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LEAVE RULES: DEPARTMENT OF SOCIAL DEVELOPMENT

As part of the Department's ongoing efforts to ensure that there is compliance with leave
prescripts including the management of leave, it is important for the Depariment 1o re-iterate

certain aspects of leave management as well timeframes attached to the submission of leave

applications for capturing.

Relating to the above, the Depariment recently met with the Auditor-General regarding the
findings and general risk attached to not adhering to the timeous submission and capturing of
leave applications. As indicated by the Auditor-General in its 2013/2014 audit, the findings
revealed that the Department was weak in adequately managing leave within the prescribed

timeframes as well as the timeous capturing of leave.

Therefore, to ensure that the Depariment is compliant with the timeframes for completing,
approving and submitting leave for capturing by the Corporate Services Cenfire, the
Department has developed the attached set of leave rules (Annexure A) in-line with the
policies and prescripts guidihg leave. The rules introduced will assist the Department in
effectively mitigating the risk, and proactively contribute in preparing the Department for the
2014/2015 Auditor-General audit during 2015.
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Stoft will also notice that the content of the leave rules provided under this circular is an
extension of the leave rules already communicated under Circular: HOD 1/2014 dated 11

February 2014, earlier this year.

It would be appreciated if managers and staff could familiarise themselves with the contents
of the Annexure A provided, and should there be any questions or if clarity is required you are
welcome to route such questions via your senior manager, who will then licise with the

Directorate Operational Management Support, before reverting back to you with a response.

In addition, the Department would like to also point out that in the event of non-cecmpliance or
a total disregard for the leave rules, the Department would not hesitate to take the necessary
disciplinary action against those individuals who has a disregard for the rules around leave

management.
Your cooperation in adhering to the contents of this circular would be appreciated.

Kind regards

Dr Robert Macdonald

Head of Department

Date: %/z’)_ /20(9
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