
CHAPTER THREE
MUNICIPAL ADMINISTRATION 
3.8 OVERTIME POLICY 
3.8.1

PURPOSE OF THE POLICY

The main purpose of this policy framework is to regulate taking of overtime by employees of .........municipality, having regard of the relevant statutory provisions regarding overtime.

3.8.2

LEGISLATIVE MANDATE 
3.8.2.1
This document is established within the framework of the following legislation and policies: 

(Please consider latest legislative developments before applying the policy.) 

· The Basic Conditions of Employment Act, 1997 (Act No.75 of 1997) 

· Labour Relations Act, 66 of 1995 

· All collective agreements, as amended from time to time, concluded in the South African Local Government Bargaining Council [SALGBC] 

3.8.2.2
It is applicable to all employees within the…………municipality excluding employees working less than 24 hours per week.

· 
Temporary employees that are employed for less than 24 hours per month will be entitled to leave as prescribed by the Basic Conditions of Employment Act.
3.8.3  OBJECTIVES OF THE POLICY
3.8.3.1 The objective of this policy framework is to simplify the rules and regulations contained in the following agreements and legislative documents by combining them into one policy document.

3.8.3.2 To provide a framework and guideline for the implementation and maintenance of overtime worked and the remuneration thereof.
3.8.3.3 To illustrate overtime rates to be used to compensate council employees who performed overtime work.
3.8.3.4 To provide a control mechanism on the performance of overtime by council employees.
3.8.3.5 To provide guidance in the performance of overtime work by council employees as provided for in the Basic Conditions of Employment Act (No. 75 of 1997).

3.8.4
DEFINITIONS
In this policy unless the context indicates otherwise-


“Deductions”

-
means income tax, pension, medical fund etc.

“Earnings”

-
means gross pay before deductions;

“Overtime”               -
means the time that a qualifying employee                                                      works during a day or a week in excess of the                                                       ordinary hours of work       

“Remuneration”  -   compensation in money or time off for overtime                                                       worked.

“Wage”                    -     
means the amount of money paid or payable to an employee in respect of ordinary hours of                                                work
3.8.4 
POLICY APPLICATION
· The policy applies to all employees of the municipality except those employees excluded by earning more than the threshold amount as published by the Minister of Labour, unless otherwise agreed. 
· This policy shall exempt all Senior Managers who are appointed in terms of “Local Government Regulations on appointment and conditions of employment of Senior Manager” (Regulation 21 of 17 January 2014)
3.8.4.1    BASIC POLICY REQUIREMENTS

The following are the basic policy requirements that must be followed to enable council employee to perform overtime work.

· Every manager/divisional manager has the responsibility for the implementation, maintenance and management of the overtime system.

· The salary office is responsible for the calculation and pay out of overtime worked.

· Designated managers and supervisors are responsible for co-ordinating and controlling system implementation and maintenance at operational level.

· Employees may not work overtime except in accordance with an agreement signed with the municipality.

· The employee will be granted paid time off within one month of the employee becoming entitled to it.

· The employer will pay the overtime pay on the employee’s normal payday.

· Due to the business and operational requirements of the municipality, employees will be required to work overtime on certain occasions 
· The employer may not require or permit an employee to work overtime on Sundays or Public Holidays except in accordance with an agreement.

3.8.4.2 LIMITATIONS
If an employee agrees to work overtime, the employee may not work:

· Overtime except in accordance with an agreement

· More than 10 hours overtime per week

· No employee will be remunerated for overtime work unless such overtime has been budgeted for, and authorized by the Municipal Manager, or required in terms of a work schedule. (Emergency situation)

· Overtime only commences after completion of ordinary daily or weekly working hours.
3.8.4.3 OVERTIME WORKED DURING THE WEEK
· Employees will be:

· Paid one and one-half times the employee’s ordinary wage for overtime worked, or

· Paid not less than the employee’s ordinary wage for overtime worked and be granted at least 30 minutes’ time off on full pay for every hour of overtime worked, or

· Granted at least 90 minutes’ paid time off for each hour of overtime worked, during working days. 

3.8.4.4 OVERTIME WORKED ON SATURDAYS
· Employees who normally work a five day week will be:

· Paid one and one-half times the employee’s wage for overtime worked, or

· Paid not less than the employee’s ordinary wage for overtime worked and be granted at least 30 minutes time off on full pay for every hour of overtime worked, or

· Granted at least 90 minutes’ paid time off for each hour of overtime worked, during the week (Monday – Friday). 

3.8.4.5 OVERTIME WORKED ON SUNDAYS
· Employees who normally work a five day week, will be:

· Paid double the employee’s ordinary wage for overtime worked, or

· Paid not less than the employee’s ordinary wage for overtime worked and be granted at least 60 minutes’ time off on full pay for every hour of overtime worked, or

· Granted at least 120 minutes’ paid time off for each hour of overtime worked during the week (Monday – Friday).

3.8.4.6
OVERTIME WORKED ON PUBLIC HOLIDAYS
· Employees who normally work a five day week, will be:

· Paid double the employee’s ordinary wage for overtime worked, or

· Paid not less than the employee’s ordinary wage for overtime worked and be granted at least 60 minutes’ time off on full pay for every hour of overtime worked, or

· Granted at least 120 minutes’ paid time off for each hour of overtime worked during the week (i.e. Monday – Friday).

3.8.4.7 EXEMPTIONS
Top Management, Section 56, Senior Management (post level 1-3), Senior Management (post level 4-6) and administrative personnel, technical and professional personnel, if in receipt of a regular annual earnings of not less than the amount per annum as regulated by Government Gazette from time to time regarding the earnings threshold  are exempted from this policy.
3.8.4.8 POLICY NORMS, VALUES AND PRINCIPLES
· The whole process must be underpinned by among others, the following fairness, equity, honesty, transparency, qualitative, openness, and unbiasedness.
3.8.4.9 POLICY COMMENCEMENT
· The policy takes effect on the date on which Council approves it.
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