
 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

2017/2018 

HUMAN RESOURCE 

EMPLOYMENT POLICY 
      

MOHOKARE LOCAL MUNICIPALITY 



 2 

INTERNAL POLICY 

 

MOHOKARE LOCAL MUNICIPALITY 

SUBJECT: EMPLOYMENT POLICY POLICY NO: HRM 102 

LAST REVIEW DATE: 30 JUNE 2016  

CURRENT REVIEW DATE:   

 

COUNCIL ITEM: 

 

EFFECTIVE DATE:   01 July 2016 

 

 

MUNICIPAL MANAGER:  

MAYOR:  

 

 
 
 
 
 
 
 
 
 
 



 3 

TABLE OF CONTENTS 
 
1. INTRODUCTION ............................................................................................................................................ 4 

2. DEFINITIONS .................................................................................................................................................. 4 

3. POLICY ISSUE ................................................................................................................................................. 7 

4. PLANNED RESULTS ("OUTCOME") AND SPECIFIC OBJECTIVES ............................................... 8 

5. CURRENT STATUTORY FRAMEWORK ................................................................................................. 9 

6. RECRUITMENT ........................................................................................................................................... 13 

7. SELECTION ................................................................................................................................................... 16 

8. APPOINTMENT ........................................................................................................................................... 20 

9.     BENEFITS ……………………………………………………………………………………………………………..25 

10. ISSUING OF NOTICES OF APPOINTMENT, TRANSFER, PROMOTION AND DEMOTION 

AND JOB OFFERS ................................................................................................................................................ 26 

11. PROMOTION ............................................................................................................................................. 27 

12. TRANSFER ................................................................................................................................................. 28 

13. DEMOTION ................................................................................................................................................ 28 

14. DIFFERENCES ABOUT APPOINTMENT, TRANSFERS AND PROMOTIONS ....................... 29 

15. REPORTING ABOUT APPOINTMENTS AND DISMISSALS ....................................................... 29 

16. APPOINTMENT ON PROBATION ...................................................................................................... 29 

17. PARTICULARS OF APPOINTMENT ................................................................................................... 30 

18.    WORKING HOURS ………………………………………………………………………………………………..30 

19.    SMOKING AT THE WORKPLACE……………………………………………………………………………32 

 

 



 4 

1. INTRODUCTION 
 
The human resource management process consists of a variety of sub-processes which 
provides human resources one. The human resources supply sub-process consists of a series 
of activities, most of which are addressed in this document. 

2. DEFINITIONS 
In this policy, unless the context indicates otherwise- 
 

I. "Appointment" the designation of a work-seeker to a specific position on a permanent 
or temporary establishment from a fixed date for a limited / fixed or indefinite period on 
a full-or part-time basis to hold;  

 

II. "Section 79 Committee" a committee of the Council under section 79 of the Local 
Government: Municipal Structures 1998 (Act No. 117 of 1998) introduced the Section 79 
Committee to assist;  

 

III. "Demotion" the permanent removal of an employee in a position to permanent 
employment to a position with lesser responsibilities and / or less complex duties in a 
lower job level and salary in the same or another department and the employee's 
removal may include:  

 
IV. "Department" means an employee who by the Board under section 56 of the Municipal 

Systems Act as a department head appointed and who is responsible for managing one 
or more votes, and includes any person who is lawfully in a department where in general 
post;  

 
V. "Quality" in relation to a job seeker and an employer, the combination of knowledge, 

skills, experience and other qualities that a person needed to perform the duties of a 
particular job done efficiently,  

 
VI. "Disability" means any term or recurring physical or mental impairment that the 

prospects of a person in a position appointed or promoted to materially restrict, obstruct 
or hinder  

 
VII. "Candidate" means a job seeker who is selected for the testing procedures to participate 

and who at the end of the selection process selected for appointment,  
 

VIII. "Inspection" activity aimed at those candidates who appear to be suitable from the 
variety of job seekers that a vacancy has applied to select for appointment.  

 
IX. "Shortlisting" selecting a job seeker based on the available information to the selection 

process for appointment to a specific position to participate.  
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X. "Medical examination" means any test, question, inquiry or other effort for the 
Municipality to enable to determine whether an employee, job seeker or candidate any 
medical condition or is suffering;  

 
XI. "Human resource planning" activity aimed at ensuring that the Municipality is the 

optimal number of employees of the required quality at the required time at the 
designated disposal site. 

 
XII. "Human resources supply" the range of activities undertaken to ensure that the 

Municipality continuously employs an optimal number of employees of the required 
quality of service so that the Municipality's objectives effectively and efficiently be 
achieved. 

 
XIII. "Municipal Systems Act" means the Local Government: Municipal Systems 2000 (Act 

No. 32 of 2000)  
 

XIV. "Municipality" Mohokare Local Municipality;  
 

XV. "Transfer" the permanent lateral / horizontal movement of an employee from one 
position to the permanent establishment to another post the same job level and salary in 
the same or a different department  

 
XVI. "Suitably qualified" with respect to an employee, job seeker or candidate, either or a 

combination of the person concerned – 

 
(i) formal qualifications; 
 
(ii) prior learning experience; 
 
(iii) relevant experience, or 
 
(iv) ability, within a reasonable period, the ability to work to obtain; 

 

XVII. "Permanent establishment" all positions in the administration that has been created 
for the normal and routine activities of the Municipality to undertake which employees 
normally permanently or for a predetermined fixed term  
 

XVIII. "Accidental / unwanted application" an application for a job at the municipality 
received the Municipality without any vacancies advertised, whether there are any 
vacancies or not, (casual / unsolicited application). 

 
XIX. "Temporary establishment" all vacancies from time to time in addition to the 

permanent establishment in the administration created to meet the municipality's 
temporary and extraordinary needs for additional staff.  
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XX. "Trade union" means a union which is party to the "South African Local Government 
Council bargaining" is. 

 
XXI. "Transfer" the spatial shift of an employee's normal place of work to another site 

elsewhere in the Municipality; (relocation) 
 

XXII. "Employee" means a person who works for or renders a service to the municipality, 
regardless of the shape of his / her employment contract and to which any factor listed 
in section 200A (1) of the Labour Relations Act applies. 

