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PART I.—GENERAL
Definitions
1. In these regulations “the Act” means the Cultural Institutions Act, 1969 (Act 29 of
1969), and, unless inconsistent with the context, any term to which a meaning has been assigned

in the Act shall have the same meaning and -

“cycle” means a period of three years reckoned from J January 1968, and each succeeding period
of three years;

“day of rest” means -

(a) a Saturday or a Sunday or a public holiday in the case of any person who normally
does not work on such a day; or

(b)  such other day as he is normally relieved from duty instead in the case of any person
who normally works on a Saturday or a Sunday or a public holiday;

“Department” means the Department under the control of the Minister;
“director” means any person who is the incumbent of the control post in an institution;

“employee” means any person appointed otherwise than on a fixed basis or on contract in the
service of an institution;

“fixed establishment” means the posts determined in terms of regulation 12 for the normal and
regular requirements of an institution;

“officer” means any person appointed on a fixed basis, either in a post on the fixed establishment,
whether on probation or not, against a post of a higher or lower grading than his own, additional
to the fixed establishment, or on contract at an institution;

“pre-revised vacation or sick leave group” means the vacation or sick leave group under which
an officer or employee was classified in terms of the regulations promulgated under the State-
aided Institutions Act, 1931 (Act 23 of 1931), and in force immediately prior to the coming into
operation of these regulations;
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[The State-aided Institutions Act 23 of 1931
was repealed by the Cultural Institutions Act 29 of 1969.]

“salary increment” means the approved amount by which a salary may be increased according to
the appropriate scale;

“Secretary” means the Secretary of the Department.
Delegation of Powers
2. (1)  Any power conferred by these regulations on -

(a) the Minister may be delegated by him to the Secretary or any other officer of the
Department or to a council;

(b)  the Secretary may be delegated by him to any officer of the Department or to a
council; and

(c) acouncil may be delegated by it to a committee or to the director or to any officer.

(2)  The Minister or the Secretary or a council may at any time withdraw the delegation
of such power.

Exceptional Cases
3. If in the opinion of the Minister the circumstances of a case justify a departure from
any provision of these regulations, he may deal with the case as he may deem fit: Provided that
no action taken in terms of this regulation in respect of any person shall be detrimental to him.
PART II.—COUNCIL

Appointment of Council Members

4. (1)  Subject to the provisions of subsection 6(1) of the Act, the Minister shall
appoint as many members to a council as he may deem fit and may permit -

(a) any association of persons contributing annually to the institution not less than R400,
or in the opinion of the Minister, its equivalent; or

(b)  aprovincial administration or a local authority or any person,
to appoint one or more additional members (as he may determine) to a council.

(2)  Any association, provincial administration, local authority or person referred to in
subregulation (1) may appoint an alternate member for every additional member.

Meetings of Board

5. (1) A council shall meet as often as it may deem necessary but not less than once
every quarter, or on such other occasion as the chairman may deem necessary.

(2)  The chairman or, in his absence, the director, shall at the request of a majority of the
members, call a meeting of the council to take place within 14 days of such a request.
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(3) Notice of the time, date and place of a meeting shall be given in writing, by the
Secretary of the council to every member of the council such notice setting out briefly the matters
to be discussed at the meeting.

(4) At ameeting the council shall deal with matters of which notice has thus been given
and any matter that a member may raise with the approval of the other members present.

(5)  The director or an officer designated by him shall attend meetings of a council in an
advisory capacity.

(6) A council may grant to any member leave of absence from meetings for a period not
exceeding six months and, with the approval of the Minister, for a longer period.

(7) (a) One-third of the members of a council but not fewer than three shall form a
quorum at a meeting;

(b) ifthere is no quorum at a meeting the chairman may, by giving notice to all members.
convene a further meeting of the council;

(c) atsuch further meeting of the council the members then present shall form a quorum.
Remuneration of Members of Council

6. A member of a council shall serve in an honorary capacity and receive no
remuneration out of the funds of the institution in respect of his membership: Provided that a
council may, in respect of a journey necessarily performed in attending a meeting of the council
or in connection with the carrying out of his duties as a member of the council, authorise the
payment to a member (who is not in full-time State employment) of subsistence allowances and
transport expenses or mileage and passenger allowances at the rates and in the circumstances
applicable to a deputy secretary in the administrative division of the Public Service when
travelling on duty.

Secretary of Council
7. (1) A council shall designate an officer or employee to act as its secretary.
[subregulation (1) corrected by RSA GN R.3469/1969]
(2)  The secretary of a council shall -
[subregulation (2) corrected by RSA GN R.3469/1969]

(a)  keep the minutes of proceedings at each meeting of the council and within 30 days
of such meeting forward a copy of the minutes to the Secretary;

(b) notify the Secretary of the name, address and period of office of a member (other
than a member appointed by the Minister) appointed in terms of regulation 4 within
30 days of such appointment;

(c) if a member vacates his seat on the council, within 30 days notify the Secretary or
(if such member was not appointed by the Minister), the person. association,
Provincial Administration or local authority that appointed such member: Provided
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that, where a vacancy is occasioned by expiry of the period of office of any member,
such notification shall be made at least three months in advance; and

(d)  perform such other duties as the council may assign to him.

