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1. Purpose of the Manual

The purpose of the manual is to provide guidance to management and all employees
in order to provide human resources necessary to achieve the Municipality’s strategic
goals. This will be accomplished by:

1. creating a commitment to programmes that will accelerate economic and social
development.

1. maintaining a competent, motivated and contented workforce through the
implementation of a human resources plan that acknowledges the need to
develop employees to their full potential.

1. making the employment profile reflect the demographics of South African
society.

2. enlisting and developing a competent, motivated and contented work-force and
creating an environment conducive to developing and utilising the full potential
of the organisation's employees

3. creating an organisational commitment to the objectives of the Municipality.
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1l Vision, Mission and Values

Vision

“1'S TO BECOME ECONOMI CA20L3Y0 "V. ABLE BY

Mission

IS TO DEVELOP OUR INSTITUTIONAL CAPACITY BY USING ALL
RESOURCES AT DISPOSAL TO DELIVER QUALITY AND SUSTAINABLE
SERVICES THROUGH PUBLIC PARTICIPATION.

In order to meet our vision and mission, Umzimkhulu Municipality has corporate values

through which it operates and abides by:

CORE VALUES:

1. COMMITMENT
2. ACCOUNTABILITY
3. PROFESSIONALISM
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DEFINITIONS

In this HR policy manual, unless the context indicate otherwise —

BASIC CONDITIONS OF EMPLOYMENT ACT means the Basic Conditions of
Employment Act, 1997 (act No.75 of 1997).

MUNICIPAL MANAGER means the Chief Executive Officer of a local authority,
irrespective of the designation of the post occupied by the official, or an employee acting in
such capacity in terms of a decision of the Municipality.

CONTRACT EMPLOYEE means an employee appointed to a post on the staff establishment
of Umzimkhulu Local Municipality , whether for a fixed period, a specific task or on an adhoc

(casual) basis.

DATE OF APPOINTM ENT means date of commencement of the last period of continuous
service with Umzimkhulu local municipality: Provided that if an employee’s service is
terminated for any reason whatsoever and he \she again assumes duty on the following day
without the Municipality revoking such termination of service, such latter day of assumption
of service shall be regarded as his\her date of appointment.

DAY means Monday to Friday, excluding public holidays, unless indicated otherwise by the

context

EMPLOYEE shall include a permanent employee or a contractual employee as defined but
excludes and independent contractor or its employees

EMPLOYENT EQUITY ACT means the Employment Equity act, 1998 (Act 55 of 1998).
GRIEVANCE means a complaint by an employee or group of employees against another
employee and or any Act or omission of the employer which adversely affects an employee in
the employment relationship excluding an unfair dismissal, a written allegation of misconduct,
or any other dispute which is regulated by a separate procedure

HOURS OF SERVICE means the production hours during which an employee normally has
to work during a working week or on a working day ( excluding showering,clothing,meal
preparation, time off on a pay day and tea\coffee breaks)
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MEDICAL AID SCHEME means a South African Local Government Bargaining Council

accredited medical aid scheme

MEDICAL PRACTITIONER shall also mean a dentist or traditional healer registered with a

professional council in terms of legislation

MUNICIPALITY means Umzimkhulu Local Municipality

OPERATIONAL REQUIREMENTS means requirements based on the economic
technological or structural needs of an employer

PERMANENT EMPLOYEE means an employee appointed in a post on the staff

establishment of the Municipality on an open ended contract

RETIREMENT FUND means a South African Local Government Bargaining Council
accredited provident\pension\gratuity

POSTmeans a position in the Umzimkhulu Local Municipality’s organizational structure to

which specific duties are coupled

PROMOTION means the placement or appointment of an employee in another post in
Umzimkhulu Local Municipality’s services by the Municipality where the maximum of the
salary scale of such other post is higher than that pertaining to the post occupied by the

employee prior to such placement

SALARY means an employee’s usual monetary compensation for services rendered to the
Municipality, whether in terms of the appropriate notch on his\her salary scale or a fixed amount
of money, but excludes any allowances, bonus, housing benefit, and payment for overtime or

monetary fringe benefits

TRADE UNION means the South African Municipal Workers Union and the Independent
Municipal and Allied Trade Union duly registered trade unions as contemplated in the Labour
Relations Act , 1995 ( Act 66 of 1995)

