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1. POLICY STATEMENT

The Agency is fully committed to the structured and systematic career development
of all its Employees on an ongoing basis to enable them to perform their duties
effectively and efficiently. This will also be provided to enable Employees to acquire
the skills, knowledge, related qualifications and to unlock their potential to meet its
future human resources needs.

2. PURPOSE
The purpose of the policy is to:

e Provide career and skills development framework for employees through
further education.

e To provide a framework for aligning career and skills development needs
with the strategic objectives of the Agency.

e To equip Agency Human Resources with necessary skills for better
achievement of strategic objectives,

e To encourage skills development processes within the Agency.
3. SCOPE OF APPLICABILITY

3.1 The policy is applicable to all permanent UMEDA employees excluding
Experiential Trainees of the Agency.

3.2 this policy shall not apply to casual employees and employees hired for less
than six months of the Agency.

4. STUDY REGULATIONS

4.1. This is a regulatory framework designed to afford the personnel of the Agency
the opportunity to develop themselves in a formally structured way on a basis of
identified requirements in the interests of the Agency, in order to be able to
cope satisfactorily with present and future allocated duties.

4.2. The Agency supports the continuous development of its employees and however
the operational requirements of the Agency and relevance of the studies
concerned to the Department shall always be the primary concern.

4.3. Employees who wish to undertake a study course towards obtaining a work-
related qualification, a degree or equivalent qualification must first obtain
approval from the Agency through the CEO.




4.4. The Agency shall consider each individual case upon application to ensure that
the studies an employee wishes to pursue are in the interests of the Agency.

4.5. Study grants will be provided for in the annual budget by the finance department
in consultation with Human Resource.

. STUDY GRANT

5.1 The Agency shall approve study grants subject to the following conditions:

5.1.1  An Employee will only be granted a bursary once he/she ‘has served for a
period of 12 months within the Agency.

5.1.2  Applications by Employees for annual study grants shall be made by an
Employee at least three (3) months before the commencement of the
following academic year of the intended study programme and/or three (3)
months before commencement of the following financial year of the Agency
to the Corporate Services Department subject to whatever workable time
frame for the Agency.

5.1.3  All applications for making provision in the subsequent budget for a study
grant must be supported and recommended for consideration by the
Executive Manager in writing

5.1.4  The Agency shall pay up to 60% of the cost of tuition fees directly to the
institution where possible in each academic year.

5.1.5 The total cost referred to in clause 9.1.4 shall be recoverable from the
Employee if the Employee has failed or not written exams and the employee
will continue with the course at his/her own expense.

5.1.6  An employee that has been granted a bursary must sign an agreement with
the Agency stating that he/she will remain in the employ of the Agency for
period of two (2) years after successful completion of the course.

5.1.7 In the event that the employee leaves the employ before the expiry of the
agreed period, the employee must pay back an amount in portion to the
unexpired period of the agreement and shall be based on the following
formula:

AXC=B

Where A = amount of study grant

Where B = study period

Where C = required or balance of required service period

5.1.8  Contract employees shall only be awarded study grant and shall be expected
to remain under the employ of the Agency for the duration of the course.

5.1.9  In the event that the contract employee leaves the employ before the expiry
of the agreed period, the employee must pay back an amount in portion to
the unexpired period of the agreement.

5.1.10. An original copy of results shall be submitted to the HR Division of the
Corporate Services Department not later than two weeks after receipt by the
Employee.




5.1.11. Upon successfully completing the study programme, the Employee will not be
automatically eligible for promotion.

5.1.12 Payment of a study grant of 60% shall be subject to undertaking by the
Employee to pay the balance of 40% of the study fees in advance or not later
than three months preceding the end of the academic year of the study
programme.

5.1.13. Should the Employee fail to pay the balance of 40% of study fees, the
amount of 60% paid by the Agency shall be due for recovery from the
Employee’s emoluments.

5.1.14 The Employee must further undertake to pursue his/her studies diligently and
complete the studies within a specified pericd

5.1.15. First priority for study grants will always be given to Employees who wish to
register for tertiary education for junior degrees/diplomas than to Employees
who want to further other studies.

5.1.16. Only study grants applications processed in terms of this policy will be
considered for allocation of funds and approval. Study grants will not be paid
retrospectively as reimbursement to an Employee.

5.1.17 Study grant will be for part-time studies or distance learing only.

5.1.18 If an Employee has received a study grant for a 3-year Degree / Diploma
he/she will have to work back years equivalent to the years studied for the
diploma/degree.

