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POLICY ON LEAVE

Date first issued:  28 September 2005 
 

Date reviewed: 

Date approved by EMC/ Senate:     

This policy and its rules, guidelines and procedures replace all previous policy and/or circulars pertaining to policy on leave. 

1.
POLICY ON LEAVE
It is the policy of the Tshwane University of Technology (TUT) to grant vacation leave on an annual basis, within the framework of the various leave package structures, and to grant other types of leave to accommodate needs that are associated with a higher education environment.
2.
DEFINITIONS

“compulsory leave” means normal annual vacation leave;

“examination leave” means leave granted for the writing of an examination, excluding class tests;

“family responsibility leave” means leave taken for any urgent family matter, subject to specific conditions as determined by the Basic Conditions of Employment Act 75 of 1997 (as amended); 

“half-day leave” means vacation leave taken for half a day, i.e. either from 08:00 to 12:00 in the morning or from 12:00 to 16:00 in the afternoon;

“maternity leave” means leave taken by a female staff member for a certain period before and after the birth or adoption of her child;

“sabbatical leave” means a period of leave taken to complete an approved master’s or doctorate degree, for any post-doctoral studies or for advanced research or training;

“study leave” refers to leave that can be taken for pre-graduate purposes.

“sick leave” means leave taken due to illness;

“special leave” means leave which may be granted to a staff member on condition that it is for an official reason;

“special sick leave” means leave granted for injuries on duty;

“unpaid leave” means leave taken when either compulsory, sick or accumulated leave has been used up or the staff member is absent without permission;

“accumulated leave” refers to leave that can be carried over annually up to a specified maximum.

3.
RULES

3.1 GENERAL RULES

3.1.1 As from 1 January 2004, academic and support staff members must apply for leave.  The relevant line manager must approve the leave.  The approval of leave is always, within reason, subject to the operational requirements of the organisation.
3.1.2 All leave, except sick leave, in case of a emergency, is subject to the approval of the line manager in advance.  Only in exceptional cases may the Human Resources be approached to approve an application for leave.

3.1.3 Pro rata leave entitlement will be calculated for new staff members as well as those who resign within the year, when calculating the leave payout.

3.1.4 In general no leave may be taken in the required period notice of resignation when either the staff member or TUT terminates the contract.  It must be approved by the Human Resource manager.

3.1.5 Staff members may not leave their workplace or be absent from work unless:

· they have applied for leave and that application has been approved;

· they have been suspended from employment;  or

· they are prevented by illness or other circumstances acceptable to TUT from remaining on duty or reporting for work.

3.1.6 If a staff member reports for duty but has to leave the place of work as a result of illness, they will be deemed present for the full day if they completed 50% or more of the prescribed working hours.

3.1.7 Notwithstanding any other disciplinary measures that may be instituted against a staff member, all unauthorised absence from work shall be deemed to be unpaid leave.

3.1.8 If staff members are absent from work without leave for four (4) working days or six (6) consecutive days (including weekends) without notifying their line manager and all reasonable efforts have been made to contact them, they will be deemed to have absconded the employment contract with effect from their first day of absence.

3.2 RULES PERTAINING TO SPECIFIC LEAVE TYPES

	Staff Category
	Total leave

	Lecturing and Research
	45 working days (including 10 working days that may be accumulated)

	Management and Support staff
	35 working days (including 10 working days that may be accumulated)

	Shift workers
	48 calendar days (including 14 calendar days that may be accumulated)


3.2.1 Accumulative Leave
· All staff may accumulate leave to a maximum of 25 working days (Shift workers may accumulate a maximum of 35 calendar days) during the time of employment.  This leave will be payable, if not used, to the staff member at retirement, retrenchment, resignation, dismissal or death.

· As from 1 January 2005 a staff member may accumulate 10 working days per year, provided that the total days accumulated are not more than the number of days stated in the above item.

· All leave accumulated before 1 January 2005 will be maintained.

3.2.2 Compulsory Leave
· Line managers must ensure that staff members take their full complement of annual leave within the first twelve (12) months.

· In the event where leave has been applied for within the first year and authorisation has been withdrawn or declined for operational requirements, it may be carried over to the next year, but must be taken within the next six (6) months.

· In the event that the leave cannot be taken again for operational requirements, it must be paid out to the staff member concerned.

· Any arrangement to take normal compulsory leave must be made with the line manager before it is taken.

3.2.3 Sick Leave
· A permanent staff member is entitled to ninety (90) calendar days of sick leave on full pay in a cycle of three years (the current cycle commenced on 1 January 2004).

· A staff member who has been employed for longer than 9 years is entitled to a once off allocation of an additional cycle of ninety (90) full calendar days, plus ninety (90) calendar days remunerated as 50 % of the staff member’s normal rate.  This cycle is repeated once every 9 years.

· A medical certificate is required if the staff member has been absent from duty for more than two calendar days, or less if the line manager specifically requests it, for e.g. where a staff member has been absent due to illness for more than 10 working days in a year, without submitting a medical certificate.

3.2.4
Special Sick Leave

· Special sick leave may be granted only in the event of injury on duty;  

· All benefits accruing to the staff member must remain intact during the period of special sick leave.

3.2.5
Maternity Leave

· Maternity leave is granted strictly in terms of the provisions of the Basic Conditions of Employment Act 75 of 1997 (as amended), i.e. four months, three months fully paid and one month unpaid (taking the latter is optional).
· When a staff member adopts an infant (child younger than 6 months), they may also take maternity leave.
· Part time, hourly paid and temporary staff do not qualify for paid maternity leave.
· In the case of permanent staff members, one (1) year of service must be completed before the staff member is entitled to paid maternity leave.

· Staff members appointed in a temporary capacity will not qualify for paid maternity leave.

