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1. POLICY STATEMENT AND PURPOSE

This policy seeks to give effect to the South African Local Government Bargaining Council (SALGBC) Collective Agreement on Conditions of Services which came into effect on 01 January 2004 and the SALGBC Eastern Cape Division Collective Agreement on Conditions of Services which came into effect from the 01 April 2011;

It also seeks to regulate the taking, usage, accumulation and management of leave by employees; and

It promotes common and uniform leave for employees within the Municipality and replaces or supersedes all existing leave policies.

These sections of this policy emanated and/or are regulated by the South African Local Government Bargaining Council Collective Agreement on Conditions of Services, therefore cannot be changed, namely: 

· annual leave; 

· sick leave and Additional paid sick leave;

· Maternity leave; and 

· Family responsibility leave.

2. SCOPE OF APPLICATION

This policy is applicable to all employees, except employees employed under section 56/57 of the Local Government: Municipal Systems Act (Act 32 of 2000) as amended.

3. POLICY PROVISIONS

3.1 VACATION LEAVE

3.1.1 GENERAL OVERVIEW
With the exception of measures applicable to occasional workers, all provisions pertaining to leave of absence as contained in this policy apply to full-time or permanent employees;
3.1.2 ACCUMULATION OF VACATION LEAVE
Vacation leave can be accumulated to a maximum of 48 days per leave cycle. Employees who have leave credits in excess of 48 days in their leave account must take their leave or negotiate to have such leave en-cashed. Any encashment of leave must be considered only if the employee was unable to take such leave as a result of operational requirements. Any encashment of leave must be approved by the Municipal Manager who will in consultation with the relevant manager consider the application taking into account such factors as affordability and allowing the employee to proceed on leave; and

Employees who have already accumulated the maximum allowable number of continuous days’ leave as contemplated in 3.1.3 below, will be allowed to take their full annual entitlement which has accrued in addition to the said maximum allowable number of continuous days’ leave, within a period of six(6) months after their current leave cycle has lapsed.  If, despite, being afforded an opportunity to take leave, an employee fails, refuses or neglects to take the remaining leave due to him/her during this period such remaining leave shall fall away and be forfeited.
3.1.2.1 Employees are required to take at least 24 days continuous vacation leave with full pay during each leave cycle of twelve months of employment. This period of leave may be reduced by the number of days’ leave on full pay which was granted to the employee during the relevant leave cycle. The compulsory 24 continuous days leave cycle commences on the employees’ individual appointment dates with subsequent renewals on every anniversary of such dates;

3.1.2.2 Employees will be cautioned timeously to take their compulsory leave within a period of six (6) months after their current leave cycle has elapsed. 

3.1.2.3 When an employee resigns within the required period of notice or is dismissed through the Municipality’s Disciplinary Code, owed leave - less any occasional leave that has been taken in the relevant leave cycle will be paid to him/her in cash in accordance with the Makana Local Municipality’s leave encashment procedure and this clause must be read together with the Basic Conditions of Employment Act; Section 21 and 25.
3.1.2.4 When an employee is deceased his or her owed leave less any occasional leave that has been taken in the relevant leave cycle will be paid to his/her beneficiary in accordance with the Makana Local Municipality’s leave encashment procedure. Should an employee die after leave was granted to him/her but before such employee had used up all such granted leave, any unused leave must be placed to his credit.
3.1.2.5 Except in the event where an employee, on account of sudden illness or other health problems, is prevented from remaining at work or from reporting for duty  -  in which case the supervisor must be informed of the situation immediately  -  he/she may not leave his/her place of work or stay away unless he/she has applied for leave in writing and has been informed by his/her supervisor that his/her application has been approved;

3.1.2.6 Supervisors are responsible to ensure that an appropriate leave form covers all absences. Where applicable/necessary, attendance registers should be scrutinised regularly to ensure that a leave form is submitted for every absence. Outstanding leave forms should be followed up immediately;

