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LEAVE POLICY
Date: 
______________________________
Subject : Leave

1.
Introduction
1.1
This leave policy establishes the basic standards and rules regarding leave at ________________________________ (company name).

1.2
Each employee is bound by this policy and is obliged to ensure that the provisions of this policy are enforced at all times and that his/her conduct shall at all times be in accordance with the conditions set out herein.

1.3
Failure to comply with the leave policy will be viewed as a serious disciplinary breach and in appropriate circumstances and in accordance with the company’s disciplinary code and procedure and labour laws prevailing from time to time, can give rise to disciplinary action and/or legal action being taken against the offender.

1.4
The terms of this leave policy shall also be considered and regarded to be specific terms of the employment relationship and employment contract between employer and employee.

2.
Definitions
2.1
Absenteeism: Absenteeism is seen as any failure to report for or remain at work as scheduled regardless of the reason.

2.2
Annual leave: Annual leave is intended to provide all staff with the necessary time off to rest and spend quality time with family and friends. 

2.3
Legislation: This policy and procedure is subject to the provisions of applicable legislation. The terms of this policy will however have preference over any applicable legislation to the extent permitted by the legislation.

2.4
Leave planning: Managers are to plan leave for all staff under their control so that sufficient staff is on duty at any given time. Not all staff can take leave at the same time. Leave that is accrued over and above the policy stipulation, must be reported to the relevant manager. 

2.5
Leave cycle: The annual leave cycle of each employee starts on the first day of the employee’s engagement date and ends on the last day of the engagement month in the following year. 

2.6
Leave accumulation: At the end of the leave cycle, a maximum of 15 (fifteen) working days’ leave will be transferred to the new leave cycle. A maximum of 15 (fifteen) working days plus the leave applicable in the current leave cycle may be accumulated in any employment history. The balance, if any, is forfeited provided that the employee was granted an opportunity to take the leave before it is forfeited in terms of this policy.

2.7
Statutory leave entitlement: The company acknowledges that minimum annual leave, sick leave, maternity leave and family responsibility leave are governed by the current legislation. The company differentiates between statutory annual leave entitlement and non-statutory annual leave entitlement. Statutory leave refers to any form of annual leave of 21 (twenty one) consecutive days per year that is prescribed by the Basic Conditions of Employment Act as a statutory minimum. Non-statutory leave refers to all and any leave in excess of this statutory minimum.

2.8
Leave register: The company will keep a leave register to monitor the balance of the outstanding leave and to manage the leave entitlement. The leave register will be kept in the payroll system that the company uses, and the company will ensure that it is accurate and kept up to date.

2.9
Sick leave cycle: In this policy, ‘sick leave cycle’ means the period of 36 (thirty six) months’ continued employment with the company immediately following an employee’s commencement of employment or the completion of that employee’s prior sick leave cycle. 

3.
Annual leave
3.1
An employee is entitled to 15 (fifteen) consecutive working days annual leave. This leave will accrue at a rate of 1,25 working days per month.

3.2
An employee is entitled to take annual leave with the prior written approval of the manager responsible for the particular business unit in which the employee is employed. Consent by the manager will be based on operational requirements, and is in the sole discretion of the manager.

3.3
An employee may only be granted annual leave equal to the number of days accrued to him/her. Any form of unpaid leave will be subject to the discretion of the relevant manager. 

3.4
Requests for annual leave must be made in writing on the company leave application form (Annexure 7).

3.5
The company will not require an employee to work during any period of annual leave.

3.6
Annual leave may not run concurrently with any paid sick leave.

3.7
Annual leave may not be commuted for cash and will only be paid out on termination of the employee’s employment with the company.

3.8
Casual employees do not qualify for annual leave.

3.9
The number of days occasional leave that the employee took during the leave cycle will reduce annual leave.

3.10
It is noted that the company has an annual shut-down period in December each year and that employees are compelled to take annual leave during the shut-down period. The shut-down period may vary from year to year depending on the company’s operational requirements.

3.11
Annual leave will be paid on the employee’s usual pay day.

3.12
The company will pay an employee on termination of employment. If the employee has been in the company’s employ longer than four months, the company will pay the employee for any leave that was accrued by the employee in accordance with the company’s leave accrual stipulations.

