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                      GUIDELINES IN MANAGING SUPPORT STAFF LEAVE
SPECIAL SICK LEAVE

Objective

This guideline is to support managers in the motivating and planning of special sick leave. Special sick leave is additional sick leave up to a maximum of thirty days over a three-year cycle, discretionally granted where the normal sick leave is exhausted. Typical examples (but not limited to) can be:

· Where a member had had a serious illness / accident and recuperation will more than exhaust the available sick leave.; and
·  To accommodate long-term recurring illnesses.

Guideline comments

· Motivating for special sick leave
As a manager, you can motivate for special sick leave for your staff member. The following factors are of consequence:

a) The staff member’s length and nature of service at the University; 

b) The staff member’s pattern of sick leave during their employment at the Institution.  Staff who have regularly used their allotment within each sick leave cycle are less likely to be given special sick leave, with the exception of those who have long-term recurring illnesses as per the Rhodes Ill-Health policy;

c) Staff who have been found to be abusing their sick leave as per the disciplinary process of the University will not be considered for special sick leave;

d) The availability of other leave, such as annual and long leave which can be used;

e) The reasons for special sick leave.

If the staff member asks for special sick leave, HR. will consult you. 

· Documentary proof

An indication from a medical practitioner regarding the amount of recuperation days still required, together with the individual’s total leave balances (sick, annual, long leave).

· Operational support during a period of special sick leave

The HR Division will endeavour to provide you with temporary staff relief during a lengthy period of special sick leave. Please consult with your HR Generalist.
FAQ

1. What happens if the person has used up all their sick leave plus special sick leave and has no annual leave available to them?
· While circumstances will differ for different staff members, it may be necessary to look at temporary medical boarding or even permanent medical boarding. Please consult with your HR Generalist for advice. If the above are not viable alternatives, unpaid leave may be the other alternative. In these situations, the institution tries to be as supportive as possible, bearing in mind the operational requirements of the department and financial resources implicated by on-going support of the person concerned. The needs of the staff member need to be balanced with those of the institution and department.

2. What happens if the staff member or I do not like the outcome of the application for special sick leave?

· Because of the need to make decisions fairly and consistently, the HR Division has final authority on the approval of special sick leave. A template is used to ensure fair decisions are made and a record is kept of past decisions. If you have concerns about the decision taken for a particular staff member, you may raise these with the Senior Generalists in HR. The Senior Generalists will take you through how the decision was reached. There is however, no appeal process due to the recommendation of the HR generalist been verified/supported by the Deputy Director: HR. 
3. Does annual leave continue to accrue during special sick leave?
· Yes it does. Special sick leave is given on the premise of a no-fault situation on behalf of the staff member. It would therefore be prejudicial to withhold the accrual of annual leave. Annual leave does not accrue during temporary or permanent medical boarding.
4. How does my department cope while someone is away for a lengthy period?
· While there are budgetary constraints, the HR Division will endeavour to assist you as far as possible in employing others on a temporary basis. A small budget is put aside for this each year. Please contact your HR Generalist. 

