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1. INTRODUCTION
The Company applies the principles outlined in the Basic Conditions of Employment Act (BCEA) of 1997 as amended regarding the provision of Annual leave.

2. AIM OF THIS POLICY

2.1 To provide guidelines and procedures to be followed by all Company employees to manage their annual leave entitlement;
2.2 To clarify conditions pertaining to Annual leave.
2.3 Explain the conditions as to when leave will be forfeited

3. SCOPE OF THIS POLICY

This policy applies to all employees at various levels of employment, i.e. Permanent and Fixed-Term as defined by the Basic Conditions of Employment Act (BCEA) of 1997.
4. ANNUAL LEAVE ALLOCATION

4.1 The Company distinguishes between management and non-management employees for allocating leave entitlements upon joining the Company:
4.1.1 Non-Managerial Staff

For the first two years of service, leave entitlement is 1.25 days per month. After one year, an employee will technically have 15 working days of leave entitlement (if no Annual Leave was taken during that year). After two years of uninterrupted service, leave increases by one day per year over five years until it reaches a maximum of 20 working days or 1.667 workdays per month.
4.1.2 Managerial Staff
Upon joining the Company, a manager's monthly leave entitlement is 1.667 workdays. After one year, a manager will technically have a 20-working-day leave entitlement (if no Annual Leave was taken during that year).

4.1.3 Long Service Leave 

Employees with 15 or more years of service will receive two additional leave days at the beginning of each leave cycle. The maximum number of leave days (including your standard leave allocation) will be capped at 22 days per leave cycle. 
Employees with 20 or more years of service will receive five additional leave days at the beginning of each leave cycle. The maximum number of leave days (including your standard leave allocation) will be capped at 25 days per leave cycle. 
Long service leave days are awarded in January of each leave cycle, and if an employee does not have the required years of service in January, he/she will only be allocated the leave in the new cycle. 
Long Service Leave will be captured as a separate line item on the Leave system. This leave cannot be accrued or converted to cash, and all long service leave not taken within a calendar year will be forfeited at the end of December of each year. 
5. MANAGING YOUR LEAVE 
5.1 To efficiently manage leave, aligning all employees to an Annual Leave Cycle is essential. An Annual Leave Cycle will be the period: 

5.1.1 from the appointment date until 31 December during an employee’s first year of service. (e.g. start date is 01 September 2019. The Annual Leave Cycle will be regarded as the leave accumulated from 01 September 2019 until 31 December 2019 for the first year) 
5.1.2 from 1 January to 31 December of the year following an employee’s first year of service and each consecutive year after that. 
5.2 The leave accumulated during the first annual leave cycle (4.2.1 above) must be managed with the employee’s supervisor/manager. This intervention aims to align the employee with the policy as soon as possible and balance it with the new work environment and learning. 
5.3  Under the Basic Conditions of Employment Act, employees are entitled to 15 workdays of leave per year of service. 
5.4 Employees must take at least 15 days of leave within six months of the completion of each cycle. 
5.5 Employees entitled to more than 15 workdays leave per cycle can accumulate five (5) days per cycle, up to a maximum of 40 working days. 
5.6 At least two weeks (10 working days) of annual leave must be taken consecutively. Employees who do not take ten (10) days of leave within six months of completing the leave cycle (at the end of June every year) will forfeit ten days. 
5.7 The balance of five (5) days (to make up the prescribed 15 days of compulsory leave) can be taken as and when requested by the employee, subject to his/her manager’s approval. Any employee who has not taken the mentioned five days within six months of completing the leave cycle will forfeit five days of leave. 
5.8 Leave can be taken as half days, either in the morning or afternoon. The cut-off time for half-day leave will be based on the employee’s daily work pattern.  

5.9 The Company’s work demands will take precedence before an employee is granted leave. Management will attempt as far as possible to accommodate the employees’ requests for leave. Thus reasonable notice (at least two weeks) should be submitted to Management before the commencement of leave.
5.10   An employee will be allowed to take 4 days leave, in excess of his/her entitlement, with the permission of his/her supervisor.
5.11   Any additional Annual Leave taken, other than an employee’s entitlement and the agreed upon 4 days “negative leave”, will be treated as Unpaid Leave and must be obtained according to the Unpaid Leave Policy leave (see Policy Nr. L-6: Unpaid Leave).
5.12   In event of termination of services; for whatever reason; the Company will deduct the monetary value of the “negative” leave from the final salary.

5.13   Only work-days are considered as leave days.
5.14   In the event of the termination of an employee’s service, any leave accrued at the date of termination, will be paid in cash to such an employee.
5.15   Leave in excess of the statutory 15 days will be calculated and paid out at the basic salary rate, i.e. all benefits won’t be included in the calculation.
5.16   No employee will be allowed to take Annual leave while serving a notice of resignation or termination of service from this Company.
6 LEAVE DURING THE CHRISTMAS/FESTIVE PERIOD

6.1 The Company may close over the Christmas/Festive period. It may be required of employees to take their Annual Leave during this period.
6.2 Employees will be notified at least two (2) months in advance of the Christmas/Festive period on whether or not the Company will close in order for employees to allocate sufficient Annual Leave for this period.
6.3 If employees do not have sufficient Annual Leave to cover this Christmas/Festive period, their absence over this period will be considered Unpaid Leave.  
7 NOTIFICATION OF ANNUAL LEAVE
7.1 Annual Leave must be approved by the employee’s manager, before the commencement thereof.

7.2  As a good practice, employees are advised to verbally discuss leave requirements with their supervisor before entering them into the electronic leave system. 
7.3 No Annual leave will be granted unless signed by the relevant Manager before the commencement date.


8 PROCEDURE FOR ANNUAL LEAVE APPROVAL

8.1 To apply for Annual Leave, the employee must login to the Electronic Leave System (also called the DNA System) and apply for Leave.
8.2 No Leave may be taken if not approved by the employees’ direct supervisor or other designated manager that may approve an employees’ Leave
9 AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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