Functions and Duties
8. (1)  Subject to the provisions of the Act and these regulations, a council shall -
(a)  formulate the policies of an institution;

(b)  determine, in the case of an institution with research functions, the research projects
to be undertaken by its officers or employees;

(c) advise the Minister with regard to matters with which the institution is concerned,
and

(d)  furnish the Secretary with such information as he may require.

(2)  Subject to the provisions of the Act and these regulations, a council shall lay down
rules for the proper control and management of the affairs of the institution, including rules as to -

(a) the procedure at meetings of the council;

(b) the receipt, safe custody, accounting for, banking, expenditure and control of the
funds of the institution;

(c) the procedure for inviting and accepting tenders for the execution of work on behalf
of the institution and for the supply of goods and material to the institution; and

(d)  the accounting for and disposal of stores. equipment, livestock, library material and
articles held for display, research or study purposes and any other movable property

of whatever kind belonging to or entrusted to the institution.

(3)  Any rules relating to matters referred to in subregulation (2)(b), (c) and (d) shall be
subject to approval by the Secretary.

PART II—PROPERTY
Safe-guarding Property and Precautions against Loss, Damage or Theft
9. A director shall, with due observance of any directions and rules of the council, make
proper arrangements for the safe custody of all property belonging or entrusted to the institution
and shall take all practicable precautions against loss, damage or theft

Insurance

10. A council shall insure and keep insured with any person registered as an insurer in
terms of the Insurance Act, 1943 -

(a) any immovable property belonging to the institution against loss by fire or other
causes; and
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(b)  all movable property belonging or entrusted to the institution (except such property
as the Secretary may exempt from the requirements of this paragraph) against loss
by fire, theft or other causes.

Recovery or Writing Off of Losses

11. (1) Any loss of property, moneys or assets of an institution occasioned by
negligence, default, lack of vigilance or theft shall be recovered by a council from the person
responsible therefor.

(2) Failing recovery by the council, such loss may be written off by the council.

[subregulation (2) corrected by RSA GN R.3469/1969]

(3)  The director shall report all such losses to the Secretary, to the council and to the
Controller and Auditor-General and, whenever it appears that such loss has been sustained
through fraud, theft or arson by any officer or other person, also to the South African Police.

PART IV.—ESTABLISHMENT, OFFICERS AND EMPLOYEES
Establishment
12. (1) The Minister shall determine the fixed establishment of an institution; the
grading of posts on the fixed establishment and the scales of salaries and allowances of officers:
Provided that the Secretary may determine the creation, regrading, conversion or abolition of
posts of a grading lower than that of assistant director.

(2)  The Secretary shall from time to time determine -

(a) the number of employees to be employed, either by reason of the absence or illness
of the incumbent of any post, or when it is necessary to provide any person for the
performance of a class of work for which staff is not ordinarily maintained on a fixed
basis, or when it is necessary for any other reason to increase the staff of an
institution temporarily; and

(b)  the scales of salaries. wages and allowances payable to employees.

Appointments, Transfers and Promotions
13. A council may, with the approval of the Secretary -
(a) (i) appoint any person as an officer, in,
(il)) transfer or promote an officer to, or
(iii)) employ any person as an employee against a vacant post on the fixed
establishment: Provided that a council may, without the approval of the
Secretary, employ against a vacant post on the fixed establishment any

employee engaged to perform semi-skilled or unskilled work; or

[subparagraph (iii) corrected by RSA GN R.3469/1969]
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hold an officer against a vacant post on the fixed establishment that is of a lower or
higher grade than the post normally occupied by such officer, or additional to the
fixed establishment.

Employment of Additional Employees

A council may employ any person as an employee additional to the fixed

establishment, provided that the total number of such employees employed shall not exceed the
numbers determined in terms of regulation 12(2).

15.

(a)
(b)
(c)

(d)
(e)

Requirements for Appointment or Promotion
(1)  No person shall be appointed as an officer unless he -
is a South African citizen;
is of good character;
is free from any mental or physical defect, disease or infirmity which would be likely
to interfere with the proper carrying out of his duties or to render necessary his
retirement before reaching the pensionable age;

has the age, educational and other qualifications determined by the Secretary; and

has passed in both official languages an examination of a standard required in terms
of subregulation (2):

[subregulation (2) corrected by RSA GN R.3469/1969]

Provided that the Secretary may approve that any person who does not qualify in terms of
paragraph (a) for a fixed appointment as. an officer, be appointed as an officer on contract for a
specified period: Provided further that the Secretary may approve the appointment as an officer
of a person not qualified in terms of paragraph (e), but such person’s remuneration shall not
without the approval of the Secretary be increased beyond the remuneration received by him after
the expiry of a period of three years calculated from the date of his first appointment unless and
until he passes such an examination.

