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NOTES

· Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm
· Details of UCT leave policy may be found at http://www.hr.uct.ac.za/hr/service/academic/leave/study_research/
· Please submit a report within 1 month of your return from leave, failing which any application for study and research (S&R) or contact leave will not be considered.
· If you are familiar with the contents of page 3 please print page 1 and 2 only.

· The route for leave report submission is as follows:  ( HOD  ( Dean  ( Faculty/PASS Finance Manager ( 
HR Administrator  ( DVC.
PERSONAL DETAILS

	Staff Number
	
	Title and Name
	

	Department
	
	Position
	

	Date of Appointment
	
	Appointment confirmed? (tick)
	Y
	N
	If yes, when?
	

	Are you a member of the Joint Medical Staff? (tick)
	Y
	N
	If yes (tick)
	WCG
	NHLS


LEAVE DETAILS

	Dates of last S & R leave
	
	Date of last S & R / contact leave report
	

	Period of leave
	Study & Research Leave
	From
	
	To
	

	
	Contact Leave
	From
	
	To
	

	Please attach full details of proposed programme of study and research, an up-to-date curriculum vitae and budget where required.

	FINANCIAL ASSISTANCE

	Study Travel Grant (for study & research leave only)

	Period of travel overseas
	From
	
	To
	

	Proposed country or countries to be visited
	

	Amount requested for travel outside South Africa
	R
	(maximum R7500)

	Amount requested for travel within South Africa
	R
	(maximum R2000)

	

	Encashment of Leave 
(for study and research or contact leave at a maximum rate of R18 000)

	Amount requested
	R
	No. of months to be encashed
	

	Internal awards fund
	
	Funds Center 
	
	Cost Center
	


AUTHORITY FOR LEAVE AND FUNDING

	
	PRINT NAME
	SIGNATURE
	DATE

	Applicant
	
	
	

	HOD (see page 2)
	
	
	

	WCG (Head of Health) / NHLS (if applicable)
	
	
	

	Dean (see page 2)
	
	
	

	Faculty/PASS Finance Manager
	
	
	

	Deputy Vice-Chancellor 
	
	
	

	
	Leave period
	From
	To

	
	Number months encashed
	
	

	
	Funding
	Encashment R
	Travel Grant R

	HR Administrator
	
	
	


FOR OFFICE USE

	Existing leave balance (no. months) 
	
	Leave requested (no. months)
	

	Leave encashed (no. months)
	
	New leave balance (no. months)
	

	Encashment requested
	R


	COMMENTS BY HEAD OF DEPARTMENT

Heads of Department are asked to give their opinion on the proposed leave programme and the ability of the member of staff to complete it, bearing in mind that the intention of S & R leave is ‘to benefit the University and scholarship generally’.  For junior staff members, the HOD should indicate how this leave will benefit the development of the staff member. 

	

	

	COMMENTS BY WCG (HEAD OF HEALTH) / NHLS (if applicable)

	WCG/NHLS are asked to give their opinion on the proposed leave programme and the ability of the member of staff to complete it, bearing in mind that the intention of study and research leave is ‘to benefit the University and scholarship generally’.

	

	

	COMMENTS BY DEAN OF FACULTY

	The opinion of the Dean on the proposed programme is also sought to assist the Deputy Vice-Chancellor in making a decision.

	


COMPLETING A STUDY & RESEARCH/CONTACT LEAVE FORM

HR141

When do I complete this form?

This form is used by permanent academic and research staff when applying for study & research or contact leave.  Such leave may be granted to enable staff to devote themselves to a period of uninterrupted study and/or research of a kind that will be of benefit to the University and scholarship generally.    
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· Typically, study & research leave is taken for periods of six, nine or twelve months.

· Contact leave is taken for shorter periods of one to three months.

· Periods of academic leave of three weeks or less should be taken as special leave. Applications for special leave are submitted on form HR140.

· Study & research leave may be cashed in to provide funds to support leave taken. This is done on the basis of one month’s encashment for every two months’ leave taken up to a maximum of four months’ encashment. This would be deducted from your leave balance. Monies will be transferred into the fund the month before the start of the study & research leave, on approximately the 18th of the month.
Where do I send this form?

This form should be sent 

· first to your Head of Department for a recommendation,

· then, if a member of the Joint Medical Staff, to the Head of Health in WCG or NHLS for endorsement and comment
· then to the Dean for a further recommendation, 
· then to the Faculty/PASS Finance Manager for confirmation of the fund and

· finally, to your HR Administrator for onward transmission to the Deputy Vice-Chancellor for approval.

When do I submit this form?

Three months before your intended departure on leave.

What other forms do I need to complete?

The following documentation should be attached to your application:

· your CV

· your programme of research

· your budget (in instances where staff apply for encashment or a study travel grant)
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You will be required to submit a report under cover of form HR143 within one month of your return from leave.
What else do I need to know?

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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