 
XXIII. "Recruitment" activity aimed at the greatest possible number of suitable job seekers to 

encourage them to apply for a vacancy advertised 
 

XXIV. "Labour Relations Act" means the Labour Relations Act 1995 (Act No. 66 of 1995); 
(Labour Relations Act) 

 

XXV. 'Nicotine' means nicotine alkaloids; 
 

XXVI. 'Public place' means any indoor, enclosed or partially enclosed area which is open to the 
public, and includes a workplace and a public conveyance; 

 

XXVII. 'Smoke' means to inhale, exhale, hold or otherwise have control over an ignited tobacco 
product, weed or plant, and  'smoked' and  'smoking' have corresponding meanings; 

 

XXVIII. 'Tobacco product' means a product containing tobacco that is intended for human 
consumption, and includes, but is not limited to, any device, pipe, water pipe, papers, 
tubes, filters, portion pouches or similar objects manufactured for use in the 
consumption of tobacco; 

 

XXIX. 'Workplace' - means any indoor, enclosed or partially enclosed area in which employees 
perform the duties of their employment; 

 

XXX. ‘‘Bargaining council’’ means a bargaining council registered in terms of the Labour 
Relations Act, 1995, and, in relation to the public service, includes the bargaining councils 
referred to in section 35 of that Act; 

 

XXXI. ‘‘Basic condition of employment’’ means a provision of  the Basic Conditions of 
Employment Act (Act 75 of 1997) or sectoral determination that stipulates a minimum 
term or condition of employment;   
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XXXII. ‘‘Collective agreement’’ means a written agreement concerning terms and conditions of 
employment or any other matter of mutual interest concluded by one or more registered 
trade unions, on the one hand and, on the other hand— 

i) one or more employers; 
ii) one or more registered employers’ organisations; or one or more employers 

and one or more registered employers’ organisation; 
 

XXXIII. “Shift Work” means where an employee is required to work for a specific period of time 
on a rotational shift system with an average of either 42 hours, 56 hours or 84 hours per 
working week respectively, whereby a twenty four hour, seven days a week (24/7) 
municipal services is rendered.  

3. POLICY ISSUE 

 

3.1. The municipality must, under section 152 of the Constitution of the Republic of South 
Africa 1996, within its financial and administrative capabilities endeavor – 
 
a) to provide democratic and accountable government for local communities; 

to ensure sustainable services to communities provided; 
 

b) social and economic development; 
 

c) a safe and healthy environment to promote and 
 

d) the involvement of communities and community organizations in local 
government affairs to encourage. 

 
3.2. In addition to these objectives, the Municipality, under section 153 of the 

Constitution – 
a) its administration, budgeting and planning processes and management structure 

– 
 
(i) priority to the basic needs of the community is granted, and 
 
(ii) that the social and economic development of the community; and 
 

b) national and provincial development programs. 
 

3.3. The Municipality provided through its integrated development plan (IDP) to be 
taken to the preceding five constitutional goals and the Municipality's development 
obligations are met and will be maintained. The purpose of the IDP's, among others, 
to ensure that development in the Municipality deliberately and systematically done 
and the resources and ability of the municipality in accordance with the 
implementation of the IDP session. The specific development objectives and 
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priorities through the integrated development planning process, indicate, therefore, 
the quantity and quality of human resources that the municipality is required, while 
the quantity and quality of human resources that the municipality at a particular time 
has determined that the municipality can do. 
 

3.4. While the IDP provides what the municipality wants to achieve, determine the 
performance management system (PMS) to what extent, if at all, this is achieved. The 
core activity in the performance management process, and the monitoring of key 
performance indicators (KPIs). KPIs are measures that achieve the Municipality's 
development priorities and objectives in the IDP outlined, measured. Where the 
application of the KPIs indicate that certain goals are not achieved or only partially 
achieved, it is often an indication of lack of ability. 

 
3.5. The Municipality's administrative capacity largely from, and determined by the 

quantitative and qualitative characteristics of its human resources. The core issue 
for this policy is, therefore, what arrangements need to ensure that the Municipality 
continuously with the correct number of employees has the required quality and the 
Municipality's objectives effectively and efficiently achieved. 

 

4. PLANNED RESULTS ("OUTCOME") AND SPECIFIC 

OBJECTIVES 
 
4.1 The intended outcome of this policy – 

 
To ensure that the Municipality continuously with the correct number of employees 
of the required quality that has its objectives effectively and efficiently achieved. 
 

4.2 In order for the planned outcome (par 4.1) strives to achieve the Municipality after 
the following goals: 

 
a) consistently with the relevant constitutional, statutory and normative 

requirements; 
 

b) for consistency and rationality in the municipality's human resources provide 
activities to promote 

 
c) the municipality's human resources activities to provide its service delivery 

programs and objectives to synchronize and reconcile, and 
 

d) the municipality's human resources activities provide effective and efficient 
running of. 
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5. CURRENT STATUTORY FRAMEWORK 
 

5.1 Constitution of the Republic of South Africa 

 
a) The municipality's human resources provide activities in such a manner to be 

conducted, that the rights in the Bill of Rights, respect, protect, promote and are 
realized. 
 

b) In terms of section 160 (1) (d) of the Constitution, the Council such staff take for 
the effective performance of the municipality's functions needed. 

 
c) The human resource supply activities in the municipality which are undertaken, 

forms an integral part of the municipality's administration, which in turn is part 
of the public administration part. The human resource supply activities must 
therefore comply with democratic principles and values contained in the 
Constitution and especially to the values in section 195 (1) of the Constitution set 
out. 

 

5.2 Local Government: Municipal Structures 1998 (Act No. 117 of 1998) 

 
The Council under section 82 of the Local Government: Municipal Structures 1998 
(Act No. 117 of 1998) a municipal manager and, if necessary, an acting municipal 
manager appointed. A person appointed as municipal manager, must have the skills 
and expertise to perform the duties associated with that job. 
 

5.3 Local Government: Municipal Systems 2000 

 
The Municipal Manager is head of the administration, subject to the policy directions of the 
Board and the "Employment Equity Act 1998" (Act No. 55 of 1998), under section 55 (1) (e) 
of the Municipal Systems Act responsible and accountable for the appointment of staff other 
than managers who reports directly to him / her. According to Article 56 of the Municipal 
Systems Act, the Council, after consultation with the Municipal Manager, appoints managers 
who report direct to the Municipal Manager. A person who is a manager who is directly 
accountable to the Municipal Manager, must possess the skills and expertise needed to 
perform the duties associated with the particular job to, taking into account the protection 
or development of persons or categories of persons disadvantaged by unfair discrimination. 
 
Section 57 of the Municipal Systems Act requires that a municipal manager and a manager 
who is directly accountable to her / him under a written contract be subject to a written 
performance agreement concluded annually. The minimum content of both employment 
contracts and performance agreements of municipal managers and managers who direct 
them accountable is prescribed in the Municipal Systems Act, the Local Government: 
Municipal Finance Management Act 2003 (Act No. 56 of 2003) and " Local Government: 
Municipal Performance Regulations for Municipal Managers and Managers directly 
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accountable to Municipal Managers 2006 "(Government Notice Number R.805 of 1 August 
2006). 
 
