COVID-19 TERS FUND VIA UIF
TOOLKIT

NEASA



COVID-19 TERS - TAKE NOTE

O

O

O

O

O

COVID-19 TERS replaced The Department of Where a bargaining council Companies who operate as The Department of
the National Disaster =~ Emloyment and Labour has entered into an MOA  essential services may, due Employment and Labour
Benefits previously has to some extent with the UIF and where to part-closure, claim for has created an online
published by the UIF.  finalised the application  such agreement has been  any employees negatively  system which allows for
process for the TERS Fund.  extended, the employer impacted either by loss of COVID-19 TERS
should apply for TERS income (total or partial) or applications. A how-to-
funding through the reduced working hours. guide is included in this
respective bargaining toolkit.
council and not through
the DEL.
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IMPORTANT INFORMATION

Take note that the following regulations have either changed or have been finalised by the Department of
Employment and Labour;

UNCERTAIN / PREVIOUS FINALISED / NOW

According to the latest auto response from the
Department of Employment and Labour,

employers with 10 or less employees need not sign an
MOA as the UIF will pay the employees directly.
However, these employers are advised to follow the
instructions received on their particular auto response
from the DEL or the prompts from the online system.

MOA applicable to all employers

A company must, amidst other qualification criteria,

. L . The requirement that a company must suffer
suffer financial distress to qgualify for the TERS- —)
buenefitl | . y financial distress has been removed.
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IMPORTANT INFORMATION

Take note that the following regulations have either changed or have been finalised by the Department of
Employment and Labour;

UNCERTAIN / PREVIOUS FINALISED / NOW

The salary to be taken into account in calculating
the benefits will be capped at a maximum amount
of R17,712 per month per employee, and an

The amount of R17,712 P NP PIOYEE, €
employee will be paid in terms of the income

replacement rate sliding scale (38%-60%) as
provided for in the Ul Act.

Should an employee's income determined in terms

of the income replacement sliding scale fall below
The amount of R3,500 R3,500, the employee will be paid a replacement
income equal to that amount.
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IMPORTANT INFORMATION

Take note that the following regulations have either changed or have been finalised by the Department of
Employment and Labour;

UNCERTAIN / PREVIOUS FINALISED / NOW

Fill in the company name on page 1.
What must be completed on the MOA? Initial each page.
Sign in full at the end.

There is a new form that is required to be
signed by the employer / their designated
representative.

This will be provided by the UIF's automatic
response e-mail.

The content thereof should be copied on the
company letterhead.

"Letter of Authority" required as one of the
documents in the application
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IMPORTANT INFORMATION

Take note that the following regulations have either changed or have been finalised by the Department of
Employment and Labour;

UNCERTAIN / PREVIOUS FINALISED / NOW

The opening of a special account is only applicable
Opening a special bank account to bargaining councils as they represent multiple

employers.

e This position entails that where a bargaining
council has entered into an MOA with the UIF,

Application for the TERS Fund if the employer the employer will apply for the TERS Fund

D through the respective bargaining councils
and not through the DEL.
e To date, this only finds application to the
clothing and textile bargaining council.

belongs to a bargaining council
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IMPORTANT INFORMATION

Take note that the following regulations have either changed or have been finalised by the Department of
Employment and Labour;

UNCERTAIN / PREVIOUS FINALISED / NOW

e The Ul Reference number required by the
Department of Employment and Labour is the
company's U-filing employer reference and not
the U-number issued by SARS.

Ul Reference numbers The Ul Reference number can be found either
on the UIF registration form or an issued UI19
form. Alternatively, the Ul Reference number
can also be found on the company information

page within the Payroll system, should it be
captured there.
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IMPORTANT INFORMATION

Take note that the following regulations have either changed or have been finalised by the Department of
Employment and Labour;

UNCERTAIN / PREVIOUS FINALISED / NOW

Against the backdrop of the two lockdown periods
being from 27 of March to 16 April and from 17
April to 30 April 2020, it seems as if the
Department of Employment and Labour will deal
with the application for the TERS fund as two
separate applications.

The period of submission

Changes have been made to the required
Foreign nationals with no ID number documentation to allow for the entering of a
Passport number or an ID number.
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QUALIFICATION CRITERIA

In order to be eligible to access the COVID-19 Temporary Relief Scheme, the following criteria apply:

CLOSURE OF OPERATIONS

CONDITIONS

e Company must be registered with UIF;

e Closure must be directly linked to COVID-19;

months as a direct result of the COVID-19 pandemic. * Agree to MOA terms with UIF (more than 10
employess);

e Comply with application procedure for financial
relief scheme.

