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                      GUIDELINES IN MANAGING SUPPORT STAFF LEAVE
GUIDELINES FOR ADDITIONAL LEAVE

Objective

This guideline is to support the management of additional leave where 6 days over a three-year cycle is available to be utilised for leave based on specific types of circumstances. 

Guideline comments

· Additional leave in support of family responsibility leave

This must be read in conjunction with family responsibility leave. It will only be applicable in circumstances where the normal three-day family responsibility leave is not sufficient to meet the required responsibility. Additional family responsibility leave will be a discretionary decision based on relevant factors for example the travel time if death in the immediate family occurred, chronic/severe illness of a child etc. 

· Celebrate religious/recognised holy days 

Above-mentioned are religious holy days that are not already declared a public holiday. Although it is a difficult subject to provide reasonable proof of, initiative from the member to celebrate the day with a declaration by the member, can be taken as a strong guideline.   Confirmation from the religious leader can also be requested if further qualification is required.

· Representing South Africa 

Proof of selection will be in the form of a letter/declaration from the national institution that he/she will be presented.

FAQ

1. Will the six additional leave days be forfeited after a three year cycle?

· Yes, no additional leave will be transferred to the next cycle or will be paid out upon termination of employment. 

2. Will a staff member automatically qualify to take the additional 6 days leave during the cycle?

· No, the additional leave must be seen as leave due to unique individual circumstances. As mentioned in the guideline, reasonable proof needs to accompany the application, which will be evaluated by HR and the relevant Manager before approval.  

