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1. INTRODUCTION
1.1 Management regards the continual development of the skills of their employees as crucial to the growth, sustainability and success of the Company.

1.2 The Company recognizes and accepts its responsibility to assist employees, where possible, to further their studies and acquire knowledge and skills that are mutually beneficial to them and the Company. 

1.3 The Company supports tertiary studies and acknowledges such studies as a valuable mechanism for Human Resources Development.

2. AIM OF THIS POLICY

2.1 To provide the guidelines and procedures to manage employee requests for study assistance.
2.2 To explain the criteria used to qualify employees for study assistance.
2.3 To explain the extent of Company assistance to qualifying employees.
3. CRITERIA FOR STUDY ASSISTANCE

3.1 In order to qualify for study assistance, the employee must be a Permanent employee and have at least one (1) year continuous service with the Company.
3.2 The employee must have a satisfactory disciplinary record.
3.3 The intended course of study must be directly in line with the employee’s current position, or envisaged development path. 
3.4 The direction of study must have the potential of enhancing the employee’s knowledge and ability to improve job performance or enhance the employee’s promotion potential.
3.5 Approval of financial assistance or the extent of assistance is subject to the budgetary and cash flow situation of the Company.
3.6 The Company reserves the rights to use its discretionary powers to grant study assistance even in cases where budgetary constraints do not exist. The terms for such assistance will be negotiated with the employee concerned.
4. PAYMENT OF FEES

4.1 The Company will negotiate the amount of financial assistance that will be contributed towards further studies, with the employee.
4.2 In some cases the Company might carry the full cost of the study course.

4.3 Where Management is of the opinion that the direction of study that the employee wants to attend does not add immediate value to the Company (but will add value at a later stage), payment for such a course will be in the form of a Study Loan given by Management to the employee. Should this be the case:
4.3.1 The employee has to complete a Study Loan Application Form (see Appendix T-3-1). 
4.3.2 The Company will pay in full the fees for tuition, examination and registrations in respect of study courses undertaken with recognized and reputable study and training institutions, subject to Point 4 above.
4.3.3 Total study costs will be recovered in full from the employee in equal monthly deductions from his/her salary. The total debt should be recovered within the duration of a study period, alternatively over a period not exceeding twelve months. Only in extreme cases can the repayment period be in excess of twelve months, subject to the approval of the Managing Director.
5. STUDY AND EXAMINATION LEAVE

5.1 The Company will grant Study Leave in accordance with Policy Nr. L-5: Study and Examination Leave.

5.2 It is assumed that employees will attend study courses after hours.

5.3 In cases where classes need to be attended during the day this will be calculated as Study Leave (see Policy Nr. L-5: Study and Examination Leave).

5.4 Should there be days in excess of Study and Examination Leave will first be deducted from Annual Leave after which the employee will need to apply for Unpaid Leave (see Policy Nr. L-6: Unpaid Leave).

6. REFUND OF STUDY FEES

6.1 In the case of full or partial Study Assistance the amount of Study Assistance will be recovered over a period of twelve (12) months on the month starting immediately after receiving Study Assistance.
6.2 In cases where the Company has paid a part of the study course or the full cost of the study course the employee must stay in service of the Company for at least one (1) year after completion of the course. 
6.3 In the case where a study loan was granted the employee may upon passing the full course or part thereof apply to the Company for the refund of course fees incurred. Proof of results is however required.
6.4 In case any refund of a course is granted the employee must sign the Company’s Training and Development Agreement (see Appendix No. T-1-1) which governs the conditions for study and training assistance in the event of the employee’s services being terminated for any reason except death or involuntary retrenchment.
6.5 Should an employee’s services be terminated for any reasons whatsoever, other than involuntary retrenchment or death, while a portion of the loan amount remains unpaid, the employee will be liable for the immediate payment of that balance. Where possible this amount will be recovered from the employee’s final salary.
6.6 Where an employee has not complied with the clause stated in Point 6.4 above, irrespective of who is at fault, the full conditions of this policy will apply. 
6.7 The term “costs” include the following cost factors:  
6.7.1 Costs of travelling and accommodation, where applicable, paid by the Company on behalf of employee, e.g. air ticket, hotel fees, etc.
6.7.2 Tuition fees, including registration and/or examination fees.
6.7.3 Training fees payable to the Training Institutions.
7. BURSARIES

7.1 The Company does not operate a Bursary Scheme but offers Study Assistance to deserving Permanent employees as set out in the Study Assistance Policy.
7.2 The Company assists current qualifying GIS students by granting them 50% discounts whenever they attend training courses offered by the Company’s Training Department
8. 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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