TRANSFER means the placement of an employee in another post in the Umzimkhulu Local

Municipality services by the municipality in terms of the transfer of staff policy
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WORKING DAY means any day on which an employee is normally required to work

according to the service requirements applicable to the employee’s post
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1. Human Resources
& Administration

Recruitment and Selection

Appointment of New Staff Members
Relocation of New Staff Members
Probation

Transfer of Staff within the Municipality
Acting in Higher Position

Hours of Work

Overtime Work

© 0o N o g ko DR

Termination of Service

HR Policies and Procedures Page 8 of 100



4[ Umzimkhulu Local Municipalitv — HR Policv and Procedure Manual — 2017/18 ]—

1. RECRUITMENT AND SELECTION OF EMPLOYEES

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy framework is to give guidelines on the recruitment and selection of
existing and new employees to vacant positions on the approved establishment of the
Umzimkhulu Local Municipality.

2. Scope Of Applicability

The policy will apply to:

1. All persons applying for positions on the staff establishment of the Municipality as
approved by the Council.

2. The appointment of all casual labour

3. Policy Statements

HR Policies and Procedures Page 9 of 100




4[ Umzimkhulu Local Municipalitv — HR Policv and Procedure Manual — 2017/18 ]—

1. All vacant posts that exist on the approved organisational structure shall be
advertised internally or externally as a prelude to being filled.
The Municipality may use head hunting methods and municipality database
depending on the post level of the position.
2. The internal and external advertisement of positions will follow the procedure
set out below:
1. Junior Posts: Post levels 6 - 9
1. All junior posts on the approved organogram shall be
advertised internally first through an Internal Vacant Positions
Bulletin.
2. The bulletin shall be distributed by placement on all the
Municipality’s Notice Boards, copies to each department, the
Union and through the Municipality’s intranet when one is
available.
3. A minimum time period of 5 working days shall be allowed
for submission of applications
4, If no suitable internal candidate is found, the positions can be
advertised through the External Vacant Position Bulletin
which is distributed to all the Wards within the Council’s
jurisdiction and local newspapers.

2. Middle to Senior Management posts: Post Levels 2-5
1. The same policy as set out in 3.2.1 above shall apply.
2. The positions may also be advertised in Local newspapers.
3. A minimum time period of 14 working days shall be allowed

for submission of applications

3. Section 57 Appointments

1. The recruitment ,selection and appointment of senior
managers must take place in accordance with the systems and
procedures contemplated in section 67 of the Municipal
Systems Act that are consistent with sections 54A,56,57A and
72 of the Municipal Systems Act.

2. A senior Manager post must be filled through public
advertising in accordance with the procedures contemplated in
regulation 10.
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The Municipality shall utilize the local, provincial national
newspapers for purposes of advertising these positions.

A vacant senior manager post must be advertised in a
newspaper circulating nationally and in the province where the
municipality is located.

A minimum time period of 14 working days shall be allowed
for submission of applications

4, Casual Workers

1.

The Corporate services department appoints casual workers,
taking into account applicable legal precepts.

Casual labour will be recruited from the Department of Labour
/Municipal Data base of casual labours.

The HOD’s must submit requests for casual labour based on
anticipated tasks and the budget to the Human Resources
Department.

Determinations of the Department of Labour will be used to
determine the rate of pay .(Where the department of labour
has not prescribed the remunerations committee will
recommend for the decision of Eco)

A written contract must be concluded with every casual
worker prior to commencement of their duties. The contract
must be signed by both the Municipality (Human Resources
Department) and the worker concerned.