2
(a)

(b)

The standard referred to in subregulation (1)(e) shall be in respect of -

posts for which a Matriculation Certificate or a more advanced qualification is
required: One official language of the standard of the National Senior Certificate A
(or recognised equivalent certificate) or of a higher standard, and the other official
language of the standard of the National Senior Certificate B or recognised
equivalent certificate) or of a higher standard.

posts for which a lower qualification than Matriculation, but not lower than Junior
Certificate or Standard 8, is required: One official language of the standard of the
National Junior Certificate A (or recognised equivalent certificate) or of a higher
standard, and the other official language of the standard of the National Junior
Certificate B (or recognised equivalent certificate) or of a higher standard.
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[The references to two “official languages” in this regulation refer to the period before
independence when English and Afrikaans were both official languages of “South West Africa”.
The only official language of Namibia is English (Namibian Constitution, Art 3(1)).]

Medical and Birth Certificates
16. A candidate for appointment as an officer. shall submit to the council -

(a) adeclaration and a medical report, considered to be satisfactory by the council, in a
form approved by the Secretary; and

(b)  his birth certificate.
Probationary Service
17. (1) An appointment or promotion of an officer shall, unless a council determines
otherwise, be on probation for one year, after which such appointment or promotion shall be

confirmed, extended or terminated by resolution of the council.

(2) A council may discharge an officer appointed on probation from the service of the
institution either during or at or after the expiry of the period of probation -

(a) by giving him one month’s notice; or

(b)  forthwith, if his conduct is unsatisfactory.

(3)  An officer promoted on probation whose promotion on probation is terminated by
the council shall revert to the post formerly held by him or to a post of equivalent grading and to
the remuneration he would have attained in his former post had he not been promoted.

Probationary Service

18.  An officer or employee may, with his consent and with the approval of the Secretary,
be seconded, upon such conditions as the Secretary may decide, either for a particular service or
for a period of time to the service of another institution. body or person. but shall, while so
seconded, remain subject to these regulations.

Remuneration

19. (1) Officers and employees shall be paid salaries, wages and allowances in
accordance with the scales determined in terms of regulation 12.

(2)  An officer’s or employee’s salary, wage or scale of salary shall not be reduced
without his consent, except in accordance with the provisions of Part VII of these regulations.

Commencing Salary

20. An officer or employee shall, unless the Secretary approves a higher salary or wage,
be paid a salary or wage on appointment or promotion at the minimum of the appropriate scale.

Salary Increments
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21. (1) A council shall, subject to satisfactory service and conduct, annually or as
otherwise determined in his conditions of service, grant to an officer or employee one salary
increment within the limits of and according to the scale applicable to him, with effect from the
first day of his incremental month.

(2) In an exceptionally meritorious case or on obtaining an additional appropriate
qualification, a council may, with the approval of the Secretary, grant to an officer or employee
one or more salary increments in addition to that mentioned in subregulation (1).

(3) Ifanofficer’s or employee’s service is considered unsatisfactory by a council, it may
withhold his salary increment for such period as it may determine.

Additional Remuneration or Other Benefit

22. A council shall not pay or grant to an officer or employee, in respect of his
employment as such, any remuneration, allowance, honorarium, award or bonus of any kind
whatsoever or grant him any other benefit in kind except as authorised in these regulations.

Travelling and Subsistence Allowances

23. (1) An officer or employee who is required to travel on duty may be paid such
transport and subsistence allowances as may be determined by the council but which may not
exceed the rates approved by the Secretary: Provided that the Secretary may authorised a different
allowance in a particular case: Provided further, that no allowance in respect of a journey on duty
outside the boundaries of the Republic or the Territory of South West Africa shall be paid without
the approval of the Secretary.

[The word “authorised” should be “authorise” (“...the Secretary may authorise...”).]
(2) A travelling allowance may also be paid to enable any person -

(a) appointed as an officer, to travel to his place of appointment; or

(b)  who is required by the council to present himself for an interview in connection with
a possible appointment, to travel to the place where the interview is to take place.

Official and Extraneous Work: Additional Remuneration
24.  An officer or employee shall (unless his conditions of service provide otherwise) -
(a) place the whole of his time at the disposal of the institution where he is employed;

(b)  devote his full attention, during his hours of duty or periods of overtime duty, to the
duties assigned to him;

(c) have no legal claim to additional remuneration in respect of any additional official
duty or work assigned to him by or on behalf of the council: Provided that the council
may pay overtime remuneration at rates approved by the Secretary;

(d) not, without the permission of the council, perform or engage himself to perform for
any other person any remunerative work outside his employment in the service of
the institution;
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(e) pay into institutional funds, unless the council otherwise determines, any
remuneration or allowance of any kind whatsoever that he may have received
otherwise than in accordance with the provisions of these regulation; and

[The phrase ‘these regulation” should be ‘these regulations”.]

