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Academic Staff Leave Conditions

	Types of leave
	Nature of leave
	Conditions associated with leave

	Sick leave
	As for support staff: 
36 days in a 3 year cycle.
	Due to the flexibility of work of the academic staff, these staff are not required to submit sick leave forms. During term time however, an academic staff member should advise the HoD or secretary if they are ill and not coming into work.  Where problems arise due to the abuse of sick leave, the HoD should consult with the HR Director. In this situation, the academic may be required to submit sick leave forms. Applications for special sick leave (over and above the 36 days in a 3 year cycle) should be directed at the HR Administration Manager, with the support of the HoD/Manager.

	Family Responsibility leave
	As for support staff: 
3 days per annum
	According to the BCEA
 this leave is used for birth, illness or death of an employee’s child or adoptive child; death of the employee’s spouse or life partner, the employee’s parent, adoptive parent, grandparent, grandchild or sibling as defined in the BCEA.

	Parental leave
	Academics going on maternity leave will be granted up to 6 months paid leave. In the case of paternity leave, fathers/partners will be granted 2 weeks leave, These are both subject to eligibility. 
	The University supports staff beyond the requirements of the BCEA regulations. For more information about other types of parental leave i.e child adoption, miscarriage etc, please consult website for the policy on parental leave and benefits
http://www.ru.ac.za/humanresources/docsandinfo/policies

	Study leave
	As for support staff: 1 day prior to and the day of an official examination for an approved study course.
	Leave form available on website: http://www.ru.ac.za/humanresources/supportstaffmatters/leave/leaveapplicationform

	Annual leave
	BCEA regulations
 provide minimum leave conditions. The University prefers to not be prescriptive about issues of annual leave for academic staff given the nature of academia. Within the parameters of the expectations and responsibilities of academics and the employment contract of academics, the University respects the autonomy of individual departments to set norms regarding annual leave & in particular, the presence/absence of academics during vacation periods. The University expects that vacation periods will be used for research, attending conferences and/or preparing teaching curriculum. However, it also recognises the academic’s right to determine his/her own work schedule and consistent with departmental norms, it may not be necessary to be physically present in the department during vacation periods. 
	Only in particular circumstances will the Dean and/or HoD become prescriptive about leave taken during vacation periods. The period from the 15th of December until mid January is generally recognised as the period that most academics take annual leave.
Academics will not be denied annual leave but irrespective of what time of year (term time or otherwise), academic staff should inform their HoD in writing of when they plan to take annual leave or be away from the department, providing contact details.

Such notification can be conveniently done by submitting the on-line form to be found at:

http://www.scifac.ru.ac.za/misc/leave.cgi


	Academic leave, applied for 1 year in advance
	Only for academic staff. This is 2 months leave for each completed year of service. May be taken after the first three years of full-time employment. A period of 6 months or more is usually taken. Staff who have been employed on contract for more than 1 year or on successive one year contracts and then later on permanent terms will receive “credit” for that period in terms of academic leave.
	There are detailed procedures that govern this sort of leave, so please consult website: https://www.ru.ac.za/documents/Human%20Resources/Guidelines-Academic_Leave_Budget_Process.pdf  Departments will be contacted once a year to submit applications for academic leave. Usually this is in March. Where an academic staff member is going to be out of the country for more than 3 months, s/he should notify the pension/provident fund failing which his/her insurance cover will be invalid during this period. 

	Leave for absences 

2 days or less 
	This sort of leave would usually be related to academic purposes e.g. attending a conference, being part of a research group, being invited to visit another University for teaching or research purposes. This leave is either of short duration and/or arises from an opportunity that was not anticipated. This sort of leave may also be taken for once-off, unplanned, personal reasons e.g. a family member getting ill. 

Academic leave will normally be granted provided staff can demonstrate to the HoD (or in the case of HoDs to the Dean) that suitable arrangements have been made in respect of:

· The teaching programme (including coursework marking, examinations, examination meetings and invigilation).

· Research and research supervision.

· Departmental and other University meetings.


	Irrespective of whether it is term time or not, applications should be put in writing to HoD. This  may be conveniently done by submitting the on-line form to be found at:

http://www.scifac.ru.ac.za/misc/leave.cgi 

	Leave for absences

> 2 days and less than 14 days
	
	Irrespective of whether it is term time or not, application submitted to HoD for approval as per document on http://www.scifac.ru.ac.za/misc/leave.cgi.  If HoD applying, then to Dean for consideration and approval. Documentation to be forwarded for HR and Dean to be placed on individual’s personnel file. Discussion with the relevant authority (as above) should take place prior to making any firm arrangements and approval can be withheld on the basis of late notification of proposed absences. Where academics are dissatisfied with the ruling of the HoD, the Dean can be approached or in the case of HoDs, the DVC- Academic & Student Affairs.

	Leave for absences of more than 14 days
	
	Irrespective of whether it is term time or not, application submitted to HoD for approval as per document on http://www.scifac.ru.ac.za/misc/leave.cgi.  If absence more than 14 days, will then go to Dean to approval. Documentation to be forwarded for HR to be placed on individual’s personnel file. Discussion with the relevant authority (as above) should take place prior to making any firm arrangements and approval can be withheld on the basis of late notification of proposed absences. Where academics are dissatisfied with the ruling of the Dean, the DVC- Academic & Student Affairs may be approached.
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� Basic Conditions of Employment Act


� Basic Conditions of Employment Act stipulates that employees receive 21 consecutive days leave unless otherwise negotiated. 