4.
Unpaid leave
4.1
Unpaid leave will not be granted to any employee who has annual leave due to him/her.

4.2
Unpaid leave will be granted at the discretion of the responsible manager and on completion of the company leave application form. 

4.3
The relevant manager may grant a maximum of 7 (seven) days unpaid leave in any one calendar year.

5.
Sick leave
5.1
In this policy, ‘sick leave cycle’ means the period of 36 (thirty six) months’ continued employment with the company immediately following: 


5.1.1
an employee’s commencement of employment 


5.1.2
the completion of that employee’s prior sick leave cycle. 

5.2
During every sick leave cycle, employees working a five-day week are entitled to 30 (thirty) working days’ sick leave. 

5.3
The company reserves the right to contract the services of a registered medical practitioner in the vicinity close to the workplace, to examine, diagnose and treat company personnel.

5.4
During the first six months of employment, an employee is entitled to 1 (one) day’s sick leave for every 26 (twenty six) days worked.

5.5
During the first sick leave cycle, the employee’s entitlement will be reduced by the number of days of sick leave taken during the first six months of employment.

5.6
Sick leave to which an employee is entitled will be granted on full remuneration.

5.7
The company will not pay an employee who is absent for more than two days, or for one day or more on more than two occasions during an eight-week period, unless the employee produces a medical certificate on his/her return to work, stating that the employee was unable to work for the duration of the employee’s absence from work. Employees who are absent from work on a Monday, Friday or the day preceding or following a public holiday must submit a medical certificate. Note that it is seen as a disciplinary offence if the employee fails to submit a relevant medical certificate.

5.8
A medical certificate must be issued and signed by a medical practitioner or any other person who is certified to diagnose and treat patients and who is registered with a professional council established by an Act of Parliament. A medical certificate can be rejected at the discretion of the responsible director. A medical certificate will not be valid if it was issued in retrospect (backdated) and if it does not state that the employee was unable to work on account of illness or injury. It is specifically noted that a medical certificate signed by a traditional healer and/or a medical aide (e.g. a medical sister) will not be accepted. It is a requirement that the medical practitioner state his/her telephone number on the medical certificate for telephonic confirmation of the note. The employee consents to any enquiries the company may wish to make in order to determine the authenticity or validity of the medical certificate. 

5.9
The company depends on employees to help maintain work schedules and levels of productivity and needs to make alternative arrangements in most cases where employees are absent from work. In light of this, all employees are compelled to inform the company of their absence from work on the first day of the absence, before 10:00 am. Employees are to inform their direct supervisor and/or manager in the event of absence due to illness or any other eventuality. It is seen as a serious disciplinary offence if employees fail to inform the company of their absence on the first day. Messages should not be left with subordinates or peers. Such messages are not an acceptable communication of absenteeism to management.

5.10
Sick leave notification must be accompanied by the medical certificate and must be submitted on a company leave application form.

5.11
The company reserves the right to reduce the payment for sick leave (by not more than 25%) in return for an equivalent increase in sick leave allocation. The reduction in payment for sick leave as stated becomes applicable where the employee requires more sick leave than the statutory entitlement and is subject to the company’s operational requirements.

5.12
A period of sick leave taken in excess of the statutory entitlement can be substituted for annual leave at the employee’s written request subject to the company’s operational requirements.

5.13
The provisions in respect of sick leave do not apply in respect of periods when an employee is unable to work as a result of an injury or occupational disease as defined in the Compensation for Occupational Injuries and Diseases Act.

5.14
Employees who submit a fraudulent medical certificate will be disciplined in accordance with the company’s disciplinary code. Note that an offence in this regard is seen as a very serious offence and could lead to dismissal.

5.15
Sick leave does not under any circumstances accrue from sick leave cycle to sick leave cycle, and the balance of any untaken sick leave is not paid out to an employee on termination of employment. 

6.
Maternity leave
6.1
The purpose of this policy is to enable permanent, full-time female employees to continue their career with the company prior to and following confinement, without breaking their service.