3.1.2.7 The vacation portion of the employee’s annual entitlement may be taken over the Christmas shut-down period, and the balance may be taken within the last six months of the annual leave cycle; 

3.1.2.8 The employer may not require an employee to take annual leave during any period of notice of termination of employment;
3.1.2.9 Leave reports should be properly reviewed and any deviations or irregularities rectified immediately, failing which, employees who are charged with these responsibilities should be made to account;
3.1.2.10 Both the employer and employee should agree on the planning of leave.  If they cannot agree, the employer makes the final decision;
3.1.2.11 Employers may not pay the employee instead of granting leave, except on termination of employment; and 

3.1.2.12 Employees must be paid for any public holiday that falls on a working day. Work on a public holiday is by agreement and paid at double the rate. A public holiday is exchangeable by agreement. 
3.1.3 VACATION LEAVE ACCRUAL
Vacation accrues on the following basis:
	STAFF CATEGORY
	OBLIGATORY ANNUAL LEAVE- COLLECTIVE AREEMENT
	TOTAL ENTITLEMENT

	5-day workers
	16
	24

	6-day workers
	19
	27


3.1.4 
OVER GRANTING OF VACATION LEAVE 
3.1.4.1 An employee may neither apply nor may he/she be granted vacation leave with full pay in excess of that which stands to his/her credit. Employees and supervisors are required to ensure that sufficient leave is available in the employee’s leave account prior to applying for and/or authorising applications;

3.1.4.2 If due to a bona fide error, an employee has been granted vacation leave with full pay in excess of that which stood to his/her credit at that time, such over-grant must be deducted from vacation leave which subsequently accrues to him/her; and

3.1.4.3 Should an employee who has been over-granted vacation leave with full pay leaves the employ of Makana Local Municipality before sufficient vacation leave has accrued to him/her for the purpose of deduction, that portion of the over-grant which exceeds his/her vacation leave credit on his/her last day of service, is regarded as an overpayment of salary which must be recovered from him/her.
3.1.5 
CANCELLATION OF LEAVE 
If an employee’s application for leave of absence is cancelled, postponed or interrupted, the reasons therefore must be provide to the employee in writing. The employee concerned must be credited with the leave that has been cancelled, postponed or interrupted. 

If an employee’s compulsory annual leave has been cancelled, postponed or interrupted, the period for which such leave is valid is extended by a maximum of six months.

Any cancellation, postponement or interruption of leave of absence must be confirmed in writing and the proof for cancellation must be attached and approved by HOD.
3.1.6 
ADDITIONAL VACATION LEAVE
Employees shall qualify for the following additional leave together with the following monetary award as recognition for continuous service at the completion of the following:

	a. 
	5 Years Service
	1. 5 days accumulative leave plus a once off payment equal to 2% of the employee’s annual salary

	b. 
	10 Years Service
	2. 10 days accumulative leave plus a once off payment equivalent to 3% of the employee’s annual salary

	c. 
	15 Years Service
	3. 15 days accumulative leave plus a once off payment equivalent to 4% of the employee’s annual salary

	d. 
	20 Years Service
	4. 15 days accumulative leave plus a once off payment equivalent to 5% of the employee’s annual salary

	e. 
	25 Years Service and above
	5. 15 days accumulative leave plus a once off payment equivalent to 6% of the employee’s annual salary


3.1.7 ENCASHMENT OF VACATION LEAVE
3.1.7.1 The council resolved that the an employee may once every financial year convert a minimum and maximum of eight (8) days’ vacation leave standing to their credit into cash depending on the availability of funds and provided that the conversion of leave into cash does not contravene the BASIC Conditions of Employment ACT.
3.1.7.2 Employees may, once per leave cycle and each financial year be allowed to encash vacation leave equal  to maximum of eight (8)  days per financial year provided the employee has taken the annual leave as per the rules of SALGBC and she/he have sufficient leave  credit to cover such encashment;
3.1.7.3 A staff member who leaves Makana Local Municipality’s employ, having exceeded the leave entitlement will have the monetary value of such excess leave recovered from his/her terminal emoluments. Staff members who have leave credit to themselves will receive payment equal to the monetary value of the leave up to a maximum of their leave entitlement which is 48 days.  Leave may not be taken during the period of notice; and

