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POLICY ON VISITS ABROAD
Date first issued: 

Date reviewed: 



23 March 2006
Date approved by EMC/ Senate:     

This policy and its rules, guidelines and procedures replace all previous policies and/or circulars pertaining to Policy on Visits Abroad.

  1.
POLICY STATEMENT

It is the policy of the Tshwane University of Technology (TUT) to promote the University’s core activities and operational excellence by permitting staff members to undertake visits abroad.
    2.
DEFINITIONS
“ Departmental Funds” means research funds that come from TUT budget allocated to Faculties or departments or from Central Research Committee (CRC) allocation to Faculty Research Committee (FRC’s).   Visits abroad funded from external / other sources (eg. Individual researchers/ grand holder’s own NRF funds or own fund obtained from external research contacts etc) are subject to procedures prescribed by the external funders in consultation with the relevant FRC.
     3.
RULES

3.1
 This policy only applies to permanent staff members of TUT.   However, temporary and part-time staff may be allowed to undertake visit abroad under the name of TUT or supported by TUT funds but with special permission from the EMC.
3.2
For the purpose of this policy, staff members in five (5) year contract appointments (e.g. the position of the Vice-Chancellor, Deputy Vice-Chancellor, etc.) will be regarded as permanent appointments.

3.3
Visits abroad must be undertaken in terms of the following categories.

3.1.1
    Senior Management (P1-4) (Scheduled visits)
3.1.1.1
Staff members in senior management positions (P1-4) will be required to undertake a scheduled visit abroad, with the aim of obtaining new knowledge relating to the business of the university’s core activities and operational excellence.

3.1.1.1 Upon return the senior manager will be required to submit a report to the EMC, Academic Committee and Administration Support Committee, reporting on the new knowledge obtained and how such new knowledge could be implemented in the activities of TUT.

3.1.1.2 The visits abroad will be scheduled in the following manner

	POST TITLE
	POST LEVEL
	VISIT INTERVAL

	VC
	1
	Biennial

	DVC
	2
	Biennial

	Executive Dean, Registrar and Executive Director
	3
	Triennial

	Senior Director
	4
	Quadrennial


3.1.1.3 The co-ordination and the funding for such visits will be the responsibility of the Human Resources Division.

3.1.2 Visit abroad for Conference attendance

3.1.2.1 Staff members participating in the promotion of research outputs may attend an overseas conference for the purpose of delivering a paper or the gaining of new knowledge that will in future contribute to the delivery of further research outputs.

3.1.2.2 Such visits and the funding of such visits must be approved within the rules and regulations of the Central Research Committee (CRC)and the Faculty Research Committee (FRC) (See Guidelines for Faculty Research Committees Evaluating applications for Conference Support)

3.1.2.3 Should it happen that either the Central Research Committee or Faculty Research Committee do not approve the visit,  the staff member will not be granted leave to undertake such a visit abroad.  This includes any invitations from external organizations.

3.1.2.4 TUT undertakes to make no claims on research generated during private or vocational visit overseas.

3.1.3 Visits abroad due to work related requirements.

3.1.3.1 A staff member, due to work related requirements (e.g. signing of a Co-operation Agreement with other higher education institutions) may be required to undertake a visit abroad.

3.1.3.2 Such visits will strictly be limited to Senior Staff members who are properly mandated and authorized to conclude such activities. (See sub-paragraph 3.1.1 and 3.1.1.2 for the purported Senior staff).
3.1.3.3 The funding of such visits will be from the operational budget of the relevant Deputy Vice-Chancellor, Dean or Executive Director.

3.1.3.4 Invitations to staff for visits abroad from external bodies whether funded by such body or not, have to be approved by the relevant Deputy Vice-Chancellor, Dear or Executive Director.

3.1.4 Visits abroad funded from departmental and / or own research funds

3.1.4.1 Staff members are permitted to undertake visits abroad for the purpose of furthering the core activities of TUT.

3.1.4.2 Such visits must be approved by the relevant DVC together with the Dean or Executive Director.

3.1.4.3 Such visits will be funded from the respective departmental funds.

3.1.4.4 Upon return the senior manager will be required to submit a report to the EMC, Academic Committee and the Administration Support Committee, reporting on new knowledge obtained and how such new knowledge could be implemented in the activities of TUT.

3.1.4.5 Should the staff member resign after the visit, such a member will be liable to re-imburse the University for all the cost incurred.  
3.2 All staff may not undertake trips abroad in their last year of employment.  Except in cases where there is an obligation on the part of the grand holder to present their findings abroad as part of their contracted funding obligations. 
3.3  Any other exception to this rule should receive proper mandate from the EMC.
4.
PROCEDURES

The relevant HR procedures.

5. DOCUMENTS

None
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