


Who is an Ins�tu�on Based Educator?

An ins�tu�on based educator is an educator who
is employed at an educa�on ins�tu�on and whose
normal du�es are discon�nued during ins�tu�on
closure periods.

Who is an Ins�tu�on Based Public
Service Official?

A staff member based at school who is not an
educator, e.g. support staff, administra�ve staff.

What are the different types of Leave?

• Annual leave en�tlement
• Temporary incapacity leave
• Maternity leave
• Leave for occupa�onal injuries and 

diseases
• Normal sick leave
• Permanent incapacity leave
• Maternity leave
• Adop�on leave
• Special leave

- Family responsibility
- Personal and professional 

development
- Religious Observances 
- Study and examina�on
- Urgent personal affairs
- Quaran�ne purposes
- Par�cipa�ng in spor�ng, cultural and 

other events

What is the annual leave en�tlement for
ins�tu�on based educators?

An ins�tu�on-based educator will be regarded as
being on annual leave during ins�tu�on closure 



periods that are outside of scheduled working
�me. No leave form is completed for annual leave
en�tlement.

What is the annual leave en�tlement for
school-based public service officials?

Public service officials at schools must take at
least 22 of the 27 working days annual leave
during the period for which a school closes for
the holidays. The remaining 5 days may be taken
when the ins�tu�on is in opera�on. A leave form
must be filled for these 5 days. The annual leave
en�tlement should be regarded as the minimum. 

How much sick leave am I allowed?

You are allocated 36 working days sick leave with
full pay over a three year cycle. If you are unable
to report for duty due to sudden illness, you must
immediately no�fy your supervisor. Unused sick
leave days shall lapse at the expiry of the three-
year cycle. 

When is temporary incapacity leave
granted?

If you have exhausted your sick leave days in a 
three-year cycle and according to the relevant 
medical prac��oner, you require leave due to in-
capacity that is not permanent, you may be grant-
ed addi�onal sick leave with full pay.

What is permanent incapacity leave?

If your level of incapacity has been cer�fied by a 
competent medical prac��oner as permanent 
you shall, with the approval of the Head of De-
partment, be granted a maximum of 30 working 



days paid sick leave, or such addi�onal number 
of days required by the employer to finalise re-
deployment or termina�on of service due to ill 
health.

How much maternity leave can I take?

You are en�tled to 4 consecu�ve months of 
maternity leave with full pay to commence at 
least 14 days prior to the expected date of birth 
but not later than the actual date of birth in a 
case of a premature confinement.

What is adop�on leave? 

If you adopt a child that is younger than two 
years old, you qualify for adop�on leave to a 
maximum of 45 working days. If you and your 
spouse or life partner are employed in the Public 
Service,  both of you qualify for adop�on leave 
provided that the combined leave taken does not 
exceed 45 working days.

What is leave for occupa�onal injuries 
and diseases?

If you, as a result of work, suffer occupa�onal
injuries or contract an occupa�onal disease, then
you may be granted leave for occupa�onal
injuries and diseases for the dura�on of the
period for which you cannot work.

What is special leave for quaran�ne pur-
poses?

Special leave with full pay may be granted to an
employee who has been exposed to a medical
condi�on that requires such person to be placed
under quaran�ne.



Am I en�tled to any family responsibility 
leave?  

You may be granted 3 working days leave per
annual leave cycle if:
• you or your spouse/life partner gives  

birth; or
• your child, spouse or life partner is 

sick.

You shall be granted 5 working days leave per
annual leave cycle if:
• your child, spouse or life partner dies; 

or
• your immediate family member dies.

What is Special leave for urgent private 
affairs?

Only an ins�tu�on-based educator may, during 
a scheduled working period, be granted special 
leave to a�end to: an urgent private ma�er, the 
nature of which is such that it warrants such an 
educator’s absence from work.

What is special leave for professional and
personal development and for religious
observances?

Special leave with full pay may be granted to an
ins�tu�on-based educator
• to engage in ac�vi�es aimed at his or 

her professional development;
• to engage in ac�vi�es aimed at his or 

her personal development where such 
personal development is also in the 
interest of the employer; or

• for a religious observance.

The total number of leave days granted to an
ins�tu�on-based educator for professional and 



personal development and for religious observan-
ces may not exceed 3 working days per annual
leave cycle.

What is special leave for study purposes?

Special leave may be granted to an employee for
an approved course of study and for a period
approved by the employer, on condi�ons as ap-
proved by the employer,including leave with full
or par�al pay or without pay.

What is special leave for examina�on pur-
poses?

An employee may be granted special leave for
examina�on purposes with full pay for each day
on which such employee sits as a candidate for an
examina�on approved for this purpose by the
employer plus one addi�onal day of special leave
for study purposes for each such day of examina-
�on which may be taken on the working days im-
mediately prior to the days of examina�on.

What is special leave for par�cipa�ng in
spor�ng, cultural and other events?