3.1.7.4 Any encashment of leave must be approved by the Municipal Manager who will in consultation with the relevant manager consider the application taking into account such factors as affordability and allowing the employee to proceed on leave.
3.1.7.5 Should an employee die after leave was granted to him/her but before such employee has used up all such granted leave, any unused leave must be placed to his credit.
3.1.8
LEAVE WITHOUT PAY

The following absences are regarded and treated as leave without pay:

· A period of vacation leave taken in excess of the number of days’ leave an employee has to his/her credit; and
· All unauthorised absences, including absences to partake in unprotected industrial action.
· The rule of no work no pay shall apply in cases of absences from work without authority, as provided in Labour Relations Act, 1995.

· The number of days’ leave of absence without pay that an employee may take without his leave accrual being affected is limited to a maximum of 11 continuous days in the aggregate in a month. This implies that if an employee takes more than 11 continuous days’ leave of absence without pay in a month, he/she is not entitled to vacation leave accrual for that month.
· When leave with or without pay is granted to an employee and he/she stays away from work for longer than the approved period, he/she is deemed absent without leave for the period after his/her leave expired until he/she returns to work. If the period of unauthorised absence exceeds 10 days as prescribed by the SALGBC, the employee is deemed to have deserted the Municipality’s employment.

3.1.9 COURT APPEARANCE
If an employee has to appear in Court for a charge and is found guilty, all absences from duty in that regard should be treated as vacation leave with full pay or as leave without pay if he/she does not have sufficient vacation leave to his/her credit. If he/she is sentenced to imprisonment, he/she should be dismissed; as such imprisonment constitutes a breach of his employment contract. The former also applies to when an employee is subpoenaed as a witness to a court case.
3.1. 11
LEAVE LESS THAN EIGHT (8) HOURS A DAY

3.1.11.1
If an employee worked less than 4 hours in a working day and take leave for the remaining hours, such                                                                                                                                                                   employee shall be required to submit a leave form to make use of available leave days and such day will be regarded as if an employee was on leave for entire working day.
3.1.11.2
If an employee worked 4 hours and/or more in a working day and take leave for the remaining hours such day will regarded as if an employee has worked the entire working day.

3.2 SICK LEAVE 
3.2.1 SICK LEAVE ACRUAL 

3.2.1.1 Employees are entitled to a maximum of eighty (80) continuous days’ sick leave with full pay in each period (sick leave cycle) of three (3) years’ uninterrupted service; and

3.2.1.2 Employee’s individual sick leave cycle commences on the employee’s day of appointment.
3.2.1.3 Should it become apparent to the Municipal Manager, a Departmental Head or the Human Resources Manager that an employee is abusing sick leave, he/she may, notwithstanding any other action that may be taken in terms of these conditions and in consultation with the employee and/ or a representative of the employee, grant unpaid sick leave for the period of absence concerned.
3.2.1.4 Absence from duty as a result of illness or injury must be reported within 2 hours after commencement of the employee’s workday to the relevant departmental head. An application for leave must be submitted before commencement on the first working day that the employee concerned resumes duty, such employee shall be regarded as absent without leave therefore shall be regarded as an unpaid leave. 

3.2.1.5 Notwithstanding any other action that may be taken in terms of these conditions, any absence from work due to an alleged illness or injury that had not been reported shall be treated as unpaid leave unless the employee had a good reason for the failure to report. 