Unless an Act provides otherwise a councilor may, under item 11 of the Rules of Conduct for 
Councilor’s, not – 

 
 interfere in the management or administration of a department unless 

she / he is authorized by Council; 
 

 give instruction to an employee, or purport to give, except when she / he 
is authorized to do so; 

 
 prevent an employee to implementation a decision of the Council or a 

Committee of Council; 
 

 do anything that will cause mismanagement or contribute to, encourage 
participation. 

 
 An employee may not use his / her position or privileges for personal 

gain or to improperly influence another person. 
 

5.4 Local Government: Municipal Finance Management Act 2003 (Act No. 56 of 
2003) 
 
Pursuant to section 83 of the Local Government: Municipal Finance Management 
Act, the accounting officer (Municipal Manager), senior managers, the Chief 
Financial Officer and other financial officials of the Municipality must meet the 
prescribed financial management competency levels. Section 119 of the Act 
provides that the accounting officer (Municipal Manager) and all other officers of 
the municipality where the supply chain management policy is concerned, comply 
with the prescribed competency levels. 
 

5.5 Labour Relations Act 1995 
 
Section 5 of the Act prohibits the Municipality of – 

 
 require a job seeker not to be a member of a union or to abandon 

membership of a union; 
 

 prevent a job seeker any right to practice under the Act or participate in 
any proceedings under the Act; 

 
 to prejudice a job seeker as a result of – 

 
o past, present or anticipated membership of a trade union, 
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o participation in the establishment of a trade union or federation, 
o participation in the lawful activities of a trade union or federation, 
o failure or refusal to do anything that an employer may not legally 

require you to do or employee may allow you to do 
o disclosure of information which the employee is legally required to 

divulge 
o exercise of any right granted under the Act or participate in any 

proceedings under the Act; 
 

 a job seeker benefit or favor to promise in return for not exercising a right 
granted under the Act or for not participating in any proceedings under 
the Act. 
 

 Section 199 of the Labour Relations Act provides that a service contract – 
 

o may provide that an employee remuneration is paid less than the 
remuneration provided by a collective agreement or arbitration 
award; 
 

o may provide that an employee in a manner treated, or that a benefit 
to an employee is granted, which is less favorable than the benefits 
provided by a collective agreement or arbitration award may be 
prescribed, or 

 
 

o the application of any provision of a collective agreement or 
arbitration award may not be discontinued. 

 
Under item 8 of Schedule 8 (Code of Good Practice: Dismissal) to the Labour Relations 
Act, the Municipality of a newly appointed employee is required to have a trial period 
before his / her appointment is confirmed. The purpose of the probationary period 
gives the municipality an opportunity to evaluate the employee's performance before 
the appointment is confirmed. The municipality may not use probationary 
appointment – 
 
 for purposes not contemplated under the Code, and 
 
 to deprive employees the status of permanent employment. 
 
The probation period shall be determined in advance and must be of reasonable 
duration. The duration of the probation period, is determined by the nature of the 
work and the time taken for the employee's suitability for continued service. 
 
The employee's performance should be assessed at the end of probation. The 
municipality must give an employee reasonable evaluation, instruction, training, 
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guidance or counseling to enable the employee to allow for satisfactory service. If the 
municipality finds that the employee's performance is unsatisfactory, the 
Municipality must inform him / her in advance of the specific ways in which she / he 
does not meet the required standards. 
 
The municipality may extend the probation period or dismiss an employee only after 
the municipality invites her / him to make representations and the representations 
made, considered. The probation period may be extended only with regard to the 
purpose of probation. The period of extension should be proportionate to the 
legitimate purpose that the Municipality is trying to achieve. A trade union 
representative or fellow employee may make representations on behalf of the 
employee. If the municipality decides to dismiss the employee or the probation 
period, the Municipality must inform his / her of his / her right to refer the matter to 
the SALGBC or to the Commission for Conciliation, Mediation and Arbitration 
proceedings. 

 
 

5.6 Act, Basic Conditions of Employment 1997 (Act No. 75 of 1997) 
 
Pursuant to section 29 of the Basic Conditions of Employment Act, the Municipality, 
when an employee begins employment with the employer, the employer must 
supply him / her with an extensive list of details, in writing. When any of the details 
contained in the list is changed, the written information must be reviewed to reflect 
the change and that the employee receives a copy of the document that reflects the 
changes. If an employee cannot understand the written details, the Municipality 
must ensure that the changes are explained in a language that he / she understand. 
The Municipality should keep the written information for a period of three years 
after employee's termination. 
 
Section 10 of the Basic Conditions of Employment Act prohibits the municipality to 
require an employee to work overtime, except pursuant to an agreement. An 
agreement to work overtime that an employee incurred when she / he starts work, 
or during the first three months of his / her employment, lapses after one year. 
 

5.7 Employment Equity Act" 1998 (Act No. 55 of 1998) 
 
Pursuant to section 6 of the "Employment Equity Act," the Municipality may not 
directly or indirectly unfairly partake in any employment policy or practice against 
any employee or applicant which discriminates on any of the following grounds: 
race, gender, pregnancy, marital status, family responsibility, ethnic or social origin, 
colour, sexual orientation, age, disability, religion, HIV status, belief, political opinion, 
culture, language or birth. Affirmative action and distinctions between persons on 
the basis of the inherent requirements of a job is not unfair discrimination. 
 
Section 7 of the Act prohibits the municipality to require an employee or applicant 
to undergo a medical test, unless some other law requires or permits, or if it is 
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justified in light of medical facts, employment conditions, social policy, fair allocation 
of employment benefits or the inherent requirements of the job. Testing of an 
employee or applicant to determine his / her HIV status is specifically prohibited, 
unless the Labour Court determined that this is justified. Pursuant to section 8 of the 
Act, the Municipality may not submit an employee or job seeker to psychometric 
tests, unless such tests are scientifically proven as reliable and valid, fair to all 
employees or job seekers and can be applied and not biased against any employee, 
job seeker or group. 

6. RECRUITMENT 
 
The purpose of recruitment is to identify and provide, in a cost effective manner, a pool of 
job applicants who are potentially qualified to perform a particular job. 
 
6.1. Determining recruitment needs 
 

(a) The head of a department determines the need to recruit candidates for 
employment in her/his department with due regard for the numerical goals 
stated in the Municipality’s employment equity plan. 

 
(b) When a position in the establishment becomes vacant, or is due to become vacant 

the departmental head concerned must submit an application via the Human 
Resource Manager to the Municipal Manager stating the reasons why the 
position should be filled. 

