labour.gov.za Gauteng Germiston 

Sena Shangase sena.shangase@labour.gov.za Gauteng Pretoria 

Ntombi Khoza ntombi.khoza@labour.gov.za Gauteng Pretoria 

Gugu Khomo gugu.khomo@labour.gov.za 

Kwa-Zulu 
Natal Kwa-Zulu Natal 

Simenyiwe Mchunu simenyiwe.mchunu@labour.gov.za 

Kwa-Zulu 
Natal Durban 

mailto:philiswa.madikazi@labour.gov.za
mailto:ntombomzi.dlova@labour.gov.za
mailto:erna.terblanche@labour.gov.za
mailto:zukiswa.soldaat@labour.gov.za
mailto:eugene.qhalane@labour.gov.za
mailto:carlo.swanepoel@labour.gov.za
mailto:peter.godongwana@labour.gov.za
mailto:lindiwe.sibiya@labour.gov.za
mailto:itumeleng.boikanyo@labour.gov.za
mailto:gladys.sekhukhune@labour.gov.za
mailto:nomalan.pillay@labour.gov.za
mailto:sena.shangase@labour.gov.za
mailto:ntombi.khoza@labour.gov.za
mailto:gugu.khomo@labour.gov.za
mailto:simenyiwe.mchunu@labour.gov.za


                                                                                              

 

Thinabethu Mazibuko thinabethu.mazibuko@labour.gov.za 

Kwa-Zulu 
Natal Durban 

Petros Mtolo petros.mtolo@labour,gov.za 

Kwa-Zulu 
Natal Pietermaritzburg 

Ronet Landman ronet.landman@labour.gov.za Limpopo 
Seshego, Tzaneen, 

Phalaborwa 

Desry Mahlobogoane desry.mahlobogoane@labour.gov.za Limpopo 
Thohoyandou, 

Makhado, Giyani 

Mashudu Nyase mashudu.nyase@labour.gov.za Limpopo 

Mokopane, 
Modimolle, 
Groblersdal 

Rangwato Choma rangwato Chome@labour.gov.za   Limpopo 

Polokwane, 
Lephalale, 

Lebowakgomo, Jane 
Furse  (Burgersfort) 

Evelyn Mokoena evelyn,mokoena@labour.gov.za Mpumalanga Mpumalanga 

Michael Nkabinde michael.nkabinde@labour.gov.za Mpumalanga Mpumalanga 

Philisiwe Mabuza philisiwe.mabuza@labour.gov.za Mpumalanga Mpumalanga 

Selete Qhamkoane seleteq@labour.gov.za North West North West 

Dipopo Mokgatle dipopom@labour.gov.za North West North West 

Advocate Bulelani bulelani.gwabeni@labour.gov.za  Northern Northern Cape 

mailto:thinabethu.mazibuko@labour.gov.za
mailto:petros.mtolo@labour,gov.za
mailto:ronet.landman@labour.gov.za
mailto:desry.mahlobogoane@labour.gov.za
mailto:mashudu.nyase@labour.gov.za
mailto:michael.nkabinde@labour.gov.za
mailto:philisiwe.mabuza@labour.gov.za
mailto:bulelani.gwabeni@labour.gov.za


                                                                                              

 

Gwabeni Cape 

Jenny Marais jenny.marais@labour.gov.za 

Northern 
Cape Northern Cape 

Tony Lamati tony.lamati@labour.gov.za 

Western 
Cape Western Cape 

Chandrey Hector chandrey.hector@labour.gov.za 

Western 
Cape Western Cape 

 

 

 

 

 

 

 

 

 

 

 

mailto:jenny.marais@labour.gov.za
mailto:tony.lamati@labour.gov.za
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