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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form should be used by Academic and PASS staff for all leave except (i) study & research and contact leave or (ii) academic annual leave or (iii) warden’s leave or (iv) special leave without pay.
· Applications for injury on duty, unpaid leave, long leave or AWOL should be completed and authorised on page 2.
· The period of leave given below should reflect your first day and last day on leave.

· Details of UCT leave policy may be found at http://www.hr.uct.ac.za/hr/service/academic/leave/policy/ (for academics) and http://www.hr.uct.ac.za/hr/service/pass/leave/policy/ (for PASS staff).
· UCT staff can apply for leave using SAP HR Employee Self-Service (ESS). Ad hoc staff, paid-on-claim staff or those paid by a temp agency will unfortunately not have access to the service due to the temporary nature of their role. 
PERSONAL DETAILS

	Staff Number
	
	Name
	

	Department
	
	Academic or PASS?
	


LEAVE DETAILS

	ANNUAL
	From (first day)
	
	To (last day)
	

	SICK
Monthly salary will be reduced once sick leave full pay is used up
	From
	
	To
	

	
	Note: Please attach a medical certificate when more than 2 calendar days are taken. The certificate should cover the full period of absence.
	Certificate attached (tick)
	Y
	N

	PARENTAL (Birth mother or primary adoptive parent)

Unpaid for T1 staff
	From
	
	To
	

	
	Note: Please attach a medical certificate reflecting probable due date or indicate by way of supporting documents that parental leave is for an adoption.

	PARENTAL (Parenting partner) Formerly paternity leave, permanent and T2 staff usually 5 days unless sharing
	From
	
	To
	

	
	Note: Please attach a registration of birth certificate or adoption papers. 

	PARENTAL LEAVE SHARING
If both parents are UCT staff members
	Both parents are UCT staff members and we are sharing parental leave as per the leave policy.

	
	Spouse / Partner’s Name
	
	UCT staff number
	

	
	Note: Please attach the parenting partner’s approved application to the birth mother / primary adoptive parent’s application and an affidavit declaring that the parental leave is for the same child(ren).

	FAMILY RESPONSIBILITY

Permanent and T2 staff who are employed for more than 4 days per week. See: Family responsibility leave policy – academic or PASS.

Contract staff refer to the fixed-term contract policy
	From
	
	To
	

	
	Reason
	

	
	
	Illness of a child
	
	Illness of an immediate family member
	
	Death
	
	

	
	
	

	
	If death, deceased is my
	

	
	
	Spouse
	
	Partner
	
	Parent
	
	Adoptive parent
	
	Grandparent
	
	

	
	
	

	
	
	Sibling
	
	Child
	
	Parent-in-law
	
	Grandchild
	
	

	
	
	

	
	Note: In the case of a death, please attach a death certificate. For illness, a medical certificate is not required when applying for the first 2 days of your annual family responsibility leave entitlement. Any further applications for family responsibility leave within the same cycle (i.e. days 3, 4 and 5 of your entitlement) must include a medical certificate.

	STUDY AND EXAMINATION

Not T1 staff
	From (full working day)
	
	To
	

	
	From (half working day)
	
	To
	

	
	Note:  Please attach supporting documentation. View policy: http://www.hr.uct.ac.za/hr/service/pass/leave/study/

	TIME OFF IN LIEU OF OVERTIME
	From (first day)
	
	To 

(last day)
	

	
	Note:  Please attach supporting documentation.

	SPECIAL LEAVE WITH PAY
For special leave without pay use form HR144.

If appropriate, please attach supporting documentation.
	From
	
	To
	

	
	Reason
	

	
	S & T required?
	Y
	N
	Special leave taken to date this year  (no. of working days)
	

	
	Note: For overseas travel on UCT business, please complete the INS02 (Overseas Travel Insurance) form electronically and send by email to the Insurance Office.


Note: Applications for injury on duty, unpaid leave, long leave or AWOL should be completed and authorised on page 2.
AUTHORITY FOR LEAVE

	
	PRINT NAME
	SIGNATURE
	WORK CONTACT NO.
	DATE

	Applicant
	
	
	
	

	Line Manager/Head of Department
	
	
	
	

	Final Authorities
(if applicable)
	
	
	
	

	
	
	
	
	

	HR Administrator
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	Staff Number
	
	Name
	

	Department
	
	Academic or PASS?
	