 
(c) No position may be filled unless and until – 
 

(i) the approval of the Municipal Manager had been granted; and 
 
(ii) adequate provision has been made in the budget for that appointment.  

 
6.2. Advertising of vacancies 
 

(a) The Human Resource Manager must, not later than the 25th of each month 
circulate a list of vacancies amongst departmental heads. Each departmental 
head must indicate whether any such vacancies that may exist in her/his 
department must be filled or not. If a vacant position must be filled in the opinion 
of the departmental head concerned, she/he must submit an application utilizing 
the Labour Requisition Form, via the Human Resource Manager, to the Municipal 
Manager in terms of paragraph 6.1. 

 
(b) Once a departmental head has obtained the approval of the Municipal Manager 

to fill a vacant position in her/his department, she/he must submit a labour 
requisition to the Human Resource Manager to advertise the post. 
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(c) A completed labour requisition must reach the Human Resource Manager before 

or on the third working day of each month. 
 

(d) Vacancies must be advertised internally and may at the same time be advertised 
externally, provided that external advertisements may only be published in a 
newspaper of record in terms of section 21(1) of the Municipal Systems Act, as 
follows- 

 
Nature of post   Advertising medium 

Temporary elementary positions 
 

Internally and Locally 
 
Internally and Locally  
 
Internally, Locally and Provincially  

Permanent elementary occupations  
 

Entry and middle level occupations middle 
level occupations 

Senior  management  and Professional  

occupations 

 

Internally, Locally, Provincially and 

Nationally 

 
(e) The Municipal Manager may, after consultation with the Human Resource 

Manager and Chief Financial Officer, appoint a professional recruitment firm 
to compile an advertisement and publish it in respect of senior management 
and professional occupations in terms of the Municipality’s supply chain 
management policy. 

 
(f) An advertisement of a vacancy must state- 

 
(i) The name and location of the Municipality. 
 
(ii) A statement that the Municipality subscribes to the principles of 

employment equity. 
 

(iii) The designation of the position that is advertised. 
 

(iv) The minimum requirements in terms of skills, expertise and other 
qualities for appointment. 

 
(v) A summary of the key performance areas/primary duties of the position. 

 
(vi) A statement that the appointment will be permanent or for a fixed term, 

and the term (if applicable). 
 

(vii) In the case of the Municipal Manager and a manager directly accountable 
to the Municipal Manager, a statement that the continued employment of 
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the successful candidate will be subject to the annual conclusion of a 
performance agreement with the Municipality. 

 
(viii) The name and contact details of the person to whom enquiries may be 

directed. 
 

(ix) A statement that canvassing will disqualify any candidate from being 
considered for appointment. 

 
(x) An indication of the remuneration offered. 

 
(xi) The format and content of applications. 

 
(xii) The address where, and person to whom, applications must be delivered. 

 
(xiii) The closing date for the submission of applications. 

 
(xiv) A statement that applications received after the closing date will not be 

accepted or considered. 
 

(xv) A statement that if an applicant does not hear from the municipality 
within 30 days his/her application was unsuccessful. 
 

(xvi) A statement that email and faxed applications will not be considered. 
 

(xvii) A statement that applicants must consent that the municipality may 
enquire into the applicant’s criminal record. 

 
(xviii) In case of Senior Managers, Regulations on the Appointment of Senior 

Managers as per the current Government Gazette will be applicable. 
 

6.3. Casual applications 
 

(a) Casual applications received during the course of the Municipality’s operations 
must be returned forthwith to the applicant stating that the Municipality did not 
have any vacancies at the time when the application was submitted and that 
should any vacancy arise, the Municipality would advertise such vacancy. 

 
(b) Nobody may promise or undertake to accept a casual application for 

appointment and to submit it when a vacancy is advertised. 
 

7. Selection 
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(a) A candidate for appointment to the Municipality’s service must undergo the 
Municipality’s selection procedures. 

 
(b) The purpose of selection is to identify the most suitable candidates from all the 

persons who applied and to eliminate unsuitable candidates in the fairest way 
possible. 

 
(c) The Municipality relies on interviews and one or more relevant psychometric, 

physical and proficiency tests as selection techniques. These techniques are 
applied to make decisions regarding appointments, promotions, and transfers. 
Depending on the nature of a post to be filled, psychometric and physical tests 
are also applied to serve as screening tests. 

 
(d) The Municipal Manager may appoint, subject to the supply chain management 

policy external service providers to assist with selection. 
 
(e) Medical testing of an employee or a candidate for employment is prohibited, 

unless- 
 

(i) legislation permits or requires the testing; or 
 
(ii) it is justifiable in the light of medical facts, employment conditions, social 

policy, the fair distribution of employee benefits or the inherent 
requirements of a job. 

 
(f) Testing of an employee or an applicant for employment to determine that 

employee's or applicant’s HIV status is prohibited unless such testing is 
determined justifiable by the Labour Court in terms of section 50(4) of the 
Employment Equity Act. 

 
(g) Psychometric testing and other similar assessments of an employee or a 

candidate for employment are prohibited unless the test or assessment being 
used- 

 
(i) has been scientifically shown to be valid and reliable; 
 
(ii) can be applied fairly to employees; and 

 
(iii) is not biased against any employee or group 

 
 
 
 
7.1. Compiling of master lists 

 
(a) After the closing date of an advertisement all the applications received for every 
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specific position are captured in Part A or Part B of the master list compiled by 
the Human Resource Manager. The master list must contain, in table format, the 
following particulars in respect of each candidate: 

 
(i) the applicant’s surname followed by her/his initials 
 
(ii) the applicant’s sex; 

 
(iii) the applicant’s race; 

 
(iv) the applicant’s qualifications and experience relevant to the job description 

and job specification; and 
 

(v) if applicable, the nature of the applicant’s disability 
 
(b) Part A of the master list contains the particulars determined in paragraph (a) in 

respect of every candidate that complies with the minimum requirements in 
terms of skills, expertise and other qualities for appointment determined in the 
advertisement calling for applications. Part B of the master list contains the 
particulars determined in paragraph (a) in respect of every candidate that does 
not comply with the minimum requirements in terms of skills, expertise, and 
other qualities for appointment determined in the advertisement calling for 
applications. 

 
(c) The Human Resource Manager must submit the master list, together with the 

applications to the relevant departmental head or, in the case of the appointment 
of a Municipal Manager or a manager directly accountable to the Municipal 
Manager, to the Mayor. 

