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LEAVE GUIDELINES FOR SUPPORT STAFF 

GUIDELINES FOR STUDY LEAVE

Objective

Study leave provides the staff member with time to study an approved qualification, which will benefit both employer and employee and to write the necessary examinations to obtain a qualification.

Guideline comments

· Courses need approval

Study leave is only for staff members who enrol in approved courses.   As far as operationally possible, management will support the staff member’s needs as regarding time off for examinations/write-up as the end result will also benefit the department. Study is normally a long-term commitment. 

· Plan for study leave

Staff need to advise Managers regarding their study leave scheduled for the academic year. Remember that approved study leave is a maximum of 10 days leave per annum. If additional study leave is required, an application to use annual leave can be made to management for approval.  
· Study leave is for study purposes only

Staff on study leave need to know that while on study leave they may not perform activities which 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

Staff need to provide Managers with documentary proof of the examinations (or registration where the person is doing Masters or PhD) to ensure approval of the study leave. Proof that the examination is to be written, must be provided before confirming the days as study leave. 

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 your current role.  Management discretion should be applied if the course is outside of your current role but forms part of a development plan.  
2.
Will any study leave be permitted if a member is 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 the department.

2. If you applied for Continuing Education funding and  this was denied but you s elected to pay for yourself, do you qualify for study leave?

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

3. If a member does not utilise the full ten days allocated 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 annually leave will be applicable.  

4. What happens if a member is doing a Masters and PhD and this is going on for a number of years e.g. 4 years, can you apply for study leave every year? 
· 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

5. Can your manager say “no” to study leave if he/she suspects that you are not taking your  studies seriously?

Yes, under two circumstances: - 

1) Where the staff member, through a formal disciplinary hearing, has been found guilty of abusing study leave. 
2) 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. 