6.2
Any female employee qualifies for maternity leave in terms of this policy.

6.3
Employees are entitled to a maximum of 4 (four) months unpaid maternity leave as set out in the Basic Conditions of Employment Act, 1997. The terms of the Basic Conditions of Employment Act shall govern maternity leave. 

6.4
A doctor’s certificate estimating the date of birth must be supplied two months prior to the expected date of birth.

7.
Family responsibility leave
7.1
Family responsibility leave applies to an employee who has been in employment with the company for longer than four months and who works for at least four days a week.

7.2
Family responsibility leave will be granted during each annual leave cycle, which the employee is entitled to take:


7.2.1
when the employee’s child is born


7.2.2
when the employee’s child is sick


7.2.3
in the event of the death of the employee’s spouse or life partner, parent, adoptive parent, grandparent, child, adopted child, grandchild or sibling.

7.3
The company will allow 3 (three) days’ paid family responsibility leave per leave cycle to qualifying employees. 

7.4
Family responsibility leave not taken during the leave cycle will lapse and may not be accumulated.

7.5
The Managing Director may extend the period of family responsibility leave to a maximum of 7 (seven) days. Consideration will be given to the relationship between the employee and the deceased, arrangements to be made and distance to be travelled, as well as the employee’s length of service and past work performance.

7.6
Family responsibility leave will not be deducted from the employee’s annual leave and will be granted at full remuneration.

7.7
The company leave application form must be completed by the applicant and approved by the responsible director.

8.
Study leave (Delete if not applicable)

8.1
Study leave is not a leave entitlement of the employee. The granting of study leave shall at all times be subject to the sole and absolute discretion of the company.

8.2
Any course in a field of study which is related to the company’s work and that would benefit the employee’s career with the company will be considered for study leave.

8.3
Application for approval of a particular course for purpose of study leave during a year must be submitted before the end of February of each year. No study leave will be approved during a year if the course has not been approved before February of that year. The company leave application form must be completed for approval. A copy of the learning institution’s examination schedule must accompany submission of an application for study leave.

8.4
Leave shall, at the discretion of the company, be granted as follows:


8.4.1
The employee will be granted 2 (two) days’ study leave for each examination paper to be written by the employee.


8.4.2
Study leave will be granted on the day preceding the examination date and on the date of the examination.


8.4.3
When two examinations are to be written on the same day, the employee may be granted leave for the one day prior to the examination date and one day’s leave on the date of the examination.

8.5
No employee will be granted more than 10 (ten) days’ study leave in any calendar year without the prior approval of the Managing Director.

8.6
Study leave will be granted on full remuneration and will not be deducted from the employee’s annual leave.

8.7
Study leave may not be accumulated from one calendar year to the next.

9.
Absence without leave
9.1
In the event of a staff member being absent from the workplace for 3 (three) consecutive working days or longer, without prior permission and/or informing and notifying his/her direct superior of the employee’s absence and reason for the absence, the employee will be deemed to have absconded, and as such the employee’s services could be subject to termination in terms of the company’s disciplinary code and procedure.

9.2
Absence from the workplace for any period of time without prior permission and/or notification of a direct superior shall be considered to be a serious disciplinary transgression, and the employee shall be subject to disciplinary action that may lead to termination of employment. The company will inform the employee in writing of the date and time for the disciplinary enquiry to be held in terms of the company’s disciplinary procedure for such offences.

9.3
It is at all times the duty of the employee to inform his direct superior of any absence, and the reasons for the absence, and of any change in address.

10.
Public and religious holidays
10.1
Working overtime is an operational requirement of the business. Due to the fact that the majority of the company’s employees are employed in service-related work and, depending on our customers’ needs, employees may be expected to work on public holidays and after normal working hours on short notice. Employees not required to work may take paid leave on all days gazetted by the government as public holidays. 

10.2
The company acknowledges the fact that some employees’ faith is not recognised by the current legislation and such employees may be granted annual leave to enable them to observe their religious customs.

11.
Long service leave (Delete if not applicable)

11.1
The company acknowledges employees’ long standing service via additional leave entitlement as follows:


11.1.1
additional 5 (five) working days’ leave after 5 (five) years service


11.1.2
additional 5 (five) days’ working leave after 15 (fifteen) years service.