 
(d) The Human Resource Manager must, during the compilation of the master list, 

take all reasonable steps and actions to establish the validity and accuracy of any 
certificates, diplomas and other information supplied by an applicant. If any 
candidate submitted or claimed that she/he had some or other certificate or 
diploma, qualification or experience that is disproved, such information must be 
noted next to the name of the candidate in the master list. 

 
7.2. Compiling short lists 

 
(a) The departmental head concerned must select from the master list, with due 

regard for the numerical goals set in the Municipality’s employment equity plan 
not more than 10 applicants who in her/his opinion would be the most suitable 
candidates to be subjected to the selection process. 

 
(b) Short listing must be done in accordance with the following order of preference 

– 
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(i) Internal applicants 
 
(ii) Local applicants 

 
(iii) Provincial applicants 

 
(iv) National applicants 

 
(c) The relevant departmental head must submit the particulars of the short listed 

candidates to the Human Resource Manager. 
 

7.3. Notification of short listed candidates of selection proceedings 
 
The Human Resource Manager must notify every candidate whose name has been short 
listed in terms of paragraph 7.2 of the venue, date and time and nature of the selection 
proceedings she/he must attend using the most reliable communications methods 
available. 

 
7.3.1 Conducting of screening tests; Qualifications Check ad Proficiency Tests 

 
         7.3.1.1 Applications for appointment must undergo any screening tests   
                       required by Mohokare Municipality. 
 
          7.3.1.2 Applicants must indemnify Mohokare Municipality in writing against any   
                         claims for damage, injury or illness due to any physical tests that they may   
                         be subjected to. 
 
          7.3.1.3 The Human Resource Manager must undertake a qualification security    
                        check with the relevant educational institutions before an appointment. 
 
           7.3.1.4 Depending on the nature of the job, the Human Resource Manager must    
                         undertake a Credit Check security check with the relevant Credit Bureaus     
                         before an appointment. 
 
           7.3.1.5 The Human Resource Manager must undertake a reference security check   
                          with the relevant current and previous employers before an appointment. 
 
            7.3.1.6 An applicant will be required to provide a written permission to the   
                         Mohokare Municipality to undertake all the security checks mentioned   
                         above. 
 
            7.3.1.7   Applicants take part in all the tests/security checks mentioned above at   
                            their own responsibility and Mohokare Municipality undertakes to ensure    
                            that all the results of the screening tests are kept confidential. 
 
            7.3.1.8 One or more relevant proficiency tests (e.g. typing tests, operating a   
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                         grader, etc.) may be required to be conducted before or after an interview   
                         is conducted. A proficiency test may only be required if the outcome  
                         thereof is relevant to the expected job standards that would be expected of  
                         the employee and it relates to the job description. 
 
7.3.2 Interviewing in respect of vacancies 

 
(a) Except for appointments that must be made by the Council, the Human Resource 

Manager or his designated representative, the departmental head concerned and 
not more than one other senior employee from the relevant department must 
conduct interviews for all positions. 

 
(b) The Municipal Manager or his designated representative must attend and may 

participate in any interview for appointing an employee- 
 

(i) on the first level below the level of departmental head; 
 
(ii) as manager directly accountable to her/him; and 

 
(iii) in her/his department/office 

 
(c) The Municipal Manager or the departmental head concerned as the case may be 

must allow each of the trade unions to designate a representative to attend and 
observe any interview. 

 
(d) The departmental head concerned, or if the interview concerns the appointment 

of a Municipal Manager or a manager directly accountable to the Municipal 
Manager, the Mayor and a Councilor responsible for Corporate Services, must 
draw up a list of questions relating directly to the job concerned, to be asked 
during the interview and a score sheet and such questions and score sheets to all 
persons who would be involved in the interview. 

 
(e) Completed score sheets must be kept in safe storage for a period of at least six 

months after an appointment decision has been made. 
 

7.3.3 Conducting proficiency tests 
 

One or more relevant proficiency tests (e.g. typing tests, operating a grader etc.) may be 
required to be conducted before or after an interview is conducted. A proficiency test may 
only be required if the outcome thereof is relevant to the expected job standards that 
would be expected of the employee and it relates to the job description. 
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8. APPOINTMENT 
 

(a) The appointment of an applicant may take place only in accordance with the 
requirements of the post concerned and the merit of the applicant. 

 
(b) The Council, Municipal Manager or the relevant departmental head, as the case 

may be, may waive or reduce the formal qualifications and experiential 
requirements in respect of any post, (except a post in relation to which a 
professional certificate is required), if the applicant is deemed to be suitably 
qualified for the job concerned as a result of any one of, or any combination of 
that person's – 

 
(i) formal qualifications; 

 
(ii)     prior learning; 

 
(iii) relevant experience; or 

 
(iv) capacity to acquire, within a reasonable time, the ability to do the job.  

 
8.1 Appointment for a fixed term 

 
(a) A person appointed as – 
 

(i) Municipal Manager, and 
 
(ii) personal assistant, policy advisor, bodyguard or driver to any political office-

bearer or other councilor of the Municipality, may be appointed to that 
position only - 

 
 in terms of a written employment contract with the Municipality; and 

 
 subject to a separate performance agreement being concluded annually 

on or before 31 July each year. 
 

(b) The employment contract of a person appointed for a fixed term must include, 
subject to applicable labour legislation, details of – 

 
(i) the duties, remuneration, benefits and other terms and conditions of 

employment of the employee; 
 

(ii) provided that the term of any person appointed to work directly under the 
supervision and command of a political office-bearer or other councilor must 
expire if that office-bearer ceases to hold that office. In cases of all 
appointments of staff in the offices of political office-bearers all requirements 
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pertaining to advertising may be waived by the Municipal Manager after 
consultation with the specific political office-bearer. 

 
(iii) include a provision for cancellation of the contract, in the case of non-

compliance with the employment contract or the performance agreement; 
 

(iv) stipulate the terms of the renewal of the employment contract, but only by 
agreement between the parties; and 

 
(v) reflect the values and principles referred to in section 50, the Code of Conduct 

set out in Schedule 2, and the management standards and practices contained 
in section 51 of the Municipal Systems Act. 

 
(c) The annual performance agreement must be concluded within a reasonable time 

after a person has been appointed and, thereafter, on or before 31 July each year 
and must include- 

 
(i) The performance objectives and targets that the incumbent must meet 

during the next financial year. Such performance objectives and targets 
must be practical, measurable and based on the key performance indicators 
set out in the Municipality's integrated development plan. 

 
(ii) the time frames within which those performance objectives and targets 

must be met; 
 
(iii) standards and procedures for evaluating performance; 
 
(iv) the intervals for evaluation; and 
 
(v) the consequences of substandard performance. 
 