The employer’s operations must be closed (or partially
closed), for a period of up to a maximum of three (3)

Spreadsheet data:

e The Minimum wage that will be used to determine minimum payment to employees is R3,500 per month.

e Leave income refers to the salary paid during lockdown/shutdown period if applicable. (There could be RO
earned).

e The "termination date" should be left blank.
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APPLICATION PROCESS (1/2)

Employers must report their closure to Covid19ters@labour.gov.za upon which they will receive an automatic
reply which outlines the application process. (Alternatively, application can be made via the online-process).

l

@ E-mail the application and documents to Covid19claims@labour.gov.za. (Alternatively, submit the required
documentation via the online-process). - See list of documents required on page 11.

l

@ The UIF will download the completed template to process the claim -
e (Calculation of benefits amount according to Income Replacement Rate sliding scale (38% - 60%).
e Benefits calculated on maximum capped salary of R17,712.
e No less than R3,500 payable per employee.
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APPLICATION PROCESS (2/2)

@ Employer with more than 10 employees @ Employer with 10 employees or less
A The UIF will provide the employer with B UIF will pay employees directly into their
the amount to be paid to employees. nominated bank accounts.
With the exception of a need to complete
an MOA, the application process is the
l same.

The UIF will deposit the total amount
into the nominated bank account of
the employer.

Employer pays employees into their
bank accounts.
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DOCUMENTATION REQUIRED

The following documentation should either be sent via email to Covid19claims@Ilabour.gov.za or submitted via the
online-process.

O

Prescribed
template that will require
critical information from the

()

Employer's account
information. The
employer or the
bargaining council
applying must
complete this
document.

employer. The employees'
banking details are needed
here.

)

MOA
(completion of the
agreement between
UIF, bargaining council
and
employer); only
applicable to employers
that have more than 10
employees.

(»

Confirmation
of bank account
details in the form of a
confirmation letter from
the bank. This letter
need not be certified.

&)

The letter of
undertaking.
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E-MAIL APPLICATION 1/4

The following documentation should be sent to Covid19claims@labour.gov.za

Shutdown

@ CRITICAL INFORMATION

e A prescribed template shall be sent to the employer to
complete.
The template is attached to the automatic response
received from the Department of Employment and Labour
and marked as attachment 1.
The template is titled 1 Copy of
National_Disaster_Payment-Excel_Template.xlsx. —
A screenshot of the template is displayed to the right of
this information box.

From [DD-

MMM-
ifBeferenceNumb YYYYJONL Shutdown TillIDD-
I8 ¥ MMM Y YIOMLY™ TradeMame™
2000005 01-Apr-2020 30-Apr-2020| Test Industries

Information included in the template:

Employer details including account information.

Employee details including bank details.

Period of closure.

Remuneration received by employees.

Minimum wage of R3,500 will be applied across the board.
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E-MAIL APPLICATION 2/4

The following documentation should be sent to Covid19claims@labour.gov.za

@ EMPLOYER ACCOUNT INFORMATION

e The employer or bargaining council applying must
complete this attachment.

Proof of employees' remuneration by means of 3 months

payroll.

Confirmation of the employer's bank account in the form
Of d bank Conﬁrmation Ietter WhICh need nOt be CertiﬂEd. ;:ait:zlﬂs:rzr:zzd;:;;t. If its 5 digit add leading 0 to make it 6 digit
The template is attached to the automatic response ) Populate Account Type with Values 1, 2 or 3 corresponding to the account type
received from the Department of Employment and Labour

and marked as attachment 4.

Uif Reference Number **  Trade Name**

The template is titled 4 Copy of
Employers_Account_Information.xlsx

A screenshot of the template is displayed to the right of
this information box.
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E-MAIL APPLICATION 3/4

The following documentation should be sent to Covid19claims@labour.gov.za

@ MEMORANDUM OF AGREEMENT (MOA)

e The MOA will set out the terms and conditions relating to
the participation in the COVID-19 TERS Fund.
The employer must confirm the agreement electronically.
Take note that the MOA only finds application to
employers who employ more than 10 employees.
The correct MOA must be completed based on your role betwean
in the process; =
The automatic response from the Department of
Employment and Labour provides four (4) types of
Agreements; UNEMPLOYMENT INSURANCE FUND

MEMORANDUM OF AGREEMENT

o Employer - attachment 5
o Bargaining council that can pay the benefits directly to
employees - attachment 6
o Bargaining council that cannot pay employees directly -
attachment 7 and
o Tourism or Mineral council - attachment 8
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E-MAIL APPLICATION 4/4

The following documentation should be sent to Covid19claims@labour.gov.za

@ BANK CONFIRMATION LETTER

Confirmation of the employer's bank account in the form of a
bank confirmation letter which need not be certified.

@ LETTER OF UNDERTAKING

A letter from the CEO / equivalent is needed to indicate
that permission has been granted to an individual to lodge
a claim on behalf of the company.

The template is attached to the automated response
received from the Department of Employment and Labour
and marked as attachment 9.

