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                      GUIDELINES IN MANAGING SUPPORT STAFF LEAVE
GUIDELINES FOR STUDY LEAVE

Objective
This guideline is to support managers in the planning of study leave. Study leave provides the staff member with time to study an approved qualification, which will benefit both employer and employee.
Guideline comments
Courses need approval

· Study leave is only for staff members who enrol in approved courses.  This approval takes place as follows: 
a) Through staff studying at Rhodes in which case you have signed a remission of fees document indicating that the staff member can participate; 
b) Through staff studying at other institutions (Continuing Education Fund) in which case you have signed a document indicating that the staff member can participate. Both these application processes indicate that you have considered the implications of study leave and can accommodate this within the department.  As far as possible, management must support the staff member’s needs as regards time off for examinations/write-up as the end result will also benefit the department. Study is normally a long-term commitment. Management must be consistent, and cannot allow study leave for one year, and then refuses it the following year, without any concrete reason supporting this decision.

Plan for study leave

· Managers are encouraged to communicate to the staff member concerned that s/he is expected to inform you of the study leave scheduled for the academic year. Specify how far in advance you need notification. You are encouraged to include this in leave plan. Remember that the person has a maximum of 10 days leave per annum. If they request additional leave, consider allowing extra annual leave subject to operational requirements of the department. This must be done through consultation with your HR Generalist.
Study leave is for study purposes only

· Managers are encouraged to make it known that staff on study leave should not be contacted regarding work matters. Similarly, the staff on study leave need to know that while study leave they may not perform activities that are unrelated to their studies. When this occurs and proof is available, an explanation can be requested and if found guilty, the approval of future study leave may be jeopardised e.g. when a member goes on a hiking trail while on study leave. 
Necessary proof and approval in advance
· Managers are encouraged to be explicit with staff as regards the documentary proof needed of the examinations (or registration where the person is doing Masters or PhD) for approval of the study leave and to ensure that this proof is provided. Consistency in this regard, irrespective of the staff member’s results, is required in ensuring fair treatment. Proof that the examination is to be written, must be obtained before confirming the days as study leave. A follow up of the actual results of the examination will also provide proof that the examination was written. Given the investment of time (and often resources) in the staff member’s development, you are encouraged, as a manager, to engage in this discussion. 
FAQ
1. What qualifies as an approved course?

· The course must be presented by a recognised institution, within the South African Qualifications Authority (SAQA) framework. Secondly, the course must support the activities of the individual’s current role.  Discretion should be applied if the course is outside of his/her current role but forms part of a development plan.  If you need guidance in this regard, please refer to your HR Generalist. Remember that when you approve the person participating in a course at Rhodes (through remission of fees process) or externally (through Continuing Education Fund process), you are also agreeing to the time needed for examinations and study.
2. Will any study leave be permitted if a member enrolled in a course that was not approved?

· If the course is not approved the member will have to use annual leave at the discretion of yourself and HR. 
3. If the person has applied for Continuing Education funding but this was denied and the staff member has elected to pay for him/herself, do they qualify for study leave?

· Yes, provided you and the HR Division approved the course, the person will be entitled to study leave.

4. If a member does not utilise the full ten days allocated to study leave, can this be used for the studies in general at another time?
· No, study leave is only applicable for the day before and day of an examination (not tests). If additional leave is required for a specific examination, discretionally annual leave will be applicable.  
5. What happens if the person is doing a Masters and PhD and this is going on for a number of years e.g. 4 years and each year the person is asking for 10 days leave? Can this just go on forever?
· The period of remission of fees will apply as the reasonable period during which study leave will be provided as follows:
· Masters: 4 years
· PhD:  6 years
6. Can I say “no” to study leave if I suspect that the person is not taking their studies seriously?
· Yes, under two circumstances. 
a) One, where the staff member, through a formal disciplinary hearing, has been found guilty of abusing study leave. 
b) Two, where the staff member has been given a reasonable period in which to complete his/her studies and it is the turn of other staff to have study leave and your department cannot afford to have two people off at the same time. This is why the approval process for studying is so important. 