(vi) The annual performance agreements of the municipal manager, senior 

managers and any other categories of officials as may be prescribed in 
terms of the Local Government: Municipal Finance Management Act, Act No 
56 of 2003 must be made public no later than 14 days after the approval of 
the municipality's service delivery and budget implementation plan as 
required by the abovementioned Act. 

 
(vii) Copies of such performance agreements must be submitted to the council 

and the MEC for local government in the province within thirty days after 
signing of the performance agreements. 
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8.2 Appointment of employees to posts in the temporary establishment 
 

A person appointed to a temporary position – 
 

(a) is appointed at the salary applicable to a comparable position on the 
permanent establishment; 

 
(b) may not receive any housing and travelling benefits; 

 
(c) may not become a member of a retirement fund or medical aid scheme to 

which the Municipality must contribute; 
 

(d) earns leave in terms of the relevant collective agreement; and 
 

(e) is subject to the attendance requirements, rules of conduct and grievance 
procedures in terms of the Municipality’s conditions of service. 

 

(f) May not be appointed for a period exceeding six (6) months and may not be 
appointed for a consecutive period of six (6) months. 

 
8.3 Appointment of temporary employees in permanent positions 

 
(a) A departmental head may, with the approval of the Municipal Manager, and after 

consultation with the Human Resource Manager and Director Financial Services 
respectively, appoint a person who is not an employee, in a temporary capacity 
in a position in the permanent establishment if- 

 
i. the position is vacant and is likely to remain vacant for a significant 

period; or 
 

ii. the incumbent of that position is or will be absent from work for a 
prolonged period (30 days or more). 

 
(b) A person appointed in terms of par (a) – 
 

(i) is appointed on the lowest notch of the salary scale applicable to the 
position; 

  
(ii) is appointed for a maximum period of 12 months; 

 
(iii) may not receive any housing and travelling benefits; 

  
 

(iv) may not become a member of a retirement fund or medical aid scheme to 
which the Municipality must contribute; 
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(v) earns leave in terms of the relevant collective agreement; and 

 
(vi) is subject to the attendance requirements, rules of conduct and grievance 

procedures in terms of the Municipality’s conditions of service. 
 
(c) Whenever a person is appointed in a temporary capacity she/he must, not later 

than the day on which her/his employment commences receive a letter of 
employment in terms of section 29 of the Basic Conditions of Employment Act 
1997. Such a letter must, amongst other things, clearly state- 

 
(i) the date on which the person’s employment with the Municipality 

commences; 
 

(ii) if possible, the date on which her/his employment terminates, or if it is not 
possible to determine the termination date with reasonable accuracy, the 
circumstances under which her/his employment will terminate; 

 
(iii) that there is no expectation that the person’s employment will be 

renewed or extended beyond the term referred to in (ii); 
 

(iv) that any failure to renew or extend the period of employment shall not 
constitute a dismissal of the person and that she/he shall not be entitled to 
any additional remuneration or compensation in respect of the completion 
of such period; 

 
(v) that the person’s employment with the Municipality will come to an 

automatic end on expiry of the term and such termination shall not be 
construed as a termination based on the Municipality’s operational 
requirements, nor as an unfair dismissal. Accordingly, reference in par (iv) to 
additional remuneration or compensation to which the employee shall not 
be entitled includes but is not limited to, severance pay, notice pay, 
retirement and medical aid fund benefits to which an employee may 
otherwise be entitled to in the event of a termination based on an employer’s 
operational requirements. 

 
8.4 Appointment of personnel in the office of any councillor 

 
(a) Only a full-time political office-bearer is entitled to one or more employees being 

assigned to her/him. 
 
(b) Any position created with the sole purpose of providing administrative support 

to a councilor, is created in the department responsible for corporate services. 
 
(c) The creation of positions in the offices of Councillors is done in the manner 

determined in this Manual. 
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(d) Any person employed in a post contemplated in par (c) must be appointed in 

terms of a written fixed term contract entered into with the Municipal Manager. 
The term of an appointment in terms of this paragraph expires automatically 
when the councilor to whom the employee had been assigned, ceases to be a 
councilor, political office-bearer or a full-time councilor of the Municipality, 
whichever event happens first. 

 
(e) Notwithstanding any provision to the contrary contained in this Manual the 

appointment of employees in the office of a political office bearer will be done by 
the political office bearer concerned. The appointment of such employee is 
within the sole discretion of the political office bearer within whose office the 
appointment will be made and can be done without following advertisement and 
selection processes outlined in this policy. 
  

8.5 Appointment of replacement labour in the event of a strike 
 

(a) The Municipal Manager may after, compliance with Section C, clause 12.1.4 and 
12.2  of the SALGBC Main Collective Agreement, and after consultation with the 
relevant departmental heads and the Chief Financial Officer, employ 
replacement labour during a strike in terms of, and consistent with, section 76 
of the Labour Relations Act 1995 and after. 

 
(b) Every person appointed as replacement labour must receive a letter of 

appointment that complies with section 29 of the Basic Conditions of 
Employment Act 1997. The letter of appointment must clearly stipulate that – 

 
(i) the appointment is only for the duration of the strike and that the services of 

the employee will terminate immediately when the regular employees of the 
Municipality return to work; and 

 
(ii) termination of any replacement labour employment shall not constitute a 

dismissal of the person concerned and that she/he shall not be entitled to any 
additional remuneration or compensation in respect of the completion of 
such period. The person’s employment with the Municipality will come to an 
automatic end on expiry of the term and such termination shall not be 
construed as a termination based on the Municipality’s operational 
requirements, nor as an unfair dismissal. Accordingly, reference in this 
paragraph to additional remuneration or compensation to which the person 
shall not be entitled, includes but is not limited to, severance pay, notice pay, 
retirement and medical aid fund benefits to which an employee may 
otherwise be entitled to in the event of a termination based on an employer’s 
operational requirements. 
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(c) Replacement labour is appointed to the positions of employees who are on 
strike. 

 
(d) Replacement labour must perform the functions of the striking workers. 

 
(e) Replacement labour is paid per hour worked at the hourly pay rate of the 

employee whose work she/he has been doing. 
 
8.6  Appointment of unskilled workers 
 
Notwithstanding any provision of this policy, the Municipal Manager or his/her proxy may 
deviate from the provision of this policy on recruitment, selections and appointments. The 
Municipal Manager or his/her proxy may appoint/select and appoint employees by the 
drawing of lots, provided that the following are met: 
  

 The position/vacancy  require no literacy or numeracy skills; 
 There is a possibility that the number of applicants may be so overwhelming that the 

objective process of formal recruitment and selection becomes impossible or 
redundant; 

 No formal criteria can be determined on the other skills required for the job(s). 
 