3.2.6
Examination Leave

· Leave granted for examinations is strictly for that alone and not for tests;  

· Examination leave is limited to two attempts per subject. 

· The staff member should produce a valid time-table of examination dates. 

· Leave is also granted for the day before the examination, i.e. one working day for the examination and one working day before it.

· If, for any reason, the examination for which leave was applied for, is not written, the leave will be converted to compulsory leave.  

· It is the direct responsibility of the line manager concerned to check the legitimacy of such leave. 
3.2.7
Special Leave

· Special leave will be granted on condition that the request is for an official reason.
· Documentary proof should accompany the request.
· Staff members are limited to ten (10) working days in the normal leave cycle, which must be approved by the relevant line manager. In cases where more than ten (10) working days may be required, the staff member, with the relevant line manager’s recommendation, must submit a motivation to the relevant Deputy Vice-Chancellor. The decision of the Deputy Vice-Chancellor is final. 
3.2.8
Unpaid Leave

· This rule applies to voluntary unpaid leave.

· Any leave that is taken without complying with the rules given for each particular leave type, or without specific permission having been obtained beforehand, must be deemed to be unpaid leave.

· Salary and other benefit payments for the period of absence must be deducted from the staff member’s salary.

· Unpaid leave has a direct effect on the staff member’s benefits, such as pension and medical aid, notwithstanding that a staff member may opt to continue to pay such contributions. 

3.2.9
Sabbatical Leave/Study Leave

· The applicant must be a permanent member of staff

· Sabbatical leave should be granted to staff to enable them to devote themselves to a period of uninterrupted study and/or research.  If the leave is for formal study purposes, it must either be on a Master or Doctoral level.  Post-doctoral studies will be included.

· The applicant and TUT must sign a contract.  A detailed work plan, as well as the objectives, should accompany the signed contract.  The leave will be approved only after the contract has been signed by all the relevant stakeholders.

· The obligation to ‘work back’ the leave granted should be at least the same period as the  period amount of leave granted for study.  The working back period will only commence as soon as the final objectives, as set out in the contract, have been achieved

· The proposed study must be formally approved by TUT where it will be undertaken and the proposed course of study must be relevant within the scope of the staff member’s employment contract.

· Sabbatical leave accrues at a rate of one (1) month for every completed year of service, up to a maximum of six (6) months, which cannot be accumulated;

· Sabbatical leave may be granted either for the full six (6) months period (preferably) or on a pro rata basis, as an exception, for a three (3) month period; lecturing staff should preferably take leave for a semester or a term;

· Ad hoc leave can be granted for shorter time periods, should the need arise, especially for non-lecturing staff;

· Sabbatical leave will not normally be granted to staff members within the first year of employment at TUT;

· Sabbatical leave will not normally be granted within a period of three (3) years of the completion of a staff member’s last period of sabbatical leave;

· Sabbatical leave will be centrally budgeted for annually as a strategic issue.  Deans and Heads of Departments have to plan for the following year which staff will be taking sabbatical leave.  Sabbatical leave funding may only be used for the appointment of part-time staff as replacement of staff on sabbatical leave,  provided that proper application, approval and administrative procedures have been met;

· The Dean/Head of Department must apply for funding to the respective Executive Committee member before the end of the previous year in order to ensure that it is provided for in the budget;

· No leave is earned during sabbatical leave.  A pro rata leave calculation will apply for the current year in which the leave is availed;

· A progress report must be handed in to the dean/chief director by the applicant at the end of the term of study for submission to the Executive Committee of the Faculty/Directorate. If progress was satisfactory, the ‘work back’ period will commence.  If progress was not satisfactory, an extension period on the completion date, up to a maximum of six (6) months, must be negotiated between the Dean/Chief Director and the staff member, before a further report is to be handed in.  If progress continues to be unsatisfactory, the terms of the contract will be enforced;

· The applicant must hand a progress report to the Dean/Chief Director at the end of the term of study; 

· If the study/research programme is successfully completed within the agreed timeframe, then the working back period equivalent to the sabbatical leave period availed of by the staff member becomes effective on the date of completion;

· If satisfactory progress has been made without completing the study/research programme, then the working back period equivalent to the sabbatical/research/ study leave period availed of by the staff member becomes effective on the date of completion;

· In the event of an unsuccessful study or research period, either the money or accumulated leave equal to the real cost, will be deducted from the staff member’s salary or accumulated leave records;

· Study leave may be taken for pre-graduate study on a day for a day principle up to a maximum of ten (10) working days per annum.

3.2.10
Family Responsibility Leave

· As laid down in the Basic Conditions of Employment Act, 1997, TUT may grant three working days per staff member per year, for any of the following reasons:

· when the staff member’s child is born;

· when a direct family member is ill;

· on the death of the staff member’s spouse or life partner;

· on the death of the staff member’s parent, grandparent, child, adopted child, grandchild or sibling.

3.2.11
Half-day Leave

· Half-day leave consists of either a morning off from 08:00 to 12:00 on a working day, or an afternoon off from 12:00 to 16:00 on a working day; 
· An ad hoc afternoon off may, under no circumstances, be taken on the same day as half-day morning leave.
3.3
EXTRAORDINARY RULES

If any staff member should be unable to report for duty because of a natural disaster, political incident, or hostage-taking, arrangements for leave for such period must then be handled on an ad hoc basis and treated as an exceptional case.

4. PROCEDURES

The staff member must submit the leave application on the electronic leave system preferably one month before the commencement of the leave period.

The relevant line manager must approve the application for leave.

The Human Resources Division is responsible for the administration of the leave system.

5. DOCUMENTS 

5.1 Annexure A - Application for Leave Form (PS1)

5.2 Annexure B - Sabbatical leave contract
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