(f)  pay into institutional funds all moneys received by him in his official capacity, unless
the council allows him to retain the whole or a portion of such moneys as part of his
remuneration.

Hours of Duty

25. (1) The council shall determine the official hours of duty of officers and
employees: Provided that, unless the council approves otherwise, officers and employees shall
observe the following working week: -

Professional, technical, administrative clerical and equivalent ranks: 40 hours; and other
officers and employees: 48 hours.

(2) The director or the supervising officer or employee may require an officer or
employee to perform official duty on any day of the week or at any time during the day or night
or to attend at his normal place of work or elsewhere for such duty.

Resignation

26. (1) An officer (other than an officer on contract) may terminate his employment
by giving notice in writing to the council of at least one month, but the council may accept shorter
notice.

(2)  Anemployee may terminate his employment by giving notice in writing or verbally
to the director of at least 24 hours, to become effective at any time, whether during or at the end
of a month; but not on a day of rest: Provided that if such employee resigns by giving at least one
month’s notice, his salary be paid for the full month, irrespective of whether it ends on a day of
rest or not, provided he is normally paid for days of rest and he remains in service up to and
including the last working day of the month in question.

Retirement

27. An officer shall retire from the service of an institution -

(a) on attaining the retirement age of 65 years unless the council extends his service as
provided by regulation 28; or

[paragraph (a) corrected by RSA GN R.3469/1969]
(b)  on or at any time after attaining the pensionable age of 60 years if -
(1)  he has given three months’ notice in advance of his wish to so retire; or
(i1))  the council decides so to retire him on three months’ notice:
Provided that the pensionable age shall be deemed to be the age of 55 years in the case of a female

officer who was appointed before the first day of January 1956, and is a member of the Provident
Fund: Provided further, that an officer who is a member of the Provident Fund and was appointed
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with effect from any date subsequent to 31 December 1955, shall not retire from the service of
any institution before attaining the age of 65 years.

Extension of Service

28. A council may, with the approval of the Secretary, extend the service of an officer,
with his consent, after his attaining the retirement age as provided by regulation 27 for periods of
not more than one year at a time.

Discharge
29. (1) An officer may be discharged by a council from the service of an institution -
(a)  on account of continued ill-health;

(b)  owing to the abolition of his post or any reduction, reorganisation or re-adjustment
of the fixed establishment of the institution;

(c) if, for reasons other than his own unfitness or incapacity, his discharge will
promote efficiency or economy in the institution in which he is employed;

(d)  on account of unfitness for his duties or incapacity to carry them out efficiently;
(e)  on account of misconduct;

()  if, in the case of an officer appointed on probation, his appointment is not confirmed;
or

(g) in the case of a female officer, on account of her marriage, whether such discharge
is effected on or on one month’s notice at any time after her marriage.

(2)  An officer who absents himself from his official duties without permission from the
director or his supervising officer for a period exceeding 30 days shall be deemed to have been
discharged from the service of the institution on account of misconduct with effect from the date
immediately succeeding his last day of attendance at his place of duty: Provided that, if such
officer assumes other employment, he shall be deemed to have been thus discharged
notwithstanding that the said period has not expired: Provided further, that if such officer reports
for duty at any time after the expiry of the period mentioned, the council may reinstate him in his
former or any other post on such conditions as the Secretary may decide, in which event the period
of his absence from official duty shall be deemed to have been absence on vacation leave without
pay, or on leave on such other conditions as the Secretary may decide.

[Subregulation (2) corrected by RSA GN R.3469/1969. The last use of the word “absence”
in this subregulation should be “absent” (“...absent on vacation...”).]

(3) Notwithstanding the absence of any cause for retirement or discharge set out in these
regulations, a council may terminate the employment of an officer (other than an officer on
contract) on at least three months’ notice in writing of the termination of his services: Provided
that such officer may within 14 days after receipt of the notice mentioned, or within such further
period as the Minister may allow, lodge a written appeal against the termination of his services
with the Minister: Provided. further. that the Minister may order that such appellant be reinstated
in his former post or in any other post subject to such conditions as the Minister may determine.
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(4) A director may discharge an employee on notice of at least 24 hours from the service
of the institution: Provided that the council may, subject to the provisions of these regulations;
re-employ such employee in the service of the institution.

Functions and Duties of Officers and Employees
30. (1) A director shall, in addition to the functions and duties assigned to or imposed
on him by the council and in terms of the regulations and the rules of the council, be responsible

for -

(a)  the organisation. carrying out and direction of the work of the institution in accordance
with the policies laid down and the directions given by the council;

(b)  the maintenance of discipline and efficient administration in the institution;
(c) the proper use and care of the property belonging or entrusted to the institution; and
(d) the proper care of the finances of the institution.

(2)  An officer or employee shall perform the duties assigned to him from time to time
by the council or the director.

(3) A council or a director may require an officer or employee temporarily to perform
duties other than those ordinarily assigned to such officer or employee or appropriate to the grade,
designation or classification of his post.

