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1. POLICY STATEMENT 
 
The uMgungundlovu Economic Development Agency (UMEDA) recognizes a need to have its 
own Leave Policy which directs the employees as to how should they apply for leave and when 
can it be granted or declined. This policy has to be in line with the Conditions of Services and 
also the Basic Conditions of Employment. Employees need to have a rest from their daily tasks 
or when they are not feeling well or when they have to do their own personal things outside work.  

2. PURPOSE OF THE POLICY 

2.1  To ensure that leave is taken by all the employees accordingly. 
 2.2  To eliminate potential or suspected abuse of leave by ensuring that before leave is 

taken proper procedures have been followed. 
2.3  To ensure that employees apply for leave on the prescribed form. 
2.4  The Head of the Business Unit must approve the leave application. 
2.5  The onus is on the employee to ensure that he/she has sufficient leave available. 

3. LEGAL FRAMEWORK AND REQUIREMENTS 

3.1  This policy is premised from the relevant provisions of the Basic Conditions of 
Employment Act (75 of 1997); 

3.2  The Municipal Systems Act (32 of 2000); 
3.3  This policy will be implemented in terms of the objects of other relevant sister policies 

within the Entity. 
3.4  This policy is implemented in furtherance of the spirit of the Labour Relations Act (66 of 

1995). 
3.5  Conditions of Service Collective Agreement KZN Division 

4. APPLICATION OF THIS POLICY 

4.1  This Policy shall apply to all Contract and Permanent Entity’s employees. 
       4.2 This policy may be extended to the trainees attached to the Entity. 

5. CLASSIFICATION OF LEAVE 

5.1 Leave of absence from duty on working days shall be classified as follows: 
(a) Annual Leave 
(b) Special Leave 
(c) Sick Leave 
(d) Maternity Leave 
(e) Family responsibility Leave 
(f) Study Leave 
























