POLICY ON A SPECIAL LEAVE FOR SECTION 56 AND SECTION 54 A MANAGERS IN THE
EMPLOYMENT OF PIXLEY KA SEME DISTRICT MUNICIPALITY:

1.INTRODUCTION:

Essentially the purpose of Special Leave for employees is to assist with creating a supportive working
environment for individual employees and as such to enhance their contribution to ensure for
effective and efficient service delivery; as well as protecting the well-being of the workers through
ensuring for full participation of workers in structures created in terms of the law i.e. pension funds,
etc. Each special leave will be evaluated on its own merits and approval will depend on substantiating

documentation.

2.LEGAL MANDATE:

The Constitution of the Republic of South Africa,1996
Labour Relations Act,1995

Basic Conditions of Employment Act,1997

Pension Fund Act and Regulations 1956

Collective Agreements

YV V V V V VY

Pension Fund Rules and Amendments

3.DEFINITIONS:
> “Employee” — means a person employed by the municipality under Section
57 of the Municipal Systems Act, 2000

“Employer’ — means Pixley Ka Seme District Municipality
“Special Leave’ — means leave in addition to normal leave

The Municipality — means Pixley Ka Seme District Municipality

Y V V VY

“SALGBC” — means South African Local Government Bargaining Council
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4.POLICY PURPOSE:

> To regulate an official’'s absence from duty by means of granting special leave;

> ldentify those circumstances for which an employee shall not be required to

utilise leave within the framework and measures set out in this policy and

> Indicate the circumstances under which the Municipal Manager or his delegate
shall authorise special leave.

5.SCOPE OF POLICY

This Policy is applicable exclusively to Section 56 and Section 54 A Managers of Pixley
Ka Seme District Municipality.

6.ROLE DESCRIPTION

Human Resources Management must ensure that:

> This policy is maintained and communicated to future Section 56 and Section
54 A Managers

> Delegations are assigned for the execution of the policy
> All Special Leave taken is recorded accurately and in full

> ltis the responsibility of the MM or his proxy to ensure that Section 56 and Section 54
A Managers utilising special leave, complete the prescribed application form
beforehand and that the completed form together any attachments is provided to HR
recording and safe keeping.
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7.PROVISIONS AND CONDITIONS PERTAINING TO SPECIAL LEAVE

Special leave should not be unreasonably refused without good course when a judicious
application is submitted and informed by any Legislation, Rules and Collective Agreements

applicable in the Local Government Sector.

Special leave will be granted to Section 56 and Section 54 A Managers under the

following occasions or circumstances, as far as possible:

» Military Service;

> Member of the Reserve Police

Collective Agreements

Any Labour Relations Issue, i.e. Condition of Service, etc
Participation in Sports under the Provincial or National Level and

Treatment for substance abuse
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8.GENERAL

A Manager is not regarded as being absent from duty under the following circumstances:

When he/she has to appear as a witness:
> In a court case
> In a misconduct case

> Before a commission of enquiry appointed by the State
> At an inquest

When he/she has to appear as a defendant or co-defendant in a civil court case arising

from his/her official duties;

When she/he attends an interview for an advertised position in the Public

Sector/Government

When she/he assists or represent the employer or an employee during a disciplinary

inquiry or in a conciliation/arbitration hearing.
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When asked to be on Special Leave during an investigation against him/her.
All applications for Special Leave must be supported by the applicable documentations.
Travelling times, to and from, must be included in the application for Special Leave.

Applications for Special Leave must be submitted in advance as approval is required

prior to the employee going on leave.

APPROVAL:

COUNCIL RESOLUTION R2025-02-25 (14.2.7)

SIGNATURE: EXECUTIVE MAYOR: DATE:
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