Official Channels

31. A request or communication from an officer or employee in connection with any
matter falling within the scope of -

(a) the council’s powers, functions or duties shall be addressed to the council through
the medium of the directors and shall be submitted by the director to the council; and

(b) the Minister’s or Secretary’s powers, functions or duties shall be submitted to the
Secretary through the medium of the director and the council.

Obedience

32.  An officer or employee shall obey any lawful instruction given to him by a person
who is competent to do so but may, after having carried it out, request the person who gave the
instruction to repeat it in writing, may then protest in writing to the director and, if he is
dissatisfied with the director’s decision, request that the decision be submitted to the council for
review.

PART V.—OFFICERS AND EMPLOYEES—LEAVE OF ABSENCE
Classification of Leave

33. (1) All absence from duty on leave shall be classified under one or more of the
following headings:-

(a)  Vacation Leave -
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(i)  vacation leave with full pay;
(i1)  vacation leave without pay.
(b)  Sick Leave -
(i)  sick leave with full pay;
(i)  sick leave with half pay;
(iii) sick leave without pay;
(iv) special sick leave with full or reduced pay.
(c) Special Leave -
(i)  special leave with full pay;
(i1))  special leave with pay conditions to be approved by the Secretary.

(2)  The granting of leave under any one of the heads mentioned in subregulation (1)
shall not affect the granting of leave under any of the other heads mentioned therein, except in so
far as is specifically provided elsewhere in these regulations.

Grouping of Officers and Employees for Leave Purposes and Leave Provision

34. Subject to the provisions of regulation 35, officers and employees shall, for the
purpose of their being granted leave of absence, be classified into the undermentioned groups and
may be granted leave accordingly: Provided that paragraphs (a)(iii) and (iv) and (b)(iii) and (iv)

shall apply only to part-time employees who are normally on duty for at least 4t hours per day (4
hours if a six-day working week is observed): -
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(a)  Vacation leave (accumulative): -

Accrual
Classification Group (days per
annum)

(i) An officer or a full-time White employee
appointed before 1 September 1969 who -
was in pre-revised vacation leave group I;
OR
holds the rank of director, assistant director,
professional officer (various ranks) or
librarian (various ranks), upon completion | = 1A 38
of five years’ service;
OR
holds any other rank, upon completion of 15
years’ service;
was in pre-revised vacation leave group II,
until he has completed the appropriate
period of service for inclusion in group
IA above; L 1B 36
OR
was in pre-revised vacation leave group
III, IV or V, upon completion of 10
year’s [years’] service; <
was in pre-revised vacation leave group
III of [or] IV, until he has completed 10
year’s service; L 11 30
OR
was in pre-revised vacation leave group V,
upon completion of five years’ service;
was in pre-revised vacation leave group V,
until he has completed five year’s service I 24
(i1) An officer appointed on or after 1 September
1969 who has completed the following

service -
Ten years or longer ........ccccecevevererencennn 1B 36
Less than 10 years.......ccccceeeveneneeeeeennn. I 30

(iii) A full-time White employee appointed on or
after 1 September 1969 who has completed the
following service as well as any part-time
White employee who has completed the
following service -

Ten years or longer ........ccceeveevveveeeceennnne. IB 36
Five years or longer, but less than 10 years II 30
Less than five years.......ccccccevveveerierciennenne. I 24

(iv) A full-time or part-time non-White employee
who has completed the following service -

Fifteen years or longer .........ccccecevveuvecennnn I 30

Ten years or longer, but less than 15 years I 24

Less than 10 years.......cccceeceeveeieriieneeneene. v 18
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(b)  Sick Leave: -

Classification

Group

Number of

days

in each cycle

with —

full pay

half pay

(1) Al OfficerS....ccovveireieiieieieieienns
(i) A full-time White employee ap-
pointed before 1 September 1969
who -
was in pre-revised sick leave
SIOUP A oo
was in pre-revised sick leave
group B or D;
OR
was in pre-revised sick leave
groups F or H, upon com-
pletion of 10 years’ service;
was in pre-revised sick leave
group F, until he has com-
pleted 10 years’ service;
OR
was in pre-revised sick leave
group H, upon completion
of five year’s [years’] service
was in pre-revised sick leave
group H, until he has com-
pleted five year’s [years’]
service
(i) A full-time White employee
appointed on or after 1 September
1969 who has completed the
following service as well as any
part-time White employee who has
completed the following service -
Ten years or longer....................
Five years or longer, but less
than 10 years........cccceevveenene.
Less than five years...................
(iv) A full-time or part-time non-White
employee who has completed the
following service -
Twenty years or longer .............
Ten years or longer, but less
than 20 years........cccceeevveennennn
Five years or longer, but less
than 10 years.........cccceevveennennn
Less than five years...................

(@)

m g

120

120

90

60

30

90

60
30

90

60

30
15

120

120

90

60

30

90

60
30

90

60

30
15
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Application of Leave Regulations

35. (1) These leave regulations shall be applicable to all officers, full-time and part-
time employees.

