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1. APPLICABILITY

A reference to NIDA in this policy is areference to the Namibia Industrial Development
Agency.

This policy applies to all NIDA employees.

This policy also applies, where relevant or in compliance with relevant and appropriate
legislation. This policy must be read and applied in conjunction with the Employee Value
Proposition and any other directive issued and amended from time to time.

All employees will be provided with access to a copy of this policy via relevant and appropriate
association communication mechanisms. Training and awareness sessions on this policy will
be held from time-to-time, as required.

2. PURPOSE

NIDA recognises that employees should maintain a healthy, balanced, productive life and
therefore line management should encourage employees to responsibly utilise the various
types of leave to rest (annual leave), and/or recuperate (sick and maternity leave) and
spend time with their families during times of bereavement (compassionate leave).
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To result in a healthier, productive, and safer working environment, in caring for the
wellness of employees.

3. PRINCIPLES

3.1 NIDA shall comply with the determinations of the Namibian Labour Act, Act No. 11 of
2007, Part D, “Leave”, and therefore defines its annual, sick, compassionate, and
maternity leave provisions according to the relevant and appropriate legislative
determinations.

3.2 NIDA will not require or permit an employee to work during any period of annual leave.

3.3 NIDA may recall an employee on leave, at any time in case of an emergency where such
employee is the only one able to handle the situation. The employee’s leave days will be
credited for the period he/she was required to work. NIDA at its discretion may pay for the
reasonable expenses incurred by the employee in returning to duty when recalled from
leave.

3.4 Extending an employee’s leave entitlement, without authorization from NIDA
management, is an unauthorised absence or repudiation of the employment relationship
by the employee and he/she will be subject to disciplinary action.

3.5 If NIDA incorrectly grants excess leave, and the employee takes such leave, the approved
excess leave will be deducted from future leave accrual.

3.6 Any amount of annual vacation leave taken more than the pro-rata leave entitlement due
to an employee as at his last day of service or termination of service, will be deducted
from his final salary.

3.7 NIDA will not pay, except on termination of employment, an employee an amount of money
in substitution for the annual leave to which that employee is entitled, whether or not the
employee requests, or agrees in writing to such a payment.

3.8 NIDA may implement special leave provisions that are not determined by legislation.

4. PROCEDURE

4.1 Unless otherwise provided in a valid and enforceable collective bargaining agreement,
NIDA recognises and pays full-time employees for the following holidays as declared in
the Public Holidays Act 1990, Act 26 of 1990.

New Year’s Day 1 January
Independence Day 21 March
Good Friday April
Easter Monday April
Workers Day 1 May
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Cassinga Day 4 May

Africa Day 25 May
Ascension Day May
Genocide Remembrance Day 29 May
Heroes’ Day 26 August
International Human Rights Day 10 December
Christmas Day 25 December
Family Day 26 December

Holidays falling on a Sunday will normally be observed on the following Monday as stated
in the Namibian law.

NIDA will grant an employee an additional day of paid leave if a public holiday falls
on a day;

a) during an employee’s annual leave; and
b) on which the employee would ordinarily have worked.
4.2 Annual Leave

4.2.1 Every employee is compelled to take annual leave and management shall ensure
that employees are absent from work for such statutory days per annum.

4.2.2 The leave cycle or accumulation calculation starts on the employee’s employment
date.

4.2.3 All permanent employees are entitled to annual leave based on the approved leave
provisions as per section 4.2.4.

4.2.4 Unless otherwise provided in a valid and enforceable collective bargaining
agreement, the amount of paid time off that any employee can receive in one
calendar year will be as follows:

a) For the purpose of this section, “ordinary work week” means the number of
days per week ordinarily worked by an employee.

b) Leave accrues on a pro-rata basis for every completed month of service.
c) Every employee is entitled to at least four consecutive weeks’ annual leave

with full remuneration in respect of each annual leave cycle, calculated as per
NIDA provisions for job categories illustrated hereunder:
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A.l1Class 1 Waorking
Days/Annum
Job Grades Al - B2 Up to 5 years’ service 20
5-10 years’ service 22
10 years’ service and more 25
Job Grades B3 - C2 Up to 5 years’ service 22
5-10 years’ service 25
10 years’ service and more 30
Job Grades C3-C4 Up to 10 years’ service 25
10 years’ service and more 30
Job Grades C5- F1 Irrespective of length of service 30
A. 2 Class 2 Waorking Days
Temporary and part- 1.68 days per month
time staff
Personnel on contract As stipulated in the
contract

4.2.5 If an employee usually does not work a fixed number of days per week, his annual
leave entitlement calculation is based on the average number of days worked per
week over the 12 months prior to the commencement of a new annual leave cycle,

multiplied by four.