	INJURY ON DUTY


	From
	
	To
	

	
	Note: Please attach a medical certificate and the COIDA accident report.

	UNPAID 
Maximum of 15 days, if greater than 15 request special leave without pay on form HR144.
	From
	
	To
	

	
	Reason
	

	LONG
	From 
	
	To
	

	AWOL
	From
	
	To
	


AUTHORITY FOR INJURY ON DUTY, UNPAID, LONG LEAVE or AWOL

	
	PRINT NAME
	SIGNATURE
	WORK CONTACT NO.
	DATE

	Applicant
	
	
	
	

	Line Manager/Head of Department
	
	
	
	

	Final Authorities
(if applicable)
	
	
	
	

	
	
	
	
	

	HR Administrator
	
	
	
	


COMPLETING A LEAVE FORM

HR140

When do I complete this form?

In general, this form is used by all staff – both academic and PASS – when applying for annual leave (PASS staff only), sick leave, parental leave, family responsibility leave, study and examination leave, time off in lieu of overtime, special leave with pay, injury on duty leave, unpaid leave (where, for example, annual or sick leave entitlements are exceeded), long leave and AWOL (absent without leave).
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· Academic staff do not complete this or any form when taking annual leave. Departments may require academics to complete this form when annual leave is taken at other times of year, but this would be for departmental records only.

· Applications for study & research or contact leave should be submitted on form HR141.

· Applications for warden’s leave should be submitted on form HR142.

· T1 staff are not entitled to paid parental leave or study leave, but may take unpaid parental leave (birth mother or primary adoptive parent, previously maternity leave).
· For contract staff leave entitlements, see: Policy on fixed-term employment contracts (Table 1)
· Special leave with pay is generally granted when a staff member is away from UCT on University business e.g. attending a conference or undertaking field work. Applications for special leave without pay (with/without rights) should be submitted on form HR144.
· Injury on duty leave refers to time off as a result of injury which occurred either on University premises or in the course of an individual performing his/her duties. The latter would include travel from one part of the University to another, but not from work to home or vice versa.
· UCT staff can apply for leave using SAP HR Employee Self-Service (ESS). Ad hoc staff, paid-on-claim staff or those paid by a temp agency will unfortunately not have access to the service due to the temporary nature of their role.
Where do I send this form?

This form should be sent 

· first to your Line Manager or Head of Department for approval 

· then to the Dean or Executive Director for approval when appropriate (see note below) – and 

· finally, to your HR Administrator in Bremner.
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· Academic special leave with pay applications of 5 to 15 days require the approval of the Dean. 

· Special leave with pay applications in excess of 15 days require the approval of the Deputy Vice-Chancellor in the case of academic staff, and the Executive Director: HR in the case of PASS staff. HR Administration will forward the form to the appropriate person.

When do I submit this form?

Prior to your departure on leave and in time to reach HR Administration by the 3rd day of the month in which the updated leave balance is to be reflected on your payslip – except in the case of sick leave or family responsibility leave.

[image: image5.png]Note




· Applications for parental leave (birth mother or primary adoptive parent) should be submitted at least four weeks ahead of departure.

What supporting documentation do I need to submit?

The leave form should be accompanied by supporting documentation as indicated below.

· Sick leave: attach a doctor’s certificate when away for more than 2 calendar days and ensure that it covers the full period of absence.

· Parental leave (birth mother or primary adoptive parent): attach a doctor’s certificate stating probable due date or indicate by way of supporting documents that parental leave is for an adoption.
· Parental leave (parenting partner): attach a registration of birth certificate or adoption papers.
· Shared parental leave (if both UCT staff members): attach the parenting partner’s approved application to the birth mother / primary adoptive parent’s application and an affidavit declaring that the parental leave is for the same child(ren).
· Family responsibility leave: attach a medical certificate or death certificate.
· Study and examination leave: attach original or certified copy of the examination timetable.
· Time off in lieu of overtime: supporting documentation should indicate the reason for granting the time off and the person authorising the absence.
· Special leave with pay: attach relevant supporting documentation.
· Injury on duty leave: attach doctor’s certificate and COIDA Accident Report.
29 May 2020
Page 3 of 3
HR140

