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APPLICATION FOR LEAVE (Al staff members)

STAFF NUMBER:

RANK: TELEPHONE EXTENSION: x

SECTION/BUREAU /DEPARTMENT:

PLEASE SEE BELOW FOR LEAVE SPECIFICATIONS

TYPE OF LEAVE FROM

UPTO AND INCLUDING NUMBER OF DAYS

COMPULSORY LEAVE

ACCUMULATED LEAVE

SICK LEAVE

MATERNITY LEAVE

EXAMINATION LEAVE

SPECIALLEAVE

UNPAID LEAVE

SABBATICAL, RESEARCH OR STUDY LEAVE

FAMILY RESPONSIBILITY LEAVE

HALFDAY LEAVE

REMARKS:

AADDRESS DURING LEAVE:

SIGNATURE OF APPLICANT: DATE

SIGNATURE DATE

Recommended by direct supervisor:

Approved by Director/Chief Director/Dean/Deputy Vice-Chancellor

PERSONNEL OFFICE
Entered on leave record:

INSTTUTE LEAVE RULES

The fundamental principle governing ail fypes of ke ks that taff are expected fo complete
astandard leave fom @51Y1hat shoukd be signed by fhe head oftheirdepariment or civison
andsent o fhe Human Resouroe Divison of he relexant leaving se.

COMPULSORY LEAVE
This s the ordinary vaccion leave tat accrues o thestaff member. I vares ocording fothe
conditions of appointment of the staff member concemed and & renewable each yecr.

ACCUMULATED LEAVE

These are he leave days thet accrue tothestoff member duing his or herservice of Khwane
sty f ctnclogp Afaf menber maylale fhe e haf oouroted g he yecr
if he orshe hes 1o cormpubory lecne effover, or may sell part of hs or herccoumulafed keave.

SICK LEAVE

Astcffmemberwho has been absent from work for three ormore days, shoukd submit aimedical
certificate with hisor hercompleted P31 form. The supendormay. i his or herdicretion, ask for
amedicdl cerfifiocte ot an edrfersiage.

MATERNITY LEAVE
Matemty leave b granted stiitly i ferms of the Besic Conditions of Employment Act, that k,
thiee months” paid leave, with an optional additional month of unpaid leave.

EXAMINATION LEAVE

aniaton bave bgrnied forxindonsonly ot forteds. Tedafmenter shoyd st
avalid examination fimelable for fhe examinafion conoemed wilh hi or her complted PST
form. The workdlay preceding the day of examination may be granted in addiion fo the day
of the examination. Ifan exam paper s wten on a Monday, eave may be granted on the
proceeding Fiay.

SPECIAL LEAVE
Specialleave s granfed, subject fo the staff memberfaling the leave foran offcial mason,
. forpatidipafionin anationalor provincialsporing event orfor hisor heroffciclatfendance
of an infemational conference. Docurnentary pioofshouk] cccompany e staff member's
completed PS1 form.

UNPAID LEAVE
When ke b len uihout acherg o uesfulied frsachips o bave rifoonert
was nof oblained beforehand forthe ke fo be faken, sush kave wil be regcrded as unpaid
v and munerion forhe et concemec il bs st fon fresicf mertoer s
scly.

SABBATICAL RESEARCHORSTUDY LEAVE
This fype of leave is granted fo siafwho e studying for their master’s degree or docorcte,
Amonih's leave for aach compleled year of sere; up to six monhs, wilacorue o fhe siaff
membet Laae may begend orthe ul s onfsorpo . Lecueor i knd mey ct
begeplechwihin he ff thise joas of g Saff ermers e cf sarjce, axcaptn hohy
axceplional cases. Thies years shoull expire before such lecve may be granfed again.
confract § concluded befween the siaff member and fhe Insfute; which can be obicined
fiom the Head of Personnel Servioes,

FAMILY RESPONSIBILITY LEAVE
In terms of the Basic Condifions of Employment Act 75 of 1997 (cs amended), thiee daysa year
areavaicble for each siaff member.

HALF-DAY LEAVE
Halcayleava may ba fken fom 0800 0 1200 nfhe moring, offom 120010 1600  he
aftermoon.
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