4.2.6 The number of days referred to above may be reduced by the number of days
during the annual leave cycle which, on request by the employee, the employer

granted that employee occasional leave on full basic wage.

4.2.7 The calculation of the leave period excludes statutory and paid vacations falling

within the leave period.

4.2.8 lliness during leave:

a) lliness or an accident, which occurs or is contracted by the employee during the leave
period, does not interrupt the duration of such a leave period.

b) The employee must first complete the annual leave period before NIDA grants any

sick leave.

4.2.9 Employees shall only be entitled to take their annual leave as it accrues and after
completing twelve (12) months of continuous service.
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4.2.10 NIDA may determine when employees take annual leave provided that —

a) annual leave is taken within four months after the end of the annual leave
cycle; or

b)  six months after the end of the annual leave cycle, if before the end of the
four-month period contemplated in paragraph (a), the employee agreed in
writing to such an extension.

4.2.11 Approved annual leave is subject to the operational needs of NIDA. Management
will consider the timing and approval of such annual leave at its sole discretion.

4.2.12 NIDA will only authorise changes to leave periods if the employee applying for the
change can assure management of the proper accommodation of his
responsibilities during the period.

4.2.13 NIDA closes annually between the working day preceding Christmas day and New
Year's Day. However, these days will not be discounted against an employee’s
annual leave and shall also not accrue in favour of employees.

4.2.14 Should an employee’s employment terminate at a time when he or she has taken
more leave than that to which he or she is entitled, then the Agency shall be entitled
to recover from the employee the salary paid in respect of such excess leave, and
shall be entitled to set-off against any payment that may be due to the employee
the sum it is entitled to recover.

4.2.15 The Agency will only pay an employee the maximum of 60 days accrued annual
leave upon resignation, retrenchment, retirement or death.

4.2.16 Any leave that accumulates beyond a total of 60 (sixty days) shall be deemed to
have been taken and will be forfeited at termination of services.

4.2.17 Employees who are not proceeding on annual leave when due in terms of
appropriate leave cycle, employer shall have the sole discretion to instruct such an
employee to proceed on leave within specified period.

4.3 Sick Leave

4.3.1 Eligible employees may be entitled to job-protected family or medical leave of
absence if they are unable to come to work due to pressing family or medical
concerns as described in this procedure.

4.3.2 On the first day of absence, the employee must ensure that he informs
management of his incapacity to work. If the employee fails to do so, NIDA
considers it as an absence without leave.

4.3.3 If the absence exceeds two (2) days, the employee must obtain a medical
certificate confirming his incapacity to work.
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4.3.4  During any sick leave cycle, an employee is entitled to sick leave as follows:

(@) not less than 30 working days, if the employee ordinarily works five (5)
days during a week.

(b)  notless than 36 working days, if the employee ordinarily works six (6) days
during the week.

(¢) not less than the number of working days calculated on a pro-rata basis,
if the employee ordinarily works fewer than five days during a week.

(d) an employee is entitled to one day’s sick leave for every 26 days worked
during the employee’s first year of employment.

(e) the sick leave days to which an employee, who does not ordinarily work a
fixed number of days per week, is entitled must be calculated annually
based on the average number of days worked per week over the previous
12 months.

4.3.5 NIDA is not required to pay an employee for sick leave in any of the following
circumstances:

(@) if the employee —

0] has been absent from work for more than two consecutive days;
and

(ii) fails to produce a medical certificate by a medical practitioner or any
other evidence of proof of illness as may be prescribed.

(b) to the extent that the employee is entitled to payment in terms of the
Employees’ Compensation Act, 1941 (Act No. 30 of 1941), if the employee
is absent from work during any period of incapacity arising from an
accident or a scheduled disease; or

(c) If an employee exceeds the maximum sick leave provision and due to ill
health substantiated by a medical certificate is not able to resume duty,
NIDA may at its discretion grant further sick leave with or without pay.

