
HUMAN RESOURCES
DEPARTMENT

LEAVE REGULATIONS

 PERMANENT LECTURING STAFF 
(Appointed from 1 January 2004 or thereafter) 

1.            GENERAL PROVISIONS

1.1           Submission of the prescribed application form before the date of leave,  is
compulsory for all leave of absence.  Paragraph 3.6 applies to sick leave.

1.2           Only vacation leave to a staff member’s credit may be taken.

1.3           All  types of leave are granted subject to the exigencies of the University’s
activities and operational needs.

1.4          Sick leave, specific types of special leave, maternity leave and unpaid leave
are granted as calendar days and are not interrupted by weekends and public holidays
and university holidays (as for students).

Vacation leave, specific types of special leave, and leave for study and research are
granted as working days and are interrupted by weekends and public holidays but not
by university holidays (as for students).

1.5         The approval  of  leave is subject  to prior  arrangements being made for  the
continuation of a staff member’s activities during his/her absence to the satisfaction of
the head of the department/division and, in the case of a head of a department, by the
Vice-Principal or Dean where applicable.

1.6        Determining a working day for part-time staff for the purpose of vacation leave
and specific types of special leave: Divide the number of hours per week for which a
staff member has been appointed by 5 (five) to get the number of hours representing a
working day (X),  irrespective  of  the number of  days per week on which service  is
actually rendered. For example X = 20/5 = 4 hours. One working day of leave has to be
taken for every X hours (4 hours in the example) of absence from the workplace.

2.         VACATION LEAVE

2.1       Control over vacation leave is vested in the head of the department and, in the 
case of the head of a department, in the dean of the faculty concerned.

2.2        Annual allocation

A staff member qualifies for forty-two (42) working days of vacation leave per annum.
For determining a working day for part-time staff,  see par 1.6 above.  Leave is not
cumulative (see also par 2.6).

2.3        Vacation leave is earned monthly pro rata.



2.4        In terms of legislation a staff member is entitled to take at least 15 working
days of  the annual  leave  allocation as  consecutive days  of  vacation leave  and the
University is obliged to grant it, subject to par 1.3 above.  Such leave may, however, be
taken in interrupted periods at the request of the staff member.

2.5       A staff member has to take the relevant 15 (fifteen) working days of vacation
leave, in terms of legislation, during every annual leave cycle or within six months after
the expiry of the annual leave cycle.

2.6     All the remaining vacation leave that has not been utilised will be forfeited at the
end of the year after the year in which it was earned, subject to the provision in par 2.5.

2.7    Vacation leave has to be taken when a staff member performs approved outside
work  during  normal  working  hours.  Sufficient  vacation  leave  has  to  be  taken  to
accommodate the total absence. This may also imply a half-day of vacation leave.

3.       STUDY AND RESEARCH LEAVE

3.1     Leave for the purposes of study and research and the attendance of courses
related to work may be granted as follows:

3.1.1   Twenty-four (24) working days per annum.

3.1.2   Subject  to the provisions in par 3.1.3,  study leave  may be accumulated to a
maximum of  251 working days,  but  it  has no gratification value and will  under no
circumstances be disbursed.

3.1.3   The granting of study and research leave as well as the period concerned is
determined in the discretion of the head of the department and in consultation with the
dean subject  to the requirement that such leave may not be taken for  consecutive
periods exceeding 251 working days.

3.1.4   A  full  study  and  research  programme  for  study  and  research  leave  has  to
accompany applications. After the expiry of the study and research leave, a full report
has to  be submitted to  the Dean concerned.  Consideration for  the granting of  any
future applications for study leave is subject to the acceptability of such report.

3.1.5  Study and research leave are normally earned during a period that a lecturer is 
seconded to a state and state-supported authority.  In any other case of secondment of
a lecturer the Vice-Chancellor and Principal may decide that study and research leave 
will be earned during such period when he/she is of the opinion that circumstances 
warrant this.

4.        CONGRESS LEAVE

4.1      Congress leave  is granted only for  the attendance of  congresses,  symposia,
workshops, seminars and other professional gatherings, which includes reasonable
travelling time.

4.2      Leave  of  absence  in  the  above-mentioned  regard  is  granted  on  the
recommendation  of  the  head  of  the  department/dean,  subject  to  par  1.3.

4.3     Consideration of such leave, by the Line Head, is subject to the submission of an
official  programme  of  the  event.

5.        SICK LEAVE



5.1     On submission of a satisfactory medical certificate, sick leave may be granted
not exceeding a period of two hundred and forty (240) calendar days within a cycle of
three (3) years of which:

5.1.1  one hundred and twenty (120) calendar days may be with full pay; and

5.1.2  one hundred and twenty (120) calendar days may be with half pay.

5.2    A satisfactory medical  certificate is not required for sick leave for absence of
three (3) calendar days or less, except where a staff member has a pattern of such
absence.

5.3   In the case of regular/recurring absence during working time/office hours for the
purpose of medical examinations/treatment, sufficient sick leave has to be taken to
accommodate the total absence. This may also imply a half-day of sick leave.