Special leave for a period and on condi�ons ap-
proved by the head of a department, in terms of
policy of such department, may be granted to an
employee for par�cipa�ng in sports, cultural, lo-
cal council and other relevant ac�vi�es. Par�cipa-
�on for which leave may be granted may include
representa�on of the country, province or other
comparable level as an actual par�cipant, referee,
adjudicator, course or group leader, or for par�ci-
pa�ng in or a�ending a relevant conference,
mee�ng or other event approved for this purpose
by the employer.



Special leave must be approved by the employer

at all �mes

What happens to the number of leave
days if you are transferred and/or
promoted?

You retain all your leave credit when you are
transferred within a Department or between
State departments without a break in service.

How do you apply for leave?

Step 1:   Complete leave form and a�ach 
suppor�ng documenta�on

• If you take leave unexpectedly, e.g. sick
leave, family responsibility leave; com-
plete, date and sign the Leave of Absence
Applica�on Form (Z1) in triplicate within
2 days of returning to school.

• If you are aware that you will be taking
leave, e.g. annual leave, maternity leave,
study leave, etc; complete date and sign
the Leave of Absence Applica�on Form
(Z1) in triplicate. Allow for a reasonable
amount of �me so that your supervisor
may make the necessary arrangements.

• Employees wishing to apply for Tem-
porary Incapacity Leave, must complete
the applica�on form prescribed in terms
of the Policy and Procedure on Incapacity
Leave and Ill-health Re�rement. Please
contact your Personnel Office for further
informa�on.



Step 2:   Submit applica�on form

• Submit the completed Leave of Absence
Applica�on form together with the re-
levant suppor�ng documenta�on to your
school administrator for approval from
the school Principal and for recording.

Type of Leave
When to
be filled

Suppor�ng
documents

Normal sick leave Within 2 days of
return 

Medical cer�ficate
if  3 or more sick
leave days are
taken or sick leave
taken on more than
two occasions
within an 8 week
period regardless
of the dura�on of
sickness or injury.

Occupa�onal injuries
and diseases

Within 5 days of the
injury/disease

COID forms

Family responsibility
leave 

Within 2 days of
return

Death cer�ficate,
medical cer�ficate 

Special leave for urgent
personal affairs (for
ins�tu�on-based
educators only)

Within 2 days of
return

Relevant
documenta�on

Maternity leave Recommended 3
months before
scheduled leave

Medical cer�ficate

Special leave for
quaran�ne purposes

Within 2 days of
commencement of
quaran�ne

A cer�ficate from a
medical prac�-
�oner sta�ng the
period of quaran-
�ne as well as the
reasons necess-
ita�ng such leave.

Adop�on leave Within 6 weeks of
adop�on

Legal adop�on
documents



How to apply for Leave

Special leave for pro-
fessional and personal
development and for
religious observances
(for ins�tu�on-based
educators only)

Within 4 weeks of
the event

Any relevant
documenta�on

Special leave for study
purposes

2 months before
commencement of
study

Le�er of
acceptance from
ter�ary ins�tu�on

Special leave for
examina�on purposes

2 weeks before the
commencement of
the examina�on

Examina�on Time
Table

Special leave for
par�cipa�ng in sport-
ing, cultural and other
events

Within 4 weeks of
the event

Any relevant
documenta�on

Leave for office bear-
ers or shop stewards of
recognised employee
organisa�ons 

Within 4 weeks of
the event

Any relevant
documenta�on



Contact Details

Department of
Basic Educa�on

222 Struben Street
Pretoria

Tel: (012) 357 3000  

Eastern Cape
Steve Mukile Twete 

Complex
Zone 6

Zwelitsha
Central Bisho 

5605
Tel: (040) 608 4202/3

Free State 
Provincial Government

Building
55 Elizabeth Street

16th Floor, Room 1606
Bloemfontein

9300
Tel: (051) 404 8411

Kwazulu-Natal
228 Pieter Maritz Street,

3rd Floor
Pietermaritzburg

3200
Tel: (033) 355 2414

Limpopo Province
Voorwaarts (CESA1)
C/o 133 Biccard and 
24 Excelcior Street

Room CESA1
Polokwane

0700
Tel: (015) 297 0013

Mpumalanga 
Extension 5 

Riverside Park 
Government Boulevard

Nelspruit 
1200

Tel: (013) 766 5555

Northern Cape 
Perseverance Building

156 Barclay Road
Homestead
Kimberley

8300
Tel: (053) 830 7160

Gauteng 
African Life Building/

Arcade  
Room 1001

111 Commissioner Str.
Johannesburg

2000
Tel: (011) 355 0909                   

North West
2nd Floor, East Wing,

Garana Building,
James Moroka Drive,

Mmabatho
2735

Tel: (018) 387 3700/48

Western Cape
23rd Floor

Golden Acre 
Adderley Street

Cape Town 
8000

Tel: (021) 467 2523/6