4.3.6 Sick leave:
(@) does not form part of annual, compassionate, or maternity leave.

(b) does not entitle the employee to any additional remuneration on
termination of employment; and

(c) if not used during a leave cycle lapses at the end of that period.
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4.3.7 If an employee is frequently sick, management may instruct a Medical
Practitioner, where deemed necessary, to conduct an investigation to determine
whether the employee is fit to continue employee duties and submit a Medical
Report.

4.4 Special Leave
Special leave refers to extraordinary leave requirements. Special leave with full pay shall be
granted for up to five (5) days if an employee has been summoned by the court to appear as
a witness in a civil or criminal case. The leave is granted if documentary evidence can be
provided of such a requirement. Special leave granted will include time to travel.

4.5 Compassionate Leave

4.5.1 An employee is, during each period of 12 months of continuous employment,
entitled to ten (10) working days’ compassionate leave with fully paid remuneration.

4.5.2 Compassionate leave is not cumulative, and employees are not entitled to any
remuneration for ‘accrued’ compassionate leave in the event of their employment
termination.

4.5.3 Anemployee is entitled to compassionate leave if there is a death or serious illness
in the family.

4.5.4 NIDA may require an employee to produce a death certificate or medical certificate
prior to granting compassionate leave. The onus will rest on employees to provide
such evidence.

455 Compassionate Leave -

i.  does not form part of annual, sick, or maternity leave, and

ii. if not used during the period referred to in subsection (6), lapses at the end of
that period.

4.5.6 For the purposes of this section “family” means a -
i.  child, including a child adopted in terms of any law, custom, or tradition.
ii. spouse.
iii. parent, grandparent, brother, or sister, of the employee; or

iv. father-in-law, mother-in-law of the employee.
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4.6 Maternity Leave

4.6.1 Maternity leave shall be granted to all female employees who request such leave
to give birth to their child or during the adoption of a child.

4.6.2 In the case of pregnancy, employees are required to inform their supervisor or
manager as soon as possible of the date by which their doctor anticipates the start
of her maternity leave.

4.6.3 A female employee who has completed six months’ continuous service in the
employment of NIDA is, with a view to her confinement, entitled to not less than 12
weeks’ maternity leave, calculated as follows:

4.6.3.1 Before her actual date of confinement:

i) she is entitled to commence maternity leave four (4) weeks before her
expected date of confinement, as certified by her medical practitioner.

ii) she is entitled to maternity leave for the entire time from the commencement
of her maternity leave as contemplated in paragraph (i), until her actual date
of confinement.

4.6.3.2 After her date of confinement, she is entitled to:

i) eight (8) weeks maternity leave in every case; and

i) in the case of an employee whose date of confinement occurred less than
four (4) weeks after the commencement of her maternity leave, the amount
of additional time required to bring her total maternity leave to 12 weeks.

4.6.4 The employee must provide the association with a certificate signed by a medical
practitioner confirming:

(a) the expected date of confinement before taking maternity leave; and

(b) the actual date of confinement on her return from leave

4.6.5 During any period of maternity leave:

(a) the provisions of the contract of employment remain in force, and during the
period of maternity leave, the Social Security Commission established by the
Social Security Act, 1994 (Act No. 34 of 1994) must, during the period that an
employee is on maternity leave, pay to that employee such portion of that
employee’s basic wage as may be prescribed in terms of that Act.

(b) NIDA may recover from the Social Security Council established by the Social
Security Act, 1994 (Act No. 34 of 1994), that part of the remuneration, paid
under subsection (3), which constitutes the basic wage of the employee.
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(c) NIDA will not dismiss an employee during her maternity leave or at the expiry
of that leave on:

a. any grounds arising from her pregnancy, delivery, or her resulting
family status or responsibility, however-

b. this subsection will not apply if NIDA has offered the employee
appropriate alternative employment and she has unreasonably refused
to accept that offer.

i) If a medical practitioner certifies that due to complications arising from
pregnancy or delivery, it is necessary for the health of an employee, NIDA
will grant that employee extended maternity leave in excess of the periods
referred to above, up to a maximum equal to the greater of:

a. one month; or

b. the amount of accrued sick leave that the employee has at that
time; or

C. due to complications arising from birth or congenital conditions, it

is necessary for the health of the employee’s child, NIDA will grant
that employee extended maternity leave in excess of the periods
referred to above up to a maximum equal to the greater of (i) one
month or (ii) the amount of accrued sick leave that the employee
has at that time.

i) The employee shall return to a position of the same level as the one she
held prior to her proceeding on maternity leave, if possible, to the same
job or at least to an equivalent alternative job provided by NIDA.

i) The employee shall receive a salary not less than that received before
taking maternity leave and shall be entitled to any increases awarded
during her leave period, based on her last salary before the
commencement of the maternity leave period.