11.2
No employee, irrespective of grade level, may be entitled to more than thirty working days’ leave in any one year.

12.
Accumulation of leave
12.1
Accumulated leave may create enormous financial liabilities for the company. The annual leave forfeiture provision also serves to compel employees to take leave, thereby giving effect to the social requirements behind the provision of leave. It is therefore vital that the employee’s leave is managed to ensure that leave does not accumulate and that employees use their leave.

12.2
With regard to statutory minimum leave, at the end of the leave cycle, a maximum of 15 (fifteen) working days’ leave will be transferred to the new leave cycle. A maximum of 15 (fifteen) working days’ leave plus the leave applicable in the current leave cycle may be accumulated in any employment history, and may not be forfeited. The balance, if any, is forfeited provided that the employee was granted an opportunity to take the leave before it is forfeited. 

12.3
The company will on an annual basis at least 30 (thirty) days before statutory minimum leave is about to be forfeited at the end of the leave cycle, circulate a leave statement to all the affected employees, showing what is carried over and what is forfeited. This statement will be placed on the employee’s personnel file.

12.4
Where the employee accumulates excess leave due to the fault of the company’s operational requirements where the company denied the employee leave, the employee will first be afforded the opportunity to take such leave at the end of the leave cycle before such leave is forfeited. In this regard, the employee will be afforded time to take such leave, in the form of a ‘leave window’, which shall apply for a period of 6 (six) months at the end of the particular leave cycle. If the employment of the employee is terminated before such leave is taken under the circumstances set out in this clause, then the company will pay out such leave. If the leave is not taken by the employee in the leave window period afforded, it is then forfeited. 

12.5
The company reserves the right to compel the employee to go on leave when he/she is about to forfeit leave. Employees will be notified in writing if they are compelled to go on leave. 

12.6
It is specifically recorded that any annual leave in excess of the statutory minimum, being non-statutory leave as defined in this policy, is never accumulated if not taken in the current leave cycle in which it due. Non-statutory leave is forfeited if not taken and is not transferred to the new leave cycle. The accumulation provision in terms of this policy does not apply to non-statutory leave.

12.7
At termination of employment, an employee will only be paid out for leave not forfeited in terms of this policy.

13.
Administration
13.1
Leave application forms must be submitted to the relevant manager at least:


13.1.1
3 (three) working days prior to the commencement of occasional leave


13.1.2
1 (one) month prior to the commencement of annual leave.

13.2
The manager may in his/her sole discretion agree to reduce the period of prior notice in terms of this clause, subject to the approval by senior management in writing. 

13.3
Any leave not actually authorised by the employee’s immediate manager in writing on the company leave application form will be considered to be void and not granted.

13.4
In cases of sick leave, the leave application form must be submitted to the manager on the day of the employee’s return to work.

13.5
Leave application forms need not be submitted for public and religious holidays as defined in this policy.

13.6
In the case of leave which is not approved, the leave application form will be returned to the employee who must also be informed of the reason for the decision which will be recorded on the form. A copy of the form will be placed on the employee’s personnel file.

13.7
The manager will forward any approved leave application form to the Salaries Department for processing. The salaries administrator will record the leave on the employee’s record and reduce the employee’s leave entitlement by the number of days taken.

13.8
The salaries administrator will file all applications for leave in the employee’s personnel file, which will be maintained for five years from the date of the termination of the employee’s employment with the company. 

14.
Implementation
This policy will be implemented with effect from___________________________ (insert date).


I, ________________________________________,  hereby declare that I have read and understood the contents of the company leave policy. I acknowledge that it is my responsibility to be updated of any changes to the company leave policy. I understand that failure to comply with these guidelines could lead to disciplinary action, which could lead to the termination of my employment contract with the company. I also understand and accept that the provisions of this policy shall constitute terms and conditions of my employment with the company.

____________________________

Signature 

____________________________

Name

____________________________

Date 

PAGE  
	COPYRIGHT © JHG Personnel Practitioners 2015
	[image: image1.jpg]PERSONEELPRAKTISYNS
PERSONNEL PRACTITIONERS







[image: image1.jpg]