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1. INTRODUCTION

The Company recognizes the need and desire for its employees to improve their knowledge and skills. To assist employees in this Endeavour, the Company is willing to provide paid Study and Examination leave on the basis outlined herein.

2. AIM OF THIS POLICY

To clarify any conditions pertaining to Study and Examination leave.

3. SCOPE OF THIS POLICY

3.1 This policy applies to all Permanent employees who would like to pursue further studies.
3.2 This policy is also applicable to Fixed-Term employees who have been employed by the Company for more than one year.
4. STUDY LEAVE ALLOCATION

4.1 Study leave is not a right but a privilege, and the Company may delay or deny applications for operational or other business related reasons.
4.2 All Study leave is granted at the discretion of the employee’s direct Manager, in accordance with this policy.
4.3 Study leave will only be considered if courses/studies are, in the discretion of the Managing Director (MD), beneficial to the Company in the short or long term. 
4.4 Study leave must be planned and organized well in advance and in consultation with the relevant Manager, who will forward the request to the MD.
4.5 Employees may take one (1) working day’s Study leave for the day on which the actual Examination is written.
4.6 Employees may take one (1) working day’s Study leave prior to the day when the actual Examination is written, in order to prepare for the Examination.
4.7 If the day preceding the exam is a weekend/public holiday, a working day’s leave will not be granted.
4.8 The total number of Study leave days may not exceed eight (8) working days in any one calendar year.
4.9 Study leave will not be granted to employees who have failed previously and wish to repeat courses and/or Examinations. Annual leave may be granted for these situations.
5. REQUIREMENTS AND PROCEDURE FOR STUDY AND EXAMINATION LEAVE

5.1 Study leave must be verbally discussed and approved before applying for the leave on the Employee Self Service System.

5.2 To apply for Study and Examination leave, an employee must apply on the Employee Self Service (ESS) system by indicating the type of leave required as Study and Examination leave. 

5.3 An employee needs to upload proof that he/she is enrolled in the applicable course by providing an official document stating the enrolment as a student/attendee.

5.4 In an event of an exam/test an employee must upload an official document from the examination institution indicating the date of the examination in order to qualify for Study and Examination leave.

5.5 It is a requirement that an employee must provide Esri South Africa with a copy of any thesis of any tertiary studies for which leave was granted.

5.6 It is a requirement that all employees must provide and allow Esri South Africa access to all results of tests and exams.

6. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In case of amendments, employees will be informed accordingly.
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