
Who is terminating the contract?

The Employer The Employee

Before the date stated in the
contract

Notice clause in contract

Give notice and pay all
outstanding  remuneration,

any entitled benefits and
severance on the final day

No notice clause in contract

Employer can only terminate
for serious misconduct. 

If employee ends the contract,
only pay out days worked (no

benefits or severance).

The Contract Ends

Remind your employee
that their contract is

ending.

Pay all outstanding  remuneration,
any entitled benefits and severance

on the final day

If the employee becomes
too ill to work, the

contract ends immediately
(no notice required)  but all
outstanding remunertion
and severance must be
paid to the Employee

If the employee leaves
making a complaint about

employer misconduct,
seek advice from labour
officer, and pay out days

worked.

process for terminating a fixed-term contract

The Contract Ends



Who is terminating the contract?

The Employer The Employee

With Notice

Worked under 3 years

Notice period either 1
pay period or 14 days
before end of month
(depending on pay

periods).

Pay remaining
remuneration & entitled

benefits on final day.

Severnace not payable if
employee leaves before

working 6 years.

Worked for more than 3 yrs. 
3 months notice required. 

Pay remaining 
remuneration & entitled

benefits on final day.

Severnace not payable if
employee leaves before

working 6 years.

For serious misconduct,
see the VCCI Guidebook

for steps to take to
terminate.

Pay employee for all
work done and unused

annual leave (if entitled).
Employee is not entitled

to severance.

Pay in lieu of notice 
is also permitted i.e. you can
ask your employee to leave
before the notice period is

over, provided you pay them
for the notice period and all
other entitlements owing on

termination.

If a clause in the employment
contract states notice times

longer than the legal requirement
- contract must be honored.

Without
Notice

Without
Notice

You can deduct
the sum the

employee would
have earned

during the notice
period from any

payments on
termination.

Too ill to work
Contract ends

immediately. All
outstanding

remuneration
and severance  to

be paid to the
Employee

If the employee leaves making a
complaint about employer

misconduct, seek advice from
labour officers, and pay out days

worked.

Process for terminating an open-ended contract