5.4   If a staff member who has been granted sick leave in accordance with par. 3.1.1
and 3.1.2 for a period of two hundred and forty (240) calendar days (240) is, in the
opinion of his/her medical adviser not sufficiently fit to resume his/her duties after the
expiry of that period, an extension of sick leave may be considered, subject to the
requirement  that  he/she  shall  be  examined  by  a  medical  panel  nominated  by  the
Council or a duly authorised officer.

5.4.1  If,  in the opinion of  this panel,  there is a favourable prospect of the member
being able to resume his/her activities and to perform his/her duties effectively,  the
Council may grant an extension of leave without pay up to one hundred and twenty five
(125) calendar days, so that the entire period of leave with and without pay shall not
exceed twelve (12) months, provided that the Council may, on recommendation of this
panel, consider to grant sick leave not exceeding a period of twelve (12) months with
full pay, and twelve (12) months with half pay, i.e. twenty four (24) months in total, to a
staff member who has served the University uninterruptedly for a minimum period of
five (5) years.

5.4.2  If,  in the opinion of the panel, there is no such favourable prospect,  the staff
member may apply for early retirement on grounds of ill health according to the rules
and regulations in this regard.

5.5  In its discretion, the Council shall reserve the right to extend the period with full 
pay in cases where this appears necessary, taking into account the staff member’s 
record of sick leave during previous cycles.

5.6  If a staff member is absent from duty owing to illness, the head of the department 
or, in the case of the latter, the Dean, shall immediately be notified of this and the 
requisite medical certificate together with the prescribed application form be submitted
as soon as possible. Consecutive medical certificates must reach the head of the 
department or the dean at least four days before the end of every month during the 
period that the sick leave continues.

5.7  The first cycle of sick leave is calculated from the date of appointment and 
thereafter from every third anniversary date of the date of appointment.

5.8   The full period of sick leave shall count as service.

6.         SPECIAL LEAVE

6.1       For examination purposes



6.1.1    Special leave with full pay may be granted for the working days when a staff
member participates in any officially recognised examination, whether written or oral.  
An additional day of special leave may be granted in respect of each paper, provided
that such leave is taken before the examination concerned.

6.1.2   The  application  for  leave  shall  be  accompanied  by  official proof  of  the
examination.

6.1.3   The arrangement applies only to examinations and not to tests of any kind.

6.2     Injury on official University duty

Special leave with full pay may be granted to a staff member in the case of an injury or
disability,  which  was sustained  or  arose  in  the  course  or  as  a  result  of  the  staff
member’s official duties.

6.3     Attendance at Court proceedings

Special leave with full pay may be granted when a staff member is summonsed to give
evidence in a criminal court case, a civil court case (including a divorce case), military
court  case,  a  case  of  misconduct  in  pursuance  of  some  or  other  Act,  before  a
commission or committee of inquiry appointed by the State, at an inquest and also
when a staff member has to appear as defendant or co-defendant in a civil court case
emanating from the staff member’s official duties and in which the University has a
direct interest.

6.4    Participation in sport

6.4.1  Special leave on full pay may be granted to a maximum of twenty (20) working
days per calendar year to a staff member who represents the University in sport or acts
as a coach, tour leader or referee for University teams.

6.4.2  Special leave and vacation leave on full pay may be granted to a staff member on
a 50:50 basis when a staff member participates for more than one day in provincial or
international  sports  or  acts  as  a  coach,  tour  leader  or  referee  for  provincial  and
international sports teams. In the event that participation causes absence for only a
half  a  day,  such half-day is  not  subject  to  the  50-50  rule  and shall  be  granted as
vacation leave.

7.      MATERNITY LEAVE

7.1    If  a female staff  member (regardless of  marital  status) does not terminate her
service prior to confinement, she may in terms of the conditions of service be granted
maternity leave with full pay in respect of the following:

7.1.1  Ninety-two (92) calendar days (or 3 months) of leave with full pay and twenty-
eight (28) calendar days of unpaid leave provided that maternity leave may commence
at  any time from four  weeks prior  to  the  expected date  of  birth,  unless  otherwise
agreed upon; or on a date from which a medical practitioner or midwife certifies is
necessary for the health of the staff member or of her unborn child. No staff member
may work for six weeks after the birth of her child, unless a medical practitioner or
midwife certifies that she is fit for work.

7.1.2   Notice  of  maternity  leave  shall  be  given at  least  four  weeks before the  staff
member intends to go on maternity leave; or if it is not reasonably possible to do so,
as soon as it is reasonably possible.



7.1.3   A staff member who has a miscarriage during the third trimester of pregnancy or
who gives birth to a stillborn child, is entitled to maternity leave for six weeks after the
miscarriage or  stillbirth,  irrespective  of  whether  the  staff  member  had commenced
maternity leave at the time of the miscarriage or stillbirth.

7.2     The granting of maternity leave will be restricted to three (3) confinements. For
subsequent confinements, unpaid leave may be granted for one hundred and twenty
(120) calendar days per case.

