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1. INTRODUCTION
1.1 Unpaid leave is discouraged by the Company and will only be considered in exceptional circumstances.


1.2 Unpaid leave will only be considered when all Annual leave and other forms of accumulated leave have been exhausted.

2. AIM OF THIS POLICY
To clarify conditions pertaining to Unpaid leave.
3. SCOPE OF THIS POLICY
This policy applies to all employees at various levels of employment, i.e. Permanent and Fixed-Term employees on contract as defined by the Basic Conditions of Employment Act (BCEA) of 1997.
4. UNPAID LEAVE ALLOCATION
4.1 Only reasons acceptable to the Managing Director (MD) will be considered before Unpaid leave is granted.
4.2 Applications for Unpaid leave must be well motivated and submitted to the MD for approval.
4.3 Issues such as, but not restricted to, the duration, timing and reason for the Unpaid leave requested, will determine whether or not the application will be considered.
4.4 Unpaid leave will only be considered if operational or other business related conditions allows.
4.5 Full benefits, such as obligations towards medical aid, pension fund, etc, must continue, but at the employee’s own expense.
5. PROCEDURE FOR UNPAID LEAVE APPLICATION   
5.1 Only after approval by the MD can unpaid leave be requested on the Employee Self Service system (ESS).
5.2 To apply for Unpaid leave the employee must login to the ESS and indicate the type of leave required as unpaid leave. 
5.3 The initial motivation submitted to the MD (with his signature of approval) must be uploaded to the system.

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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