6. STUDY LEAVE

6.1. The Agency may, after favourable consideration, assist the Employee by
granting:

6.1.1 Study leave of a total of two days per examination shall be granted. One day
will be for preparation and one day for writing of examination.

6.1.2 Financial assistance subject to the availability of funds as provided for by
each Department.

6.1.3 An Employee who repeats a course or part thereof may with the approval of
the Executive Manager be released from duty on condition that one-day
annual leave with full pay or if he/she does not have leave to his/her credit
one-day annual leave without pay be granted in respect of every full eight
hours he/she is released, unless an explanation to the satisfaction of the
CEO is submitted.

6.1.4 The granting of leave privilege as set out in this section is subject to the
Executive Manager being satisfied that the studies are in the interests of
the Agency.

6.1.5 The study and examination leave may not be taken in conjunction with any
other leave other than annual leave.




5. POLICY REVIEW
This policy will be reviewed as and when the need arises.
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Read carefully before completing, signing, or submitting this form.

Ensure that this form is completed in full.

Complete in BLOCK LETTERS.

Ensure that this form is duly signed.

Application forms with incomplete information will be disqualified.

Application forms with incorrect information will lead to your application being disqualified.

No faxed application forms will be accepted.

The bursary shall not apply to casual employees and employees hired for less than six months of the
Agency.

Attach ALL the following REQUIRED documents:

9.1. Certified copy of a valid Senior certificate (Grade 12),

9.2. Certified copy of the latest academic transcript or proof of registration on official letterhead (if
you are already at university or official training center).

9.3. Certified copy of a valid South African identity document.

9.4. Completed forms and attachments must be sent to:

Emailed to: - Sharne.Rothwell@umeda.co.za
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SECTION A - PERSONAL DETAILS OF APPLICANT
1. Surname
2. First names
3. | Date of birth
4, | Place of birth
5. | Identity No. E E
6. | SA Citizenship Yes No
7. | Gender Male Female
8. | Race African Indian Colored White
Do have a disability | Yes No
9.
If YES, describe the nature of disability:
10 Residential address
" | with postal code
11 Postal address with
" | postal code
Contact telephone Home Cellular
12, | numbers including Parent o
iali ar er
dialing codes Guardian Contacts
13. | Email address
Have you ever been ves No
14. | found guilty of a
criminal offence? 11 ves, please specify the and date o! ofrence.
SECTION B - HIGH SCHOOL ATTENDED
1. Name of school
2. | Highest Grade Passed
3. | Year
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4. | Years attended From: To:
; | Higher Standard
5. | Subjects (List them below) Grade Symbol Grade Symbol Percentage
5.1
5.2
5.3
54
5.5
5.6
5.7
5.8
NB: Attach proof of results.
SECTION C - POST MATRIC QUALIFICATIONS
1 Full name of highest
" qualification
2. Nature of qualification Degree Diploma
3. Status Presently studying Discontinued
a If discontinued, for what
’ reasons?
If presently studying,
5. which year of study? First Year Second Year Third Year Fourth Year
(Please tick)
6. Student humber
7. Name of institution
8. Address of institution

NB: Attach academic transcripts or completion letter.




UMEDA Bursary Application Form 2023/24

SECTION D - INTENDED STUDY FOR THE NEW ACADEMIC YEAR APPLIED FOR

Name of

qualification/ course

2. | Field of study

If YES, describe below the nature of financial assistance and
Yes No any obligations involved and provide the name of the
institution that granted the bursary/ loan assistance:

Are you receiving

3. | any other bursary
or loan?

NB: Attach academic transcripts or admission letter with explicit fees.

SECTION E — DECLARATION

1. I hereby declare that ALL the information provided in this application form is complete and correct.

2. I hereby acknowledge that if ANY of the information provided in this application form is found to be
incomplete and/or incorrect, my application will be disqualified.

3. I hereby acknowledge that, as per UMEDA Bursary policy I am liable for 40% of the total required study
value.

4. I hereby acknowledge that, as per UMEDA Bursary policy, I shall remain in the employ of the Agency
for period of two (2) years after successful completion of the course.

5. I hereby acknowledge that, as per UMEDA Bursary policy, in the event that I leave the employ before
expiry of the agreed period, I shall pay back an amount in potion of the unexpired period of the
agreement based on the formula shown in the policy.

6. Signature of

6.1 APPLICANT

6.2 Date

7. Recommendation of

7.1 BURSARY Committee chairperson:

7.2 Date

8. Approval/ Rejection:

8.1 CHIEF EXECUTIVE OFFICER:

8.2 Date




