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Namibia Logistics (Pty) Ltd realizes the importance of providing employees with the opportunity to upskill themselves and to expand their knowledge base on an ongoing basis, in order to enhance individual career growth. A continuum of structured learning opportunities are available to all employees in accordance with business needs in order to meet world class standards.

[bookmark: _Toc184204563]Objective

To support the corporate objective of creating a learning culture within Namibia Logistics (Pty) Ltd based on the principle of life- long learning which furthermore support the objective of staff loyalty and retention.

[bookmark: _Toc184204564]Tax Status

Educational assistance in the form of bursaries under current tax legislation is more tax efficient than study loans as a bursary is not regarded as a loan and does not give rise to tax liability.
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A bursary is a sum of money granted to a student to study towards a qualification at a registered learning institution, such as a college, technikon or University. This investment made by Namibia Logistics (Pty) Ltd is to contribute to the skills pool within the sector, to the benefit of Namibia Logistics (Pty) Ltd as a whole.
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Where an employee wishes to undertake further studies through a Namibia Logistics (Pty) Ltd Bursary, the relevant departmental manager the Directors must approve the course in terms of the relevancy to the staff member’s function and future career growth.

To qualify for a bursary, the employee must have been appointed as a permanent staff member, clear disciplinary record and must have served a minimum period in respect of each study category:
a. Short Courses - 3 months
b. Certificate/Diploma Courses - 6 months
c. University Degrees - 12 months
d. Post-Graduate Qualifications – 24 months

All bursary applications require the approval of the Directors. 
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An employee will be entitled the examination day off as paid study leave. 

A maximum of 6 days per annum will be allowed as paid study leave.

Study leave will however be approved based on managements’ discretion.

An employee can apply for Annual leave the day before the examination however will be approved based on managements’ discretion.

Should an employee wish to undertake studies that are not relevant to a career at Namibia Logistics (Pty) Ltd, no assistance will be given in the form of a bursary. 
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All applications for a bursary must be on a prescribed form which can be obtained from the Human Resources Department. All applications must be accompanied by a quote for the entire qualification obtained from the educational institution of choice. 

The application form will include binding conditions with regards to the payment of the bursary, any “claw-back” conditions as is expanded upon below:

1. Approved bursary amounts will only be paid directly to the educational institution and/or the supplier of the study material;
2. A copy of examination results must be given to HR before any further payments will be authorized;
3. Upon completion of the degree, diploma or certificate, a copy of the certificate must be lodged with HR to be placed on the employee’s file;
4. If the employee is successful with the chosen course, repayment will be in the form of working for Namibia Logistics (Pty) Ltd for a prescribed period, called the contractual period which will be the same as the duration of the course. This will differ depending on the duration of the chosen course.
5. The contractual period commences once final results of the chosen course have been received.
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	Full Names
	

	ID Number
	

	Employee Code
	

	Company
	

	Department
	

	Course Details
	

	Period of Service (with Namibia Logistics (Pty) Ltd)
	

	Full Bursary Amount to complete qualification (including books)
	

	Contractual Period (To commence at the completion of the approved course)
	



I, _____________________________________________________________ (Employee Name and Surname) with _________________________________ (Employee ID Number) hereby acknowledge that I have received a copy of the Bursary Policy (NAM-P001-V004). I hereby agree to the terms and conditions of the document.
______________________________			_________________________
Employee Name				Signature

_________________________
Date
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______________________________			
Manager

______________________________			
Director

______________________________			
Date
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