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1. INTRODUCTION
The Company applies the principles outlined in the Basic Conditions of Employment Act (BCEA) of 1997 as amended with regard to the provision of paid Sick leave.

2. AIM OF THIS POLICY

2.1 To provide guidelines and procedures to be followed by all Company employees to manage their Sick leave entitlement.
2.2 To clarify conditions pertaining to Sick leave.
3. SCOPE OF THIS POLICY

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

4.1 During the first 6 months of employment, employees are entitled to one day’s paid Sick leave for every 26 days worked.
4.2 Thereafter, employees are entitled to 30 days paid Sick leave during each Sick leave cycle. Any leave taken in 4.1 is deducted from the first cycle.
4.2.1 A Sick leave cycle is the period of 36 months employment immediately following the employee’s commencement of employment, or the completion of the prior Sick leave cycle.
4.3 Sick leave may not be accumulated past the 36 months leave cycle.
4.4 Sick leave is not paid out.
5. MEDICAL CERTIFICATES

5.1 A medical certificate, confirming the incapacity and its duration, is required if an employee is:
5.1.1 away from work for more than two (2) consecutive working days;

5.1.2 absent from work on more than two (2) occasions during an eight (8) week period;

5.1.3 habitually (i.e. on more than three (3) occasions during one year) absent from work;

5.1.4 sick on days either preceding or following a weekend or public holiday.

5.2 A medical certificate must be issued and signed by a registered medical practitioner, or any person who is certified to diagnose and treat patients, and who is registered with the Medical Council.         

6. NOTIFICATION OF SICK LEAVE

6.1 An employee must notify his/her Manager before 09:00am on the first day of illness as well as give an indication of intended length of absence.
6.2 ALL ATTEMPTS must be made by an employee or his/her spouse/parent/partner to contact his/her immediate Managers to inform them of his/her absence, including contacting them by cell phone. 
6.3 Employees must take the responsibility to make alternative arrangements for important work related issues, as well as to cancel or reschedule all meetings for the duration of their absence.
6.4 For the duration of absence, it is expected from an employee to make regular contact with the relevant Manager regarding progress, if at all possible.
6.5 If an employee fails to notify the Manager that he/she is unable to attend work through illness, or fails to maintain contact on a regular basis with the office during any subsequent prolonged absence, disciplinary action may be taken by the Company. Depending on factors such as the timing of the absence, and previous warnings for similar offences, dismissal may result. 
6.6 Although the Company respects the fact that employees on Sick leave are unable to work, it requires that these employees are contactable by the office in the event of a work emergency. Unless an employee is hospitalised, the Company expects the employee to remain at home for the duration of their illness, unless the Manager is advised accordingly.
7. SPECIAL SICK LEAVE

7.1 Unique cases of employees who have exhausted their normal Sick leave entitlement as a result of legitimate prolonged illnesses and who do not have a history of abuse of Sick leave, may be considered for special Sick leave by the Managing Director (MD) of the Company.
7.2 At the same time benefits payable in terms of UIF, Disability or any other funds established for this purpose may be considered.
8. PROCEDURE FOR SICK LEAVE APPLICATION

8.1 If an employee has prior knowledge of intended Sick leave, he/she must discuss such leave with the employee’s supervisor after which the leave must be requested on the Employee Self Service System by indicating the type of leave required as Sick Leave. 
8.2 If an employee does not have prior knowledge his/her illness, he/she must complete the Sick leave request on the Employee Self Service (ESS) system within two (2) days on his/her return from absence.
8.3 The required medical certificate must be uploaded to the ESS.
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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