3.2.1.6 Sick leave with full pay may be granted in respect of absence from duty owing to an illness, physical indisposition or injury. Sick leave, however, may be refused if such illness, physical indisposition or injury is as a result of misconduct or failure to take proper precautionary measures; 
3.2.1.7 If an employee is absent on account of sudden illness or other health problems, he/she must immediately notify his/her supervisor of his/her inability to report for duty; 

3.2.1.8 Sick leave taken, of more than two (2) consecutive continuous days are subject to the submission of a medical certificate from a registered medical practitioner. A certificate may still be required for absences of less than two days; 

3.2.1.9 The Municipal Council shall not pay an employee if an employee is absent on more than two occasions during an eight (8) -week period, and on request by the Municipality, does not produce a valid medical certificate stating that the employee was unable to work for the duration of the employee’s absence on account of sickness or injury. 

3.2.1.10 An employee may, at any time, be requested to undergo a medical examination (this excludes tests for HIV/AIDS); 
3.2.1.11 Sick leave with full pay may be granted to employees in respect of absences to undergo rehabilitative treatment for alcohol and drug dependence; 
3.2.1.12 The number of days’ leave of absence without pay that an employee may take without his/her sick leave provision being affected is limited to a maximum of eleven (11) continuous days in the aggregate in a month. This implies that if an employee takes more than eleven (11) continuous days leave of absence without pay in a month, his/her sick leave provision for the appropriate cycle is reduced by the  accrual of that month; and 

3.2.1.13 If an employee falls ill whilst on paid vacation leave, such leave may be converted to sick leave in respect of the period during which the employee was so indisposed, provided a medical practitioner’s certificate is submitted to substantiate the indisposition; 

3.2.1.14 If an employee to whom annual leave has been granted is certified sick by a registered medical or dental practitioner after his annual leave has commenced, that part of his annual leave during which he was thus certified sick shall be converted into sick leave on submission of the prescribed certificate by such medical or dental practitioner, registered with a recognised professional council in terms of legislation. (Same as above) 

3.2.1.15 If, due to illness an employee is unable to take annual leave already deducted, he shall be credited with an equal number of annual leave days 

3.2.1.16 An application for sick leave which is supported by a medical certificate submitted prior to the commencement of any period of approved annual leave may be granted. 

3.2.1.17 The departmental head concerned may reconsider the approved annual   leave at the request of the employee concerned.

3.2.2 ADDITIONAL PAID SICK LEAVE 
3.2.2.1 If the employee, after he has been granted the maximum period of sick leave to which he is entitled is still unable to resume duty due to ill health, Makana Municipality may grant such employee an additional sixty (60) working days sick leave in respect of chronic illnesses and/or illnesses requiring hospitalisation. This additional sick leave shall be made up of:
· Thirty (30) working days on full pay; and

· Thirty (30) working days on half pay;
3.2.2.2 The employee may be granted the above-stated additional working days sick leave provided that:

i. The employee submits a satisfactory certificate from a registered medical or dental practitioner, or a Traditional Healer registered with a recognised professional council in terms of legislation; and
ii. Makana Local Municipality is satisfied that the employee is at that time not permanently incapacitated to resume his normal duties.
iii. Such additional sick leave may be granted in respect of separate periods of absence and in respect of indispositions of different kinds.
3.2.2.3 An employee who has exhausted his full paid sick leave and additional fully paid sick leave may be, on written application by him, granted annual leave which he has to his credit to supplement sick leave on half pay or no pay.
3.2.2.4 An employee may not during any period of sick leave approved in terms of these conditions, resume service without the approval of a registered medical practitioner.
3.2.2.5 An employee who is absent from service because of illness must take all reasonable steps to notify his immediate supervisor (or nominee) as soon as possible.
3.2.2.6 An employee to whom the maximum period of full and half paid sick leave has been granted, may be granted sick leave without pay for not more than two hundred and fifty (250) working days in any cycle if the Municipality is satisfied that such an employee is not permanently incapacitated to resume his duties, provided that where sick leave without pay exceeds forty (40) consecutive days, the employee must be examined by a registered medical practitioner appointed by the Municipality. The cost of such examination shall be borne by the Municipality.
3.2.2.7 The Makana Municipality may, prior to granting additional paid sick leave, require an employee to submit himself to an examination by a registered medical or dental practitioner appointed by the Municipality. The cost of such examination shall be borne by the Municipality.
3.2.3 CRITERIA  FOR GRANTING ADDITIONAL  SICK LEAVE
3.2.3.1 In the event that, additional sick leave without pay is to be granted to employees who have exhausted their sick leave credit, employee’s previous utilisation and trend of sick leave must, however be taken into account when considering the granting of additional sick leave;
a. Should the employee’s sickness persist causing him/her to be unable to honour his/her contractual responsibility, it shall be within the employer’s right to institute the incapacity procedure in terms of Schedule 8 of the Labour Relations Act. In determining whether or not a termination arising from sickness or injury is unfair the Municipality shall consider: 
b. whether or not the employee is capable of performing the work; and 
c. if the employee is not capable: 

