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- 1 ALL PRINCIPALS

FROM DEPUTY DIRECTOR: HRA & B

SUBJECT RECOMMENDATION AND APPROVAL OF LEAVE FOR EDUCATORS
AND NON-TEACHING STAFF AT SCHOOLS AND TRAINING
INSTITUTIONS.

It has been noticed by this office that leave applications of educators and hon-
teaching staff at schools are forwarded to the EDO's for approval, but according to
the delegations mentianed in the internal Provincial Polley Vol |, Seclion 34(1) the
Head of the School (Principal) is the delegated person to approve such leave
applications. Therefore the Deputy Principal or Head of Department (HOD) may
recommend these leave applications so that the principal can approve it. This will
alsa minimize the delay of the capiuring of these [eave on PERGAL. Only leave
applications of principals and unpaid leave must be submitted to the ERO's for
recommendation and approval. Also g reminder to principals that non-teaching staff
at schools MUST completa and submit leave forms during school holidays if they are
not requlred to remain at work/schoolftraining institution during this period.

Despite previous correspondence in this regard it was found that no leave forms for
these employees were submitted for the previous leave cycle (2013), You are .
therefore requested to complete and submit leave forms for all periods during school
-holidays in.2013 where the employees were not at work,

Attached please find a copy of the Determination of Leave of Absence in the Public
Service.

Your co-operation is highly appreciated,

Thank you
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"Heads of Department shall, at he and of the relevant 18 manths’ period, raport ta the
relevant laglstature on the number of empleyeee denled annual leave, reasans for such -
: densei and the amaunt pald in this regard

The' 50% laave enfiement, or any partien {hereof, which was dise o empleyees for the P

" perlod 1 July 2000 to 31 December 2000, and whlch sould not be utiised before 30 June : -
2001, shall be. added to.the numbar of leave days accrued prior to 1-July 2000, This -
“provislon Is & once off errangement only ln respact of lhose cases where no leave payeuts-

have been effeeted

6. LEAVE - FOR NDN TEACHING STAFF AT SCHOOLS: AND TRAIN!NG"
, INSTITUTIONS (Employed in the vaneus Departments of Educatmn)
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- All non teachlng staff 3t schuols enmmm ,{neﬂtutlegs is,. fer purposss of annue Ieave.: '

accemmeda{ed in category 3 efAnnexure A

. Nane teechlng staff at schiodls and training mehluhene meet teke a ieast 22 ef the gz ar aQ

working days annual leave, - whichever I8 applicabls, during the” peried for which a

Schoaliralning institutlon.sloses for. thajnlldays The remalning 5 or 8 days, whlchew T '
: _eppllceble may he taken when | the inslitution Ie i aperation,” - . S :

The_anntal leave eniit!ement should. in these- mrcumsteneee, he regarded 25 tha, v

minium. Theareforé, if an emplayee I not raquivad &t the nstitution during the periad(s).

" whan the, instilution closes for hafidays, an employes may. utllise hisfher ennue! leave .- -

e

B

‘ entlﬂementendfar paldtime: off grantad by the emplayer.

The: head of the Institiicn ehould ensure !het his her deeleiens afs . besed upun 1he -
princintes ef fairness and equality In determlning the” 1eaue rosler for the empluyees'-
‘ceneemed , . . - o

M

thh due regan:t o the pnnctptes ef falrness and equallty

: .651 Annuial feave ant hnndaye cnnsmut ng. time, off sheuld be pranned and eeheduiaq ) SR

852, _Censldenng fhat most schnele!trammg instiluunrle do their etralag[c planning end; '. L :
" Year'programmes for the Subseduant yeerusualty towards the end of the previous . -

853, iPIanmng end echeduhng ghailid taks plat:e in cellaburatldn wlth tha head uf lhe!' T

;654 s for géridds: of line of durlng lnstltutidn helidaye lhe fellewlng could be aon

‘Det‘ehnineﬁeﬁun.uav&uﬂbeenéei:}'lhe}ilb_[le&erelceﬁ A‘-;- ;' ci o
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fer at least at the beglnmng of a Ieave .,ycie. 1: January af eal:h year, 7o

. leave cyels, - The' planning” and scheduling of annual Ieave and huhdeya'. KR

eenstitutmg tlme off can aleu commence at that staga*
lnsntut[en and lhe empleyees eencemed

,-‘,=,:_‘Inie ecceunt— ; '

8544 For ihe cencept of lf an emp!nyee is net requfred i the, lnststuhon durlng‘- Y

-the period{s)’ refer lo paragraph 6,3, If an emp!eyee f§ not raquired duting

+ the Instilutlon holldays, the msfitution may not require from that employee o
 ta report for dity; except in extentating:clreumstances which hava a dlrect" e

. heenng on nperalinnalreemce deﬂuery requ!rements ef thatmstntunen
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