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POLICY REGARDING SPECIAL LEAVE FOR STUDY PURPOSES FOR 
CLINICAL PROFESSIONAL STAFF AT ZITHULELE  
 
 
Ongoing education is an important part of being a clinical professional. It is each professional’s duty to 
remain up to date with current trends in their discipline so they can provide the best possible care to 
their patients at Zithulele. 
 
Some disciplines are able to do this through courses organised or paid for by the department of health; 
in other disciplines this is not possible, or the available courses do not directly meet the need. 
 
When it comes to study towards recognised qualifications, special leave is granted at the discretion of 
the Head of Department. The most current available policy is dated 26/05/2006. It covers the 
preparation for and writing of examinations as well as attendance at classes for such qualifications. 
Interestingly, the Basic Conditions of Employment Act which governs the legality of leave in SA makes 
no provision for Study Leave of any nature, however the organisation recognises the potential value of 
granting leave for study purposes and therefore this policy governs those situations. It is however worth 
recognising that Study Leave is a privilege and not a right. 
 
This policy: 

• Outlines the relevant sections of the Departmental Special leave policy and  

• Explains how applications to attend courses and conferences will be adjudicated at Zithulele 
Hospital. 

 

Part-time study towards health related qualifications (degrees/diplomas/certificates) 
What the special leave policy says in clause 4. 

• What is covered: 
o Courses that will “better equip the employee for a career in the Department irrespective of 

whether or not it relates to the employee’s immediate field of work.” (Clause 4.1) 
o Preparation, travel and exam days (see clause 4.3) 
o No special leave is allowed to repeat failed exams – this has to be vacation leave (clause 

4.5) 

• Duration allowed: 
o A total of three days per paper (all inclusive), up to a maximum of 15 days per year (for five 

papers or more) (clause 4.3 and 4.4) 

• Study requiring attendance at classes: 
o Employees studying at a recognised institution who require to be away from work 

intermittently for classes must take one day’s vacation leave for every sixteen hours they 
are away from work (clause 6.1.1) 

• An official timetable must be provided to substantiate these days 

• All study leave that falls under this category should be motivated for, with the days in question 
clearly indicated and supported by evidence 

• Study leave that falls in this category will not be granted to short term contract staff in the last six 
months of their contract 
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Ongoing education activities 
• What is covered:  

o All activities that promote the ongoing equipping of the employee for their career within the 
department. These may be courses organised by the Department or independently. 

• Duration allowed: 
o A maximum of ten days in a year  
o If study leave is taken towards a recognised qualification, as described above, then the total 

days available for ongoing education will be ten minus the days taken as above. Exceptions 
to this will be at the discretion of the Clinical Manager, but will be granted rarely. 

o Courses that require more than ten days need to be discussed well in advance with the 
Clinical Manager, who will discuss it with the CEO. Short term full time study may fall under 
this depending on the nature and duration of the course. An application in this regard will 
have to be submitted to senior management. As a guide, such leave if approved may be 
granted as unpaid leave or a service agreement where the employee returns to the hospital 
for an agreed length of time. 

• Study leave that falls in this category will not be granted to short term contract staff in the last six 
months of their contract, except community service professionals, to whom leave will not be granted 
in the last five months of their contract. 

 

Full- or part-time study towards non-health related qualifications 
No study or exam leave will be granted in these instances. The employee must take annual leave. 
 

Full-time study towards health-related qualifications 
Given the small size of the Clinical department it is not possible to contemplate the granting of long term 
full time study towards further qualifications while remaining in a post. 
 
 

Please note: 
• The special leave policy makes it clear that the granting of special leave is at the discretion of the 

Department (clause 2.2). Additional factors that may come into play include length of service and 
stated future commitment to the Department. 

• The principal inherent in this policy is that paid study leave will be granted where it is clear that the 
course will benefit the employee’s practice and therefore the employer. It is incumbent on the 
employee to demonstrate that this is the case; study leave will not automatically be granted in cases 
where the course or study material may not have relevance to rural practice or where it is 
undertaken towards the end of contract employment. 

• Applications for study leave must be submitted in advance, require proof of the course and may 
require a letter of motivation. 
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