i. the extent to which the employee is able to perform the work; 
ii. the extent to which the employee's work circumstances might be adapted to accommodate his/her disability, or, where this is not possible, the extent to which the employee's duties might be adapted; and
iii. The availability of any suitable alternative work.  

3.2.3.2 The abuse of sick leave shall constitute a serious disciplinary transgression; and
3.2.3.3 If an employee is of the view that he/she has been unfairly treated with regards to the granting of additional sick leave, he/she has the right to follow the grievance procedure.
3.3 SPECIAL LEAVE WITH FULL PAY
3.3.1 A maximum of ten (10) working days  special leave with full pay per year shall be granted to an employee, subject to the submission of supporting documents, when he/she:

i. Is absent from duty as a result of isolation on medical instructions when he/she has contracted or is suspected of having contracted an infectious or contagious disease;

ii. Is required to represent South Africa or the Province as a selected member or official in a bona fide sports event, or Provincial or National arts and culture event; and 

iii. In addition to the ten (10) working days special leave provided for above , special leave on full pay shall be granted to an employee who is subpoenaed to appear in Court as a witness, provided that proof is submitted. 

3.3.2 A special leave may be granted to an employee:

i. who is arrested or has to appear before Court on a criminal charge and he/she is subsequently acquitted or the charge is withdrawn;

ii. Is required to be absent from duty to perform voluntary part-time military service, with the proviso that a maximum of ten (10) continuous working days’ special leave may be granted per annual leave cycle, subject to the submission of call-up papers from the SANDF. Absences in excess of ten (10) continuous days taken during an annual leave cycle shall be recorded as paid vacation leave or unpaid leave if sufficient leave credit is not available. Any unused portion of the ten (10) working day entitlement may not be carried over to the next leave cycle;

iii. Is selected by a recognised amateur sports association to take part / represent / accompany / serve at national and international sporting events  -  sports leave may only be granted for the intended purposes and may under no circumstances be granted to cover irrelevant absences such as absences relating to non-availability of public transport due to strike action, absences to attend interviews, etc. Supporting proof must always accompany applications for sport leave. Proof must be verified before such leave is captured;

iv. Is the president of a trade union/staff association and visits branches of his union/staff association in that capacity for a total of not more than fifteen (15) continuous days per year  -  travelling time included;

v. Is absent from duty to represent a recognised union/staff association during negotiations;

vi. Sustained an injury or contracted a disease in the course of and as a result of his/her duties in accordance with the Compensation for Occupational Injuries and Disease Act, 130 of 1993 provided no compensation is paid to him/her in terms of that Act during such period of absence;
3.4 MATERNITY LEAVE

3.4.1 Female employees including employees adopting a child under three (3) months shall be entitled to three (3) consecutive month’s maternity paid leave with no limit to the number of confinements or adoptions;

3.4.2 The above also applies to a still born;

3.4.3 Female employees can only be considered for paid maternity leave after having completed a qualifying period of twelve (12) months’ uninterrupted service;

3.4.4 Female employees who do not qualify for paid maternity leave, may be granted available vacation leave and/or unpaid leave for a total period not exceeding three (3) consecutive months;

