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ANNUAL LEAVE POLICY 

Perspective
XYZ Co leave regulations distinguishes between the following leave classifications:

•
Annual leave;
•
Sick leave;
•
Family responsibility leave; and
•
Maternity leave.
In order to eliminate any confusion or misunderstanding each classification is addressed in a separate policy document.

With regard to Annual leave the following regulations and conditions apply:

1. Annual leave entitlement
Annual leave only applies to the permanent staff of the XYZ Co.

During the leave cycle (period of 12 months) employees are entitled to a maximum of 21 consecutive days or one day of annual leave for every 17 days worked or whatever is stated in your contract of employment but not less than the aforementioned. The employee will be granted an additional day of paid leave if a public holiday falls on a day during an employee’s annual leave on which the employee would ordinarily have worked.

2. Crediting of leave
Leave is credited monthly on a pro-rata basis.

3. Leave arrangements
•
XYZ Co reserves the right to reject or refuse an employee’s application for leave should the exigencies of the service, operational constraints or workload direct such action.

•
If an employee on approved annual leave becomes ill or hospitalised, the period of incapacitation as certified by a registered medical practitioner will be converted into sick leave on submission of such medical proof and his/her leave record credited with the number of days effected (within the limits of the balance available on the employee’s sick leave allocation).

4. Application for leave
Leave must be applied for in writing on the prescribed ‘Application for Leave’ form which is obtainable from the Human Resources Department.  Such application must be received at least two weeks prior to the requested dates.

Approval from the employee’s immediate superior is first required before final approval is given by the Human Resources Department.  The employee is to be advised of their decisions and must submit Leave Forms without delay to the Human Resources Department.

5. Encashment of leave
No employee may be paid instead of leave being granted in terms of the Basic Conditions of Employment Act 75 of 1997, Section 20 (11), except: -

a)
On termination of employment.
6. Calculation of employee’s remuneration in terms of Section 35(5) of the Basic Conditions of Employment Act, 1997 (Act 75 of 1997)

1.
With effect from the 1st July 2003 the following payments are included in an employee’s remuneration for the purposes of calculating pay for annual leave in terms of Section 21, payment instead of notice in terms of Section 38 and severance pay in terms of Section 41:-

a)
Housing or accommodation allowance or subsidy or housing or accommodation received as a benefit in kind;

b)
Car allowance of provision of a car, except to the extent that the car is provided to enable the employee to work;

c)
Any cash payments made to an employee, except those listed as exclusions in terms of Government Gazette No. 24889;

d)
Any other payment in kind received by an employee, except those listed as exclusions in terms of Government Gazette No. 24889;

e)
Employer’s contribution to medical aid, pension, provident fund or similar schemes;

f)
Employer’s contribution to funeral or death benefit schemes.

2.
The following items do not form part of remuneration for the purpose of these calculations:-

a)
Any cash payment or payment in kind provided to enable the employee to work (for example, an equipment, tool or similar allowance or the provision of transport or the payment of a transport allowance to enable the employee to travel to and from work);

b)
A relocation allowance;

c)
Gratuities (for example tips received from customers) and gifts from the employer;

d)
Share incentive schemes;

e)
Discretionary payments not related to an employee’s hours of work or performance (for example, a discretionary profit-sharing scheme);

f)
An entertainment allowance; and
g)
An education schooling allowance.

3.
The value of payments in kind must be determined as follows:-

a)
A value agreed to in either a contract of employment or collective agreement, provided that the agreed value may not be less than the cost to the employer of providing the payment in kind; or

b)
The cost to the employer of providing the payment in kind.

4.
An employee is not entitled to a payment or the cash value of a payment in kind as part of remuneration if:-

a)
The employee received the payment or enjoyed, or was entitled to enjoy, the payment in kind during the relevant period; or

b)
In the case of a contribution to a fund or scheme that forms part of remuneration, the employer paid the contribution in respect of the relevant period.

5.
This schedule only applied to pay for annual leave accrued from the date of operation of this Schedule.

6.
If a payment fluctuates, it must be calculated over a period of 13 weeks or, if the employee has been in employment for a shorter period, that period.

7.
A payment received in a particular period in respect of a longer period (e.g. a thirteenth cheque) must be pro-rated.

8.
This Schedule only applied to the minimum payment that an employer is required to make in terms of the Basic Conditions of Employment Act, 1997.

NOTE:

Employees should not finalise their annual leave arrangements until such time as his/her application for leave has been approved in terms of this procedure.

XYZ Co will not be held responsible for any costs incurred by an employee who has had to cancel his/her vacation arrangements due to his/her leave application being declined, if the employee made vacation arrangements prior to the leave being approved.
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