The template is titled 9 Undertaking Letter COVID19
TERS.docx

A screenshot of the template is displayed to the right of
this information box.

- UIF

[ WADREIMG FOR YO |

UNEMPLOYMENT INSURANCE FUND
LEGAL UNDERTAKING — FORM A4

APPLICATION FORM FOR COVID-19 TERS IN TERMS OF DIRECTIVE BY MIMISTER OF EMPLOYMENT
AND LABOUR, PUBLISHED OM 26 MARCH 2020, GOVERNMENT GAZETTE NUMEBER 43161

(to be signed by an outhorised signatory of the employer/bargaining council or such body but got_by an
agent, in letterhead )

1. |_[insert name of nominated employer representative] duly authorized on behalf of [insert name of
Company ,Bargaining Council or such Body and registration number®] hereby declare:

1.1. That | hawe read and understood the contents of this FORM and all UIF Requirements for the
COVID-19 TERS application procedure in documents “Easy Application Guide™, “MOA™ and
Approval Letter "A3",

1.2.| understand that merely submitting this lzgal undertaking and zll supporting documents
including the MO2A does not automatically mean that my application has been approved and
thers iz 2 binding contract betwesn my company/organisation and the UIF /Department of
Employment and Labowr.

1.3. Im short, | understand and accept that notwithstanding the signature for and on behalf of the UIF
n the MOA | submit with my application and the date of the last signing party to this MOA, the
Agreement will come into effect after the submission of all required documents by me and upon
receiving approval letter “A3" and receipt by UIF of my acceptance of such approval. Put
differently, upon acceptance, UIF shall dispatch confirmation of acceptance of the application to

mie, which upon my acceptance, in writing { in lefter 44}, and received by UIF, renders this MOA
of lenal forme and affert and therseafter t commennes to he a leasally hindinn anreement i laos
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ONLINE APPLICATION 1/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

A (SR TIEE & DO UIF-Covid-19 TERS National Disaster
NS/ REPUBLIC OF SOUTH AFRIcA Application System

Home  Documents 2 Register

V] [ 2

WORKING FORYO

2 Login

@ ants 2 Register & Login

UIF-Covid19 TERS Registration
& Note that this is a separate registration process
and that U-filing details should not be used here.

Register As* A v
Username* A

-
Contact Number* .
-

Email Address® 2

Password* j |

2

Confirm Password®
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ONLINE APPLICATION 2/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

@ NI employment & Rbour UIF-Covid-19 TERS National Disaster
NaoF ek o acur A Application System

L= e ] |

FE O 2

Home  Documents & Rogtar | & Logia UIF COVID-19: Registration
Motification Inkyox
You are Registered Successiully. Please Login with your Credentials uifcovidi?@labourg... coss
UIF-Covid-19 TERS-Login
D Lz,

You are successfully registered to the UIF covid-19
online portal.

UE-E' rmanme” _1 _ Da ol respand be this e-mall sddrese, ag this mailbay
ik ol receive refurm el
Regards,

Password” T e

LHF Covid-19 adminiEration Team

Forgot Fassword?

Impﬂ”ant N{Jta{s':l = Raply oy Raply all = Forward

& Astergk™) syinbal B mandatory T=lds

After being registered, an e-mail will be sent to you confirming successful registration, — e
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ONLINE APPLICATION 3/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

O

UIF-Covid19 TERS- Capture Entity Details

conmetrumier .| E— & This landing page captures the details of the
nnnnnnnnnnnnn 1| 27 March 2020 to 16 Apil 2020 ! ent|ty

ddddddd

hhhhhhhhhh

:::::::::::::
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ONLINE APPLICATION 4/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

Lock Down Dotes .+ 4= The drop-down allows for a selection of only one
Payment Meckm : of the following periods;
) e 27 March to 16 April 2020
| e 17 April to 30 April 2020
Bank Hame W

Branch Coae’ oli
o B It seems as if two separate applications will have

—— [ to be completed for the respective periods.
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ONLINE APPLICATION 5/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

@ O e W Cowké 0 TERS Wations!Daseter ﬂi & At the bottom of this landing page, an 'accept’
T— button allows for the acceptance of the
applicable MOA.
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ONLINE APPLICATION 6/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

: employment & labour

% —— UIF-Covid-19 TERS National Disaster
=y

e Application Systm &= * Atthe bottom of this landing page, an 'accept’
oms | Doouments — button allows for the acceptance of the Legal
Undertaking.

e At the bottom of this page, provision is made

for a signature and it is presumed that, by
LEGAL UNDERTAKING - FORM A4 . .
APPLICATION FORM FOR COVID-18 TERS IN TERMS OF DIRECTIVE BY MINISTER OF EMPLOYMENT AND LABOUR, PUBLISHED ON 26 MARCH Cl IC kl ng O n th e a Cce pta n Ce b Utto n, th e Lega |