3.4.5 Maternity leave may commence at any time from four (4) weeks prior to the expected date of confinement. It may, however, commence earlier, provided a medical practitioner or midwife certifies that it is necessary for the employee’s health or that of her unborn child;

3.4.6 An employee may not be allowed to return to work within six (6) weeks after confinement unless a medical practitioner or midwife certifies that she is fit to do so;

3.4.7 Maternity leave must be in all cases uninterrupted and continuous with the confinement. It may furthermore be utilised continuously with periods of sick leave or any kind of leave;

3.4.8 Paid maternity leave may not be converted to any other kind of leave after it has commenced;

3.4.9 If a child in respect of whom maternity leave had been granted, passes away after birth during such period of maternity leave, the maternity leave as approved initially will continue to apply; and
3.4.10 A female employee who, for some or other reason, does not qualify for paid maternity leave benefits and has to utilise her vacation leave and/or take unpaid leave instead, may be granted sick leave in respect of:

· Any illness that she contracted during such period of absence; and

· The period of confinement to bed or an institution for the actual confinement.

Should an employee be willing to work until it is closer to the confinement date, such an employee must submit a Doctor’s documentation which confirms the safety/fitness for work during these days.

3.4.11
The Doctor who books the above employee fit for work during the confinement period should be the same Doctor to book this employee off for sick leave on pregnancy related illnesses.

LEAVE FOR STILLBIRTH OR MISCARRIAGE

3.4.12 A female employee is entitled to six (6) consecutive weeks maternity leave with full pay per occasion when she encounters a miscarriage during her third trimester of pregnancy or stillbirth or if her pregnancy was terminated on medical advice, whether or not she had commenced maternity leave at the time of the stillbirth or miscarriage; and

3.4.13 There is no service requirement or limit to the number of occasions for which this type of leave may be granted.

3.5 FAMILY RESPONSIBILITY LEAVE
The Policy applies to an employee who has been in employment for longer than four (4) months.  An employer shall grant an employee during each annual cycle at the request of an employee, a total of five (5) days paid leave which an employee is entitled to take either when: 

· an employee’s child is born or is sick;

· the employee’s spouse or life partner is sick;

· in the event the death of the employee’s spouse or life partner;

the employees’ parent or adoptive parent;

grand parent, child, adopted child, grand child or sibling
3.6
STUDY AND EXAMINATION LEAVE

3.6.1
There will be no study leave granted for employees writing class tests, failed or supplementary examinations and attending contact sessions during working hours.  Employees are encouraged to use their annual or unpaid leave to cover such working days.

3.6.2
Employees who are studying will qualify for two working days leave for study leave days.  

3.6.3
Accordingly study leave applications and proposals should be discussed by staff with their managers as part of their annual work plan or programme.

3.6.4
Leave applications should be submitted on the Makana Local Municipality’s normal approved application form where the Manager / Supervisor recommend and the Head of Department approves.
3.6.5
The main aim of the policy in relation to combining work and study commitments is that managers and employees negotiate clear, workable, and affordable arrangements from which both the Municipality and its employees will benefit.

3.6.6
All Special leave applications for examinations must be accompanied by an authentic examination time table from the relevant institution. 

3.6.7
All employees will be entitled to two (2) working days Special Study leave of which one working day prior to examinations and the examination date for each subject.

3.6.8
No Special leave applications will be approved for employees who failed an examination, writing of supplementary examinations or class tests and attending block classes during the year.

3.6.9
If an employee is writing for two or more consecutive working days, such employee will qualify for one working day leave prior the commencement of examination and the days of writing examinations.

3.7 WORKSHOP/TRAINING/SEMINAR/CONFERENCES

3.7.1
Leave for attendance of workshops / training / seminars / conferences is delegated to the Council in support of the provisions of policy on attendance of workshops.
4.
WORK CONCESSIONS
Depending on operational requirements, employees may be allowed half day on the last working day preceding the Good Friday and Christmas. However, should there be a need to maintain a skeleton staff, some employees may be required to remain on duty to provide essential services on these days with the provision that they will be granted time off at a later date by arrangement with their supervisor;

Employees may also be allowed time off in other deserving cases at the discretion of management; and

Concessions may be granted in lieu of time worked in, by agreement between the employee and his/her supervisor. 