7.3    All applications for maternity leave shall be accompanied by a certificate 
indicating the expected date of confinement, issued by a medical doctor or midwife.

7.4    All permanent female members of staff are entitled to full maternity leave benefits
upon accepting service.

7.5   A staff member with less than four months of uninterrupted service before the 
commencement of the maternity leave shall, if she resigns before she has completed a 
period of service equal to the period of maternity leave, proportionately repay to the 
University the basic remuneration package that was paid to her during the period of 
maternity leave.

7.6   A staff member who utilises maternity leave is not, subject to the provisions in
par. 7.5, contractually bound.

7.7  The provisions set out in paragraphs 7.1 tot 7.6 above, also apply in a case where a
female member of staff legally adopts a child who is not older than twenty-four (24)
months on the date of adoption, on submission of official proof of adoption.

8.       LEAVE FOR FAMILY RESPONSIBILITY

8.1     During each annual leave cycle, a staff member is entitled to five working days of
paid leave in total to be granted as family responsibility leave in the following cases:

8.1.1  birth of a child to a member of staff;

8.1.2  when a dependant minor child of the staff member is ill; 

8.1.3  when a staff member’s spouse/life partner or parent who is reliant on the care of
the staff member, is in the critical stage of terminal illness; and

8.1.4  for the attendance or arrangement of the funeral for:

·     A spouse or life partner;

·     parent, parent-in-law, stepparent or grandparent;

·     child, grandchild, daughter/son-in-law, adopted child, stepchild;

·     sister, brother, brother-in-law or sister-in-law, stepbrother or -sister.

8.1.4.1  Subject to the provisions set out in par 8.1.4, there is no limit to the number of 
funerals that may be attended during an annual leave cycle.

8.1.4.2  The number of days granted for a funeral is considered on an ad hoc basis, 
taking into account the place of the funeral as well as the involvement of the staff 
member in the funeral arrangements.



8.2   Applications for leave for family responsibility have to contain full details.

8.3   In terms of Section 27 of the Basic Conditions of Employment Act (Act 75 of 1997)
an employer may require reasonable proof of an event contemplated for which leave
for family responsibility is required. 
 
8.4    An employee's unused entitlement to leave in terms of this section lapses at the
end of the annual leave cycle in which it accrues.
 
9.        UNPAID LEAVE

9.1      Unpaid leave may be considered on merit in exceptional cases.

9.2      Applications for unpaid leave shall satisfy the provisions in paragraph 1 of the
leave regulations.

9.3      A staff member to whom unpaid leave is granted has to pay both his/her own
and the Employer’s contribution to the Provident Fund or Pension Fund and Medical
Scheme, unless membership of the one or other of these schemes is suspended for
the period of the unpaid leave. As the risk cover incorporated into the University of
Pretoria  Provident  and  Pension  Funds,  as  well  as  contributions  to  the  Group Life
Assurance  Scheme  cannot  be  suspended,  a  staff  member  is  obliged  to  pay  the
University’s contribution to the risk cover as well as the full contributions to the Group
Life Assurance Scheme before the unpaid leave commences.

9.4     A staff member earns no leave of any nature during a period of unpaid leave.

10.     OFFICIAL ABSENCE

 A staff member is not deemed to be absent from duty if:

10.1   professionally  related  meetings  are  attended  as  official  representative  of  the
University, faculty or department;

10.2   students are being accompanied on educational tours and excursions as part of
their training; and

10.3   he/she is out of town as official external examiner.

11.     PROVISIONS PERTAINING TO LEAVE AT A STAFF MEMBER’S TERMINATION OF
SERVICE

11.1   Notice of resignation or retirement

11.1.1   A staff member giving notice of resignation or retirement may not take leave
except  sick  leave,  during  the  last  month  or  last  three  (3)  months  of  service,
respectively, except with the special approval of the Vice-Chancellor and Principal.

11.1.2  A staff member who is on leave may not give notice of resignation or retirement
without the approval of the Vice-Chancellor and Principal.

11.2   Payment of leave at resignation, retirement, death and termination of service



11.2.1  Vacation leave
 
Only the minimum vacation leave which, in terms of legislation, may still be due to a
staff member, is payable irrespective of the actual vacation leave to the credit of a staff
member as at the date of leaving employment.

All payments of vacation leave are subject to a final audit.  The University reserves the
right to correct all errors that may be discovered during the leave audit.

11.2.2  Study and research leave

Study and research leave to the credit of a staff member is not paid out.

12.      RECOGNITION   OF LEAVE EARNED AT OTHER ORGANISATIONS

A portion of the vacation leave, long leave, study and research leave, to the credit of a
staff member at his/her previous employer may be recognised for study and research
purposes, subject to the following conditions:

12.1  that there is no interruption in service; and

12.2  that only half of the leave credit may be recognised up to a maximum of one
hundred and twenty-five (125) working days.

13.      AMENDMENTS

The  Council  may,  after  negotiation  with  employee  associations,  amend  these
regulations at any time.
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