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As a result of the decision taken in the latter part of 2006, to close office during the festive

season, certain staff did not have sufficient ieave to take over the festive period and hence
the ieave was captured from the 2007 leave cycle. This practice is not viewed favourable

and is discouraged.

In view thereof, it is strongly urged to ensure that empioyees are hereby notified of the
intention to close office for the festive period during 2007. This will aliow empioyees to plan
their annual leave and to ensure that leave is available for the closure of the office.

You are once again reminded of the importance of leave planning which must be done
timeously and correctly. Managers and employees should therefor develop leave plans for
2007 for all staff, taking into consideration the operational requirements (service delivery) of
the department and the needs of the employee. Leave entitiements of employees shouid as
far as possible be taken in 2007 and not carried over into 2008. The practice of leave
planning should be done at the beginning of every annual ieave cycle.

In order to ensure that employees plan their leave, duly completed and approved leave
forms for the period during the festive season: 27. 28 and 31 December 2007 (3 days),
should reach this office (Human Resources Administration) not later than 30 June
2006 to ensure that leave periods are advised and leave records updated. Leave
Without Pay will be advised for the festive period against officials without duly
approved leave forms.

With regard to new employees appointed during October - December of the year and who
may not have sufficient leave to cover the festive season, the annual leave taken during the
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compulsory closure of office, could be taken from the next leave cycle.

6. Please ensure that the contents of this circular reach the attention of all staff.
T Your cooperation will be appreciated.
Regards
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