(2) If an officer has retired or has relinquished his permanent post at an institution for
any reason whatsoever but is re-appointed, with or without a break in service, in a temporary
capacity -

(a) such re-appointment shall in every respect be regarded as a new appointment in
applying these leave regulations;

(b)  his previous permanent service shall not count as service for leave purposes; and
(c)  his accumulated leave shall lapse when his permanent appointment is terminated.
Leave is a Privilege

36. (1) Leave of absence provided for in these regulations is a privilege, shall not be
claimable as a right and shall only be granted subject to the exigences of the institution.

[The word “exigencies” is misspelt in the Government Gazette, as reproduced above.]

(2)  An officer or employee who leaves the service of an institution, for any reason
whatsoever, cannot legally claim payment in respect of the cash value of leave standing to his
credit.

(3)  The provisions of this regulation shall not preclude the payment of a leave gratuity
in terms of regulation 66.

Application for Leave

37. (1) An officer or employee shall not leave or stay away from his work or duty
until he has applied in writing for leave and has been advised by or on behalf of the director that
his application for leave has been approved, unless he has been suspended from duty or is
prevented by sudden illness or other circumstances that are acceptable to the council from
remaining on or reporting for duty.

[subregulation (1) corrected by RSA GN R.3469/1969]
(2)  An application for leave shall be submitted in a form approved by the Secretary.

(3)  The form of the medical certificate required to support any application for sick leave
shall be as approved by the Secretary.

Grant and Withdrawal of Leave

38. (1) A council or a director (if the council has empowered him to do so) may grant
leave of absence to an officer or employee and may at any time withdraw such leave.

(2) Leave may not exceed the limits prescribed by these regulations unless the Secretary
approves otherwise.
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Recording Leave: Leave Register

39. (1) A director shall keep in respect of every officer or employee a leave register,
in which shall be recorded -

(a) the vacation leave standing to the credit of an officer or employee on the first of
January of each year: Provided that any part of a day shall be calculated as one day;
and

(b) all absence from duty, according to the classification in regulation 33.
(2)  All leave applications shall be kept for record and audit purposes.
Payment of Allowances, etc., During Leave

40. The continuance or cessation of the payment to an officer or employee of allowances
or remuneration other than his salary or wage and his liability for the payment of rent in respect
of official quarters during periods of leave shall be subject to any instructions issued by the
Secretary with regard to such allowances, remuneration and payment of rent.

Leave Counting for Leave Purposes

41. (1) Allleave (of whatever nature) with full or part pay and vacation and sick leave
without pay not exceeding 15 days in the aggregate in a month shall count for the purpose of leave
accrual: Provided that, if the leave without pay exceeds the number of days mentioned herein, the
provision in respect of sick leave with full pay and sick leave with half pay that is applicable to
an officer or employee in terms of regulation 34 shall be reduced by one thirty-sixth in respect of
each such excess, which reduction shall be made in respect of the cycle in which the excess occurs
or, if the available sick leave for the relative cycle has already been taken, in respect of the next
succeeding cycle.

(2) Vacation and sick leave without pay shall count as service for the purpose of
determining an officers’ or employee’s leave group under regulation 34.

[The apostrophe is misplaced in the word “officer’s”.]

(3) Vacation leave which in terms of subregulation (1) accrues during a period of
vacation or sick leave without pay shall not be granted to an officer or employee until he has, after
his absence on such leave without pay, resumed his duties, and shall not be granted with
retrospective effect.

Leave Counts for Salary Increments

42. All leave (of whatever nature), whether with or without pay, shall count as service
for the purposes of salary increments.

Days of Rest

43. (1) A day of rest shall not be regarded as leave and shall not be recorded as such
in the leave register: Provided that -
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(a) aday ofrest, or two or more consecutive days of rest, falling within a period of leave,
shall be regarded as leave falling under the same heading of regulation 33 as the
leave which precedes and succeeds such day or days of rest;

(b) aday of rest, or two or more consecutive days of rest falling between a period of
vacation leave and a period of sick leave (or vice versa) shall be regarded as vacation
leave, unless the officer or employee concerned produces evidence that he was
actually ill on such day or days of rest, in which case such day or days of rest shall
be regarded as sick leave; and

[paragraph (b) substituted by RSA GN R.853/1970]

(c) if an officer or employee who is called upon to report for duty on a day of rest fails
to do so, such day of rest shall be regarded as vacation leave without pay, unless he
was prevented from reporting for duty by circumstances which are acceptable to the
council.

[paragraph (c) corrected by RSA GN R.3469/1969]

(2)  An officer or employee shall not be paid a salary or wage in respect of a day of rest
unless he is entitled to such payment for the day in terms of his conditions of service.