4.7 Paternity Leave
Permanent employees are entitled to two weeks of paternity leave (equivalent to 10 working
days) per annum on full pay. This benefit is available after completing one year of service
and must be taken within the first three months following the birth of the employee’s child.

4.8 Study Leave

4.8.1 The purpose is to provide leave to employees that are engaged in relevant studies and
consequently need to write examinations or complete qualifying assignments.

Namibia Industrial Development Agency (NIDA) Page 9 of 13



2024/22/POL

4.8.2 Employees must be employed for at least twelve (12) months at the company to qualify
for study leave.

4.8.3 Employees need to officially inform the company upon registration of relevant studies.
4.8.4 NIDA will not grant study leave for subsequent attempts.
4.8.5 Study School Leave is granted to a maximum of five (5) days per annum to: -
a. Attend seminars, conferences, congresses, or symposia at the employees’
own expense.
b. Attend classes during vacation school, or
c. Conduct research for post-graduate studies.

4.8.6 Examination Leave: Upon submitting an official proof of examination dates (i.e.,
examination roster) and a completed leave form, additional leave applies: —

4.8.6.1 One (1) day study leave, and one (1) day examination leave is granted at full pay
for each examination paper (or module where a subject is divided into modules).

4.8.6.2 To a maximum of fifteen (15) days per annum.

4.8.6.3 Should an examination be written on a Monday, no leave will be granted for study
leave, and

4.8.6.4 should examinations be written on consecutive days, only one day of study leave
will be granted, which shall be the day before the first (15! examination day.

4.8.7 All study and examination leave granted will be deducted from the employee’s accrued
annual leave, should the employee:

a. Abandon/abort his studies.
b. Fail the subject/module(s) in respect of which the leave was granted; or
C. Leave NIDA’s employment within one-year following the day of successfully

completing the last examination for which leave was granted.

4.8.8 The employee must submit a copy of the official transcript of the examination results of
each study year within two months after the examination date. Failure to produce such
records will result in the deduction of all study leave granted in respect of the study year
concerned, from the employee’s accrued annual leave.

4.8.9 Study leave cannot be accrued and shall not be paid out at termination of service.
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4.9 Sport Leave
4.8.1 Sport leave, including traveling time, to attend competitive meetings or training
clinics may be granted at the discretion of the Chief Executive Officer or its
delegate to employees who:
a) have at least attained national status.
b) serve as a national Namibian coach.
4.10 Unpaid Leave
4.10.1 An employee may not take more paid leave than the total leave accrual currently due to
him / her at the date of application. Should the amount of leave taken exceed the total
accrual, such excess leave is unpaid leave and deducted from the monthly salary.
4.10.2 Unpaid leave is not an entitlement.

4.10.3 NIDA grants unpaid leave, only if the employee has no annual leave to his credit.

4.10.4 Unpaid leave is subject to the approval by Management under well motivated, special
circumstances.

4.10.5 Unpaid leave shall be applied if an employee is absent from work without permission for

three (3) days and longer.

4.11 An employee may not commence leave without prior written authority of his supervisor.
Going on leave without correctly applying or recording leave in writing constitutes a
disciplinary offence.

4.12 Application for authorised leave:

4.12.1 The employee must complete a prescribed leave application form for all types of leave.

4.12.2 The employee must submit the form to his direct supervisor for approval.

4.12.3 Applications should be submitted at least five (5) working days prior to intended leave of
a maximum two (2) days.

4.12.4 Applications should be submitted at least ten (10) working days prior to intended leave of
three (3) days and longer.

4.12.5 The employee’s supervisor must approve the leave form.

4.12.6 An employee on annual leave is obliged to leave a contact number and address during
the period of his leave.
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5 RESPONSIBILITIES
5.2 The Chief Executive Officer is the policy owner and accounts for compliance with the policy.

5.3 The Human Capital Executive is the custodian of the policy and shall be responsible to
ensure compliance.

5.4 Management and supervisors must enforce this policy.

5.5 All employees must always adhere to the policy.

6 REVIEW

The Leave Policy shall be reviewed if there are any relevant legislative changes or if new material
information needs to be specified.
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