GAZETTE NUMBER 43181

{to be signed by an autherised signatory of the employer/bargaining Councll or such body but not by an agent ) U n d e rta ki ng h a S bee n S ign ed R

1.0, 1505909/9 duly autharised aon benalf of Mpekweanl Beach Resart nersby declans

Letter of Undertaking - Undertaking Agreement with the UIF

UNEMPLOYMENT INSURANCE FUND

1. That | have read and undersiood the contents of this FORM and all UIF Requirements for theCOVID-18 TERS application procedure in documi
Guige”, "MOAS" and Approval Letter "Ad”

2. | understand that merely submitting this legal undertaking and all supparting dacuments including the MOA does not autamatically mean that m
approved and there Is a binding contract betweesn my company and the UIF 'Department of Employment and Labour

2. Ingnen, | understand and accep! that notwithstanding the signature 1or and on behaif of the UIF In the MOA | submil with my application and th
sgning party to this MOA, the Agreement will come into effect after the submission of all required documents by me and upon receving approy
by UIF of my acceptance of such approval. Put differently, upon acceptance, LIF shall dispatch confirmation of acceplance of the application 1o

dcceptance, In writing, and received by UIF, renders this MOA of legal force and effecl and thergafter It commences 10 be a legally DinCing agre
respects and COMMEnces as provide in MOA'S clause 4
4. | understand and accepd that | shall:
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ONLINE APPLICATION 7/7

The online application can be done at https://uifecc.labour.gov.za/covid19/covid19

A ST R Mo UIF-Covid-19 TERS National Disaster
N RERURLK OF soUT ArRca Application System

Confirmation of bank account details

Confirmation of bank account details Tor Covid18ters in the ferm latest bank slatement _

Upload Flle” Al Choose File | Mo file chosan

e & Show UIF-Covid-19 TERS National Disaster

v A Application System

Employer Details Employes Details

Employee details has been successfully loaded.
You will receive an email when the TERS Application is
processed.

h

My Account({15055

h

Chandge / Updale Fassword

Although this landing page does not make
mention of a bank letter OR refers to a bank
letter, the automatic response from the
Department of Employment and Labour refers
to a bank letter,

This statement / letter need not be certified.

Upon successfully following the application
process, this should be the final landing page
in your application.

To date, it has not been verified whether an
email will be sent to confirm the application
process.
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CONVERTING EXCEL FILE TO CSV FORMAT

Together with the below mentioned information, make use of the document named 2 Guidelines-

To_Convert_Excel_TO_CSV_V2 to assist in converting the necessary excel file(s) to CSV Format.

W N

a4

10.

11.

Use the Excel Template from UIF. Do not copy and make a new file.

Do not change the structure of the Excel file.

Leave the PAYE Number blank, if not applicable. Do not delete the column.
Prefix the name of all your document with the UlEreferencenumber.(Example —

MOA A should be renamed as - 00000024_06APR2020_MOA_A_1.pdf)

Fields marked with * in the spreadsheet are mandatory.

All date format should be DD-MMM-YYYY (06-Apr-2020).

Id Number should not exceed 13 characters and should be without spaces. Adding
spaces will discard the record. The Passport Number can be filled in the ID No
column without spaces.

Do not add spaces in any field between values.

The values of remuneration should not be comma separated. Example — 26000.90
and not 26,000.92

The UI Reference number is the 8 digit number in the format(1234567/8) and not
the U-number. The yif reference number in side the File should always have "/ ".
The yir reference number without */’ is not recognized.

Mo spaces should be anywhere in or between values. Trim all the values in the file.
Files with spaces are discarded and not processed.

Ensure that all
documentation
submitted in the TERS
Fund application be
saved in a format
which displays your
Ul- Number as
reference for the UIF.
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DOCUMENTATION CHECKLIST

Make use of the following documentation checklist to assist in the application:

DOCUMENT SOURCE ACTION REQUIRED FORMAT
MOA (Between company UIF Automatic response email Designated individual must sign. PDF

/ bargaining council and

UIF)

Letter of undertaking UIF Automatic response email Need be sighed by the employer / their designated PDF

representative.
The content thereof should be copied on the company

letterhead.
Bank confirmation letter Company Need not be certified. PDF
Employer account Ul Spreadsheet (received from the UIF Complete the Ul Spreadsheet to provide the employer’s Excel
information Automatic response email) bank account details.

If applicable, this is where payment will be made.
Payroll data in prescribed Ul Spreadsheet (received from the UIF Must be completed as per guidance note and only .CSV
format Automatic response email) completed for those employees for whom you are

claiming.
Evidence of payroll (3 Company payroll Submitted as proof of payroll for the past 3 months. PDF or .CSV
months)
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