Lapse of Leave on Termination of Employment

44. (1) Immediately an officer or employee gives notice of resignation, any leave with
pay granted shall lapse with effect from the date of such notice or, if the notice is undated, from
the date it is received by or on behalf of the director, and any leave applied for or absence from
duty thereafter shall be regarded as vacation leave without pay: Provided that the provisions of
this subregulation shall -

[subregulation (1) corrected by RSA GN R.3469/1969]

(a) apply only in respect of absence during the officers’ or employee’s last 30 days of
service; and

”

[The apostrophe appears to be misplaced in the word “officer’s” in paragraph (a).]
(b)  not apply to -

(i)  sick leave;

(i)  special leave granted in terms of regulation 63(1)(b), (c) or (d); and

(iii)  vacation leave granted in terms of regulation 56.

(2)  Any unused leave of absence granted to an officer or employee shall lapse on the
termination of his services for any reason whatsoever.

(3) An officer’s or employee’s period of employment shalt not be extended in order to
enable him to utilise leave that may have been granted to him.

Unauthorised Absence from Duty
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45. Except as provided for in regulation 63(1)(c) or unless a council decides otherwise,
all unauthorised absence from duty shall be regarded as being vacation leave without pay.

[regulation 45 corrected by RSA GN R.3469/1969]

VACATION LEAVE: GENERAL PROVISIONS

46. (1) Vacation leave shall accrue in respect of each completed month of service at
the rate of one-twelfth of the provision applicable to an officer or employee in terms of regulation
34.

(2) If an officer or employee is transferred from one post to another and his transfer
results in a change in his classification for leave purposes or if, for any reason other than his
transfer, passes from one vacation leave group to another -

(a)  he shall retain the vacation leave credit which accured during his period of service
in the previous group; and

[The word “accrued” is misspelt in the Government Gazette, as reproduced above.]

(b)  he shall earn vacation leave according to the new group applicable to him from the
first day of the month during which such transfer or grouping becomes effective,

subject to the provisions of regulation 35(2).

(3) A council may at any time require an officer or employee to take the whole or any
portion of the vacation leave due to him, provided that the maximum period of leave prescribed
in subregulation (4) is not exceeded.

(4)  Subject to the provisions of regulation 56 an officer or eployee shall not be granted
vacation leave on full pay in excess of 184 days in the aggregate in any period of 18 months and
any absence from duty above this limit, but not exceeding 184 days in the aggregate in any period
of 18 months, shall be covered by the grant of vacation leave without pay.

[The word “employee” is misspelt in the Government Gazette, as reproduced above.]

(5) In the event of an officer or employee being granted vacation leave with full pay in
excess of that provided in these regulations, such excess may be deducted from vacation leave
which subsequently accrued to him: Provided that in the event of the officer or employee
resigning or his services being terminated before sufficient vacation leave has accrued to him for
the purpose of such deduction, such portion of the excess as exceeds the accrual of his vacation
leave on his last day of service shall be regarded as an overpayment of salary, which shall either
be recovered or be written off under competent authority.

[subregulation (5) corrected by RSA GN R.3469/1969]

(6) If sound reasons exist, a council may at its discretion grant an officer or employee
who has no vacation leave with pay to his credit vacation leave without pay but not exceeding
184 days in the aggregate in any period of 18 months.

(7)  The promulgation of these regulations and the repeal of the regulations which were
in force immediately prior to such promulgation shall in no way effect the continuity of the
vacation leave privileges of an officer or employee who was employed by the institution
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immediately prior to the date of commencement of these regulations, and accumulated vacation
leave shall remain to the credit of such officer or employee.

[The word “affect” is misspelt in the Government Gazette, as reproduced above.]

(8)  Subject to the provisions of subregulation (9), any person who is in full-time
employment in a Government department, the Administration of a Province of South-West Africa
or of the South African Railways or of an institution or body instituted by or in terms of an Act
and financed or subsidised by the Government and is, without a break in service, transfered or
appointed to a post in which these leave regulations apply to him shall retain the vacation leave
standing to his credit on the day preceding his transfer or appointment, and the previous service
in respect of which the leave credit is carried forward shall count as service for leave purposes:
Provided that, if such leave would have been available for utilisation only after completion of a
fixed period of service and such period of service has not been completed at the date on which
this regulation becomes applicable to the officer or employee, the leave credit may be calculated
in proportion to such part of the period of service refered to as he has completed on the latter date
and the leave thus calculated may be granted immediately.

[The words “transferred” and “referred” are misspelt
in the Government Gazette, as reproduced above.]

(9) In applying the provisions of subregulation (8), any part of a day shall be taken as
one day when the leave credit is being carried forward.

SICK LEAVE.—GENERAL PROVISIONS
Sick Leave with Full and Half Pay

47. (1) Sick leave shall accrue to an officer or employee on the first day of a cycle
and, subject to any other provisions of these regulations, the full provisions of the relative cycle
may be granted to him with effect from that day: Provided that no officer or employee shall be
granted sick leave with full or half pay until he has completed 30 days’ service and then only in
respect of absence subsequent to the completion of such service.

(2) If an officer or employee, during a cycle and without a break in service, passes to a
group in which the sick leave povision is less favourable than that formerly applicable to him, the
sick leave provision formerly applicable to him shall, for the duration of the relative cycle,
continue to apply to him.

