CONFIDENTIAL


	HR144
	SPECIAL LEAVE WITHOUT PAY
	[image: image1.png]UNIVERSITY OF CAPE TOWN








NOTES

· Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm 
· Please send a copy to your Area Finance Manager.
· Page 1 of this form to be approved before meeting with the HR Administration Manager to complete page 2.
PERSONAL DETAILS

	Full Name 
	
	Staff Number
	

	Position
	
	Payclass
	

	Department
	

	Contact email address while on leave
	

	Contact phone number while on leave
	


LEAVE DETAILS

	Dates
	From
	
	To
	

	With Rights (UCTRF) (tick)
	Yes
	No
	

	Defaulting costs to be debited to
	Fund
	

	
	Funds Centre
	
	Cost Centre
	


AUTHORITY FOR SPECIAL LEAVE WITHOUT PAY
(See points 9.1.6 and 9.2.3 in the HR delegated authorities document)
	
	PRINT NAME
	SIGNATURE
	WORK CONTACT NO
	DATE

	Applicant
	
	
	
	

	Line Manager (if applicable)
	
	
	
	

	Head of Department
	
	
	
	

	 Dean/Executive Director
	
	
	
	

	Final Authority 
	
	
	
	


PAYROLL DEDUCTIONS TO BE CONTINUED WHILE ON SPECIAL LEAVE WITHOUT PAY
(Complete this section with the Business Risk Manager)

	Cost items
	Value at start of leave
	Cost items
	Value at start of leave

	Medical Aid
	R
	Discovery Vitality
	R

	UCTRF – the greater of 4% of CoE or the costs of risk and admin
	R
	Voluntary GLA
	R

	UCTRF – Same CoE % as prior to special leave (between 12% and 40%)
	R
	Membership Fees (e.g. Union)
	R

	Total amount to be deducted from applicant’s bank account
	R


ACKNOWLEDGEMENT OF DEBT 
(Complete this section with the Payroll Officer)
	I, the undersigned, hereby acknowledge my indebtedness to the University of Cape Town in respect of the costs indicated above.
I understand that said costs will be deducted from my bank account on the 25th of every month or the last working day before the 25th if it falls on a weekend or public holiday.
If the account balance cannot be settled monthly, SARS fringe benefit tax will be applied.
If the value of any payroll deduction is increased, the additional cost will automatically be deducted from my bank account.

	Applicant Signature
	
	Date
	


FOR OFFICE USE

	Captured by
	
	Date
	


	COMPLETING A SPECIAL LEAVE WITHOUT PAY FORM
HR144


When do I complete this form?

This form is completed by employees applying for special leave without pay. Once the form has been signed by the Recommending Authority (e.g. Head of Department) and the Final Authority, please make an appointment to see the HR Administration Manager (extension 4780/email: michael.daniels@uct.ac.za) in Room126, Bremner Building, in order to complete page 2 together.
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· There are two types of special leave without pay:

i. Special leave without pay but with rights (UCT covers standard UCTRF costs only) is generally granted when a staff member is to be away from UCT on business that is not University business but is related to his/her discipline or profession e.g. a short term appointment at another University.

ii. Special leave without pay and without rights (employee covers all benefit costs) is granted when a staff member is to be away from UCT on private business.

· The fund entered on page 1 will be charged if the employment contract is terminated for any reason and there is money owed by the employee. If at any stage the employee fails to pay the amount owed for their benefits, the fund will be debited and the department will be responsible for recovering the money from the employee.
Where do I send this form?

This form should be submitted to the HR AdministrationManager, Room 126, Human Resource Department, in the Bremner Building.

When do I submit this form?

Upon request and at least two months before the start date of the absence period.
Will I remain covered for death and disability under the UCTRF if I travel outside the borders of South Africa? 

If you are a member of the University of Cape Town Retirement Fund certain exclusions may apply to your death and disability cover if you travel outside the borders of South Africa. Please visit the UCTRF website for further information in this regard and see also the following PDF downloads: 

· UCTRF Death Cover
· Separate Death and lump sum disability 

· Income disability benefit 

· Funeral Benefit
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