When the Municipal Manager exercises his/her authority to deviate from the formal 
processes outlined above, he/she must make sure that the manner to inform the public about 
the vacancy and the method of application reaches as many people as possible. These 
methods include, but are not limited to placing adverts at a number of public facilities 
utilized by the majority of residents; announcements by loudhailers or through public 
meetings. The drawing of lots must be done in public and at least two employees of the 
municipality or at least one official designated by the Municipal Manager and one Councilor 
must be present when this is done. 
 
The Human Resource Manager must maintain a record of all instances where such methods 
were utilized. This record must at least contain information about the designation of the 
job/vacancy; the date of the notice to the public; method utilized; the names of municipal 
representatives who were present as mentioned above and the names of individuals 
appointed. 
 

9. BENEFITS 

9.1 Retirement fund 

 
Subject to any collective agreement an employee appointed on a permanent or fixed term 
basis in a post in the permanent establishment, must become and remain a member of, and 
contribute to, a retirement fund recognised by the Municipality and registered in terms of 
the Pension Funds Act 1956. 
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9.2 Medical aid scheme membership 

 
Subject to any collective agreement an employee appointed on a permanent or fixed term 
basis in a post in the permanent establishment must, unless she/he is registered as a 
dependent under another scheme, become and remain a member of, and contribute to, an 
accredited medical aid scheme. 
 
The Municipality shall, in respect of an employee who retires from its service and who 
immediately before such retirement was a member of an accredited medical aid scheme 
continues to contribute to such employee’s medical aid premiums as determined in the 
current or any future Collective Agreement or as prescribed by legislation. 

10. ISSUING OF NOTICES OF APPOINTMENT, TRANSFER, 

PROMOTION AND DEMOTION AND JOB OFFERS  
 

10.1     Only the Human Resource Manager may- 
 

(a) issue a notice to an applicant for a job, including any replacement labour hired 
in the event of a strike, that she/he had been appointed; 

 
(b) notify an employee of her/his transfer, promotion, demotion or dismissal; 

 
(c) notify an employee that she/he successfully completed her/his period of 

probation or that her/his period of probation has been extended; 
 

(d) notify an employee of any change in her/his particulars of employment; and 
 

(e) notify an employee that an application made by that employee for participation 
in any scheme or programme of the Municipality has been granted or denied, 
except a decision with regard to an application for leave. 

 
10.2  When issuing a notice to a person in terms of this paragraph the Human 

Resource Manager must use the most reliable communications methods 
available. 
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11 . PROMOTION 
 

11.1The purpose of promoting employees is- 
 

(a) to enhance career advancement of employees; 
 
(b) to sustain productivity; 
 
(c) to minimise the effects of job poaching and job hopping by creating a work 

environment in which employees are aware that there are prospects for 
advancement; and 

 
(d) to accelerate the career development of persons from designated groups. 

 
11.2No employee appointed for a fixed term, whether she/he was appointed in terms of 

section 57 of the Municipal Systems Act, or an employee appointed in a temporary 
capacity may be promoted. 

 
11.3An employee may only be promoted if a vacant position at a higher grading exists 

and that position has been designated a promotion position. 
 

11.4An employee may only be promoted if she/he is suitably qualified for the position 
in question and has been in his/her current position for at least 12 calendar months. 

 
11.5Whenever an employee is being considered for promotion, the person considering 

the matter must consider the candidate’s employment history at the Municipality, 
provided that during such assessment it may not consider- 

 
(a) a penalty for misconduct that has expired; or 
 

(b) any disciplinary charges brought against the employee on which the employee 
was found not guilty; or 

 

(c) the fact that the employee objected to, or appealed against, any performance 
appraisal or outcome of a disciplinary enquiry. 

 

11.6An employee’s promotion becomes operative on the first day of the month following 
the month during which she/he was promoted. 

 

11.7An employee who has been promoted is appointed on the first notch of the salary 
scale relevant to the position in which she/he has been appointed, or receives an 
increase of at least one notch, whichever is the greater amount. 

 

11.8The date on which an employee has been promoted becomes the date on which the 
employee will in future receive notch increases. 
 

11.9An employee who has been promoted may not be appointed on probation. 
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12 . TRANSFER 
 

12.1The purpose of transferring employees is- 
 

(a) to ensure that employees are utilized for the purposes of meeting the 
Municipality’s human resources needs; 

 
(b) to enhance career advancement prospects of employees; and 
 
(c) to create opportunities for employees to stay in the Municipality’s service as an 

alternative for dismissal for incapacity due to illness or injury or poor work 
performance or due to the Municipality’s operational requirements. 

 
12.2No employee appointed for a fixed term, whether she/he was appointed in terms of 

section 57 of the Municipal Systems Act or an employee appointed in a temporary 
capacity may be transferred to another position. 

 
12.3An employee may not be transferred from one position to another unless- 

 
(a) a vacant position on the same level exists; 

 
(b) the employee agrees to such transfer; and 

 
(c) the transfer is intended to avoid the employee’s dismissal: 

 
(i) for incapacity due to illness or injury or poor work performance; or 

 
(ii) due to the Municipality’s operational requirements. 

 

13 . DEMOTION 
 

13.1The purpose of demotion is to create opportunities for employees to stay in the 
Municipality’s service, at a lower level, as an alternative to dismissal. 

 
13.2An employee can only be demoted to a lower post as a penalty for misconduct if a 

position exists to which that employee may be demoted and if the employee is 
suitably qualified for the position. 
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14 . DIFFERENCES ABOUT APPOINTMENT, TRANSFERS AND 

PROMOTIONS 
 

14.1Whenever there is a difference between two or more departmental heads regarding 
the appointment, promotion, transfer or demotion of an employee or an applicant 
in a position where the competence to make the appointment has been delegated to 
one of those departmental heads, the matter must be submitted to the Municipal 
Manager for a decision. 

 
14.2The decision of the Municipal Manager in the matter is final. 

15 .REPORTING ABOUT APPOINTMENTS AND DISMISSALS 
 

15.1The Human Resource Manager must on or before the seventh of each month, submit 
a report to the Municipal Manager and the Chief Financial Officer regarding all 
appointments, promotions, transfers, demotions, dismissals, resignations, 
retirements and changes to remuneration of employees during the past month in 
the format determined by the Municipal Manager. 

 
15.2An exit interview must be conducted for each employee that terminates his services 

voluntarily for whatever reason with the municipality 

16 . APPOINTMENT ON PROBATION 
 

16.1Any permanent employee who is newly appointed must be appointed on probation. 
 