[The word “provision” is misspelt in the Government Gazette, as reproduced above.]

(3) If an officer or employee, during a cycle and without a break in service, passes to a
group to which the sick leave provision is more favourable than that formerly applicable to him,
the sick leave provision of the new group shall immediately apply to him.

Lapse of Unused Sick Leave

48. Unused sick leave prescribed for a particular cycle shall lapse at the end of that cycle.

Granting of Sick Leave
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49. Sick leave shall be granted only in respect of the absence from duty of an officer or
employee owing to an illness, indisposition or injury for which he was not himself responsible or
which was not due to his failure to take reasonable precautions.

Sick Leave for Certain Illlnesses

50. Sick leave shall be granted in respect of nervous complaints, insomnia, debility and
similar ill-defined illnesses or indispositions only if the council is satisfied that the applicant’s
condition of health -

(a) incapacitates him for duty; and

(b)  does not arise from his failure to apply for vacation leave.

[regulation 50 corrected by RSA GN R.3469/1969]
Compulsory Medical Examination

51. The council may at any time require an officer or employee to submit to an
examination at the expense of the institution by one or more registered medical practitioners
nominated by the council.

[regulation 51 corrected by RSA GN R.3469/1969]
Sick Leave in Excess of Three Days

52. (1) Ifan officer or employee is absent from duty for a continuous period of more
than three days owing to illness, he shall be granted sick leave only if he submits a certificate by
a registered medical practitioner (or a registered dentist, if regulation 54 is applicable to him)
which -

(a) clearly describes the nature of the illness;
(b) states that he is not capable of performing his official duties; and
(c¢) indicates the period necessary for his recuperation.

(2)  The council may, in its discretion, require the submission of such a certificate in
respect of periods of three days or less.

(3)  If the council is satisfied that the absence of an officer or employee is bona fide due
to illness and that there are good reasons for the non-production of a certificate of indisposition,
it may waive the submission of such a certificate by the officer or employee in respect of sick
leave for a continuous period not exceeding 14 days and endorse such waiver on the application
for leave.

Maximum Sick Leave Without Certificate of Indisposition

53. Sick leave, with or without pay, in respect of which a certificate referred to in
regulation 52, is not submitted, may be granted only for an aggregate of 10 days during any year
ending 31 December and any further absences shall be covered by the granting of vacation leave
or, if the officer or employee has no vacation leave to his credit, of vacation leave without pay:
Provided that the provisions of this regulation shall not apply to periods of absence in respect of



Republic of Namibia 24  Annotated Statutes

REGULATIONS
Cultural Institutions Act 29 of 1969

Cultural Institutions Act, 1969 — Regulations

which exemption in terms of regulation 52 has been granted: Provided further that such periods
shall not be taken into consideration in the determination of the 10 days.

Certificate of indisposition Issued by a Dentist

54. (1) Ifan officer or employee’s absence is due to a dental abscess, a fracture of the
jaw, acute Vincent infection of the mouth or complications following dental extractions, such as
osteomyelitis, osteitis and secondary haemorrhage, a certificate as defined by regulation 52 and
issued by a registered dentist may be accepted for the purposes of that regulation.

(2)  Notwithstanding the provisions of subregulation (1), the council may require that a
certificate by a registered medical practitioner be submitted before sick leave is granted by him.

Refusal of Sick Leave

55. Notwithstanding the submission of a certificate as defined by regulations 52 and 54,
the council may, in its discretion, refuse to grant sick leave with pay in respect of any absence
from duty to which the certificate relates, in which case the absence shall be regarded as
unauthorised and the provisions of regulation 45 shall apply.

Conversion of Vacation Leave into Sick Leave

56. (1) An officer or employee may, on his written application, be granted any
vacation leave he may have to his credit in lieu of sick leave with half pay or sick leave without
pay, provided such application is submitted not later than 30 days after he has resumed his duties:
Provided that the number of days vacation leave thus granted shall not exceed 365 days in any
cycle: Provided further that the council is satisfied that the officer or employee concerned is not
at that stage permanently unfit for the resumption of his normal duties.

(2)  Once the vacation leave referred to has been granted to an officer or employee and
he has received payment in respect thereof, such leave shall not be reconverted into sick leave
with half pay or without pay.

Granting of Sick Leave During Period of Absence on Vacation Leave
57. (1) If an officer or employee to whom vacation leave has been granted becomes
ill after he has left his duties to proceed on vacation leave, that portion of the vacation leave
referred to during which he was indisposed may be converted into sick leave if -

(a)  he submits a certificate by a registered medical practitioner (or a registered dentist if
regulation 54 is applicable to him) that complies with the requirements prescribed
by regulation 52(1); and

(b)  the necessary sick leave is available in terms of these regulations.

(2)  Vacation leave without pay shall not be converted into sick leave.

Additional Sick Leave with Full Pay

58. An officer or employee who has completed at least 21 years’ continuous service and