5.  APPLICABLE TO OCCASIONAL WORKERS

5.1 Vacation Leave for Casual workers contract workers or interns employed by Makana  Local Municipality
a. The above employees are entitled to fifteen (15) continuous days’ vacation leave with full pay in an annual leave cycle of twelve (12) months. The cycle commences on their date of appointment;
b. No vacation leave should be granted within the first month of employment; 

c. Vacation leave will accrue to the worker at the rate of one-twelfth of the annual entitlement for each completed month of service; 

d. Vacation leave may not be accumulated and leave which has accrued to the worker during his/her leave cycle but has not been taken within six months after his/her leave cycle has ended, will therefore lapse; and

e. When an occasional worker resigns with the required period of notice or is dismissed in terms of the Disciplinary Code, his available leave credit, less any occasional leave that has been taken in the relevant leave cycle, should be paid to him/her in cash in accordance with the leave encashment procedure;

5.2 Sick leave for Occasional Workers
a. Occasional workers are entitled to twelve (12) continuous days’ paid sick leave in a cycle of twelve (12) months. The cycle commences on their date of appointment;
b. Unused sick leave cannot be accumulated and will lapse at the end of the cycle.
6.
 ROLES AND RESPONSIBILITIES 

6.1 HEADS OF DEPARTMENTS
Heads of Departments shall be responsible to ensure effective management of leave through the following:

- Monitoring, with the assistance of the Human resource Management Section, the taking of leave within the department to ensure that no abuse thereof occurs.

- Ensuring that the procedure manual in relation to leave management is adhered to at all times.

- Ensuring that all employees have a leave plan for their leave cycle and adhere to it.

- Ensure that leave taken is in accordance with the leave plan.

- Reconcile attendance registers with the leave registers and leave forms in their respective departments on a monthly basis before submission to the Human Resource Management Section and Finance Department.

6.2 EMPLOYEES

Employees shall be responsible to ensure that they take their leave within the prescripts of the Conditions of Service and the Leave Policy and commit to no abuse of their leave whatsoever.

6.3 HUMAN RESOURCE MANAGEMENT SECTION

Responsibilities of the Human Resource Management Section in leave management shall include but not limited to the following: 

· Consult regularly with managers and supervisors responsible for managing employee leave.

· Provide guidance and technical assistance before administrative action procedures are initiated to ensure the proposed action is appropriate and timely. 

· Ensure managers and supervisors have up-to-date information concerning disposition of leave related administrative action.

· Monitor and analyze site performance: Sick Leave and Leave Without Pay (LWOP) usage, as well as unscheduled absence occurrences regularly, on a pay period basis at a minimum.

· Identify “hot” spots (e.g. excessive unscheduled occurrences) and advise Management or corrective action to be taken. 

7. DISPUTE RESOLUTION PROCEDURES

7.1
Any dispute relating to both the interpretation of the provisions of this policy as well as the Municipal decision on any specifics in leave case(s) shall be dealt with in accordance with the dispute resolution mechanism provided for in the applicable SALGBC Collective Agreement and/or Labour Relations legislation.

8.
POLICY WAIVING AND IMPLEMENTATION PROVISIONS
8.1
This policy may be partly or wholly waived by the Municipality in consultation with the Trade Unions.

8.2
This policy shall be superseded by a Bargaining Council Resolution, legislation and     enforceable legal order.

8.3
This policy takes precedence over all other leave provisions that exist.

8.4
This policy shall be reviewed annually in accordance with Makana Local Municipality’s Organizational Developmental changes and the Collective Agreement amendments.

9. ADOPTION AND APPROVAL OF POLICY

This policy is adopted and approved by the full Council of Makana Municipality for implementation.

Effective from (Date):
Approved as per Resolution Number SC......(21/06/2013) 
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