16.2The appointing authority must determine the period of probation at the time of 
making the appointment having regard for the inherent requirements of the 
position concerned. 

 
16.3The departmental head concerned must evaluate the progress and performance of 

an employee appointed on probation on a monthly basis according to such factors, 
objectives and criteria as may be prescribed in terms of the Municipality’s employee 
performance appraisal system. 

 
16.4The probation period required for any employee may not be extended unless 

paragraph 15.2 has been complied with. 
 

16.5Any appointment on probation must also comply with the relevant legal prescripts 
of the Labour Relations Act, Act 66 of 1995, and any Code of Good Practice published 
in terms of the aforementioned Act. 
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17. PARTICULARS OF APPOINTMENT 
 

(a) The Human Resource Manager must present every newly appointed employee 
with a letter of appointment not later than the day on which she/he starts 
working in terms of section 29 of the Basic Conditions of Employment Act 1997. 

 
(b) Whenever any of the details contained in such a letter change the Human 

Resource Manager must inform the employee in writing of such changes. 
 

(c) In the event of an employee that cannot read the relevant departmental head 
must explain the content of such letter and any amendment thereof to every such 
employee in a language that she/he understands. 

18. WORKING HOURS 
 
18.1  Maximum working hours per week  
 
1) Full-time employees 
 
A full-time employee must work a 40-hour working week from Monday to Friday, except 
public holidays. 
 
2) Part-time employees 
 
When a part-time position is created, the Municipal Manager must determine the working 
hours of such a position. 
 
3) Shift Worker 

 
an employee is required to work for a specific period of time on a rotational shift system 
with an average of either 42 hours, 56 hours or 84 hours per working week respectively, 
whereby a twenty four hour, seven days a week (24/7) municipal services is rendered. 

 
18.2  Maximum working hours per day 
 
Full-time employees must work from 07:30/08:00 to 13:00 and 14:00/13:30 to 16:30 
Mondays to Fridays on every working day. 
 
*Shift working employees will work their full eight (8) hours per days with eligibility to the 
shift allowances as in the Free State Collective Agreement concluded by the 27th October 
2016. 
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18.3  Attendance registers 
 
Clause 31(1) (b) of the Basic Conditions of Employment Act 1997 (Act 75 of 1997) states 
that an employer must keep records containing, inter alia: 
 

“Every employer must keep a record containing at least the following information: 
 

i) The employee’s name and occupation; 
 

ii) the time worked by each employee”; 
 

An employee shall be required to signify her/his presence at work not later than 07:30 and 
13:45 by signing the attendance register supplied for this purpose. An employee shall, until 
the contrary is established, be deemed to be absent from work if she/he has not signed the 
attendance register as required. 
 

The purpose of this policy also aims to regulate and standardize the signing of attendance 
registers for employees. The MLM implemented a uniform attendance register. 
 
All employees are compelled to complete the standardized approved attendance register. 
 
The standardized attendance register will be completed in duplicate on a daily basis and 
the original copy to be submitted by the relevant supervisors to the pay office upon 
completion of every working month.  
 
Overtime worked will also be recorded on the standardized attendance register 
approved by Council. 
 
The relevant Heads of Departments shall ensure that throughout their relevant 
departments at all offices, site offices and workshops the policy is implemented. 
 
18.4  Overtime and Overtime Remuneration 
 
Overtime payment to employees will be regulated by the municipality’s Overtime Policy in 
collaboration with the applicable legislative prescripts. 
 
18.5  Emergency Work 
 
In the case of emergencies owing to circumstances for which the employer could not 
normally have made provision, the municipality may require employees to perform 
emergency work outside his/her normal working hours and remuneration for such 
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emergency work shall be paid according to the provisions of clause 12 of the SALGBC 
Collective Agreement1. 
 
This type of overtime occurs unexpectedly e.g. flood disasters, serious road, air, road 
accidents, maintenance and repairs to infrastructure services such as electricity, water, 
sewer, storm water etc., as well as hazardous chemical spillage, civilian unrest and social 
disorders, provisions of ambulance service, fire and rescue incidents, serious staff 
shortages.  
 

19. SMOKING AT THE WORK PLACE 

This section will apply to: 
 
19.1 All employees, clients, visitors, and contractors of the Municipality and no exception 

to the policy will be made. 
 
19.2 All buildings, premises, or enclosed spaces occupied, owned, leased or controlled by 

the Municipality. 
 
19.3 All workplaces, which include all company buildings, corridors, lobbies, stairwells, 

toilets or any other common areas frequented by employees. 
 
19.4 Nobody may smoke, or use snuff, in a vehicle of the Municipality. 
 
19.5 Employees who smoke or uses snuff must manage their smoking breaks in a 

responsible manner having due regard for their official duties.  Every supervisor must 
deal with prolonged or frequent absences from workplaces as a matter of 
performance and conduct. 

 
19.2  Procedure 
 
Smoking is prohibited in the workplace, unless that area is a designated “smoking area”. A 
designated smoking area must be clearly marked as such and it must be properly 
ventilated. Ventilation from designated “smoking areas” will be directed out of the building 
so as to ensure that this smoke-filled air is not circulated into other areas of the workplace. 
 
The number, location and distribution of designated areas will be sole determined by the 
Municipality. 
 
All designated smoking areas will be clearly marked with a sign stating that it is a “smoking 
area”. 
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The Municipality on a regular basis will monitor designated “smoking areas” for 
compliance to the policy. 
 
The Municipality will allow employees who do smoke, to take short breaks during the day 
to smoke in designated areas. However, the specific times and number of smoke breaks will 
be dependent upon the following factors: 
 
The effect on workflow and organization of employees being absent from the workplace; 
 
The requirements of the workplace and the work-processes in that particular area, 
including considerations relating to client liaison; 
 
The impact of absence from the workplace on employees who remain in that workplace, 
particularly, if the employees, who remain at their workplaces, will have to perform tasks 
normally performed by those employees who are absent from their workplaces; 
 
The Municipality recognises and acknowledges that employees have the right to work in a 
safe and healthy working environment and therefore the Municipality will attempt to 
minimise the exposure of non-smoking employees to designated “smoking areas”. Despite 
this, consideration must also be given to the operational needs and requirements of the 
business of the Municipality. Bearing this in mind, non-smoking employees, who liaise with 
the public must acknowledge that in certain circumstances, they be required to perform 
their services in areas of the workplace, which are designated “smoking areas” 

19.3 Disciplinary measures 

 
Disciplinary action will be taken against any employee who violates the regulations of this 
policy. 
 
19.4 Administration 
 
Human Resources will be responsible for facilitating the implementation of this policy and 
for monitoring adherence. 
 
 