Detailed records shall be kept of all casual labourers and
matters connected therewith.

3. Transportation of Candidates to Interviews

1. The Municipality will facilitate travel and overnight accommodation

arrangements of potential candidates who are invited for interviews

and who reside outside of the Municipalities area of jurisdiction

subject to the following:

1.

2.

A maximum of five 5 potential candidates per interview will
be allowed under this provision.
Potential candidates travelling for distances of between 150
and 400 km shall travel by road.

HR Policies and Procedures
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2. Candidates travelling distances in excess of 400 km may be allowed to
travel by air transport, if in the final analysis the combination of
distance, costs and personal circumstances warrant such a mode of
transport.

3. Where air transport is the preferred mode of transport, the
Municipality shall firstly consider budget air lines. If a suitable flight
cannot be obtained on a budget airline, bookings on a non budget
airline shall be made under the economy classification.

4. The Municipality will reserve the right to decide on the most suitable
mode of transport in respect of candidates referred to in paragraph
332

5. Candidates may be accommodated in a bed and breakfast facility
where time and other logistics result in it being impractical to travel to
and from the interview on the same day.

The advertisement and filling of vacant positions shall be determined by the

availability of funds as budgeted for by the Municipality.

Recruitment and selection of current and new employees shall be in terms of

the Municipality’s Employment Equity Plan and shall be equity sensitive.

The municipality shall automatically disqualify a candidate if it is found that

the candidate provided false information or canvassed for selection.

Where an appointment has already been made such false information

/canvassing shall be deemed as grounds for dismissal.

4 Procedural Matters

1.

The filling of a vacant or a newly created position will be initiated by the
manager concerned by completing section A of the recruitment form.

The form must be forwarded to the Human Resources and Finance Managers,
respectively, for the confirmation of the post, its grade and applicable salary
level (as per job profile) and the availability of funds.

The Municipal Manager will, on the basis of paragraphs 4.1 and 4.2 above
approve or disapprove the advertisement of the position.

The Human Resources Department will be responsible for the drawing up of
the advert and placement through the relevant medium. The advert must be
placed within a week of approval by the Municipal Manager.

The Human Resources Department will receive all applications from
prospective employees.
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6.

10.

11.

12.

13.

14.

15.

The Human Resources Department will develop a master list of all applicants
as well as a list of candidates who meet the minimum requirements and an
elimination list of candidates who, clearly, do not meet the minimum
requirements of the job. The latter two lists will be based solely, on the contents
of the job, as contained in the relevant Job Profile.

The Council shall appoint a selection committee in the case of the appointment
of the Municipal Manager and Managers reporting directly to the Municipal
Manager.

The Municipal Manager shall appoint a selection committee for all other
positions, which shall include the responsible manager and a representative of
the corporate services department custodians of this policy and its procedures
and union representatives as observers.

The Human Resources Department will develop guidelines for the selection
committee, including tools to be used during the selection process.

The selection committee, in its first meeting, will decide on the three lists stated
in 4.6 above and make suitable alterations before confirming the list of short
listed candidates. The selection committee shall also constitute the interview
panel

The Human Resources Department shall be responsible for the administration
of the entire process (this will include, amongst others, advising, in writing,or
by telephone) all candidates not short-listed at the earliest date.) and will make
all necessary preparations for the short-listed candidates to attend interviews.
At the end of the interviews, the selection committee shall compile a report
detailing the outcome of each interview and the performance of each candidate.
This report will also, reflect the committee’s recommendations on the suitable
candidate.

In the case of the appointment of a Municipal Manager or a Manager reporting
directly to the Municipal Manager, the report referred to in paragraph 4.12 will
be considered by the Executive Committee and recommend 3 potential
candidates for approval of the Council. The council reserves the right to veto
the recommendation taking into consideration requirements of the position.
The Municipal Manager will make the final decision in the appointment of all
other officials of the Municipality.

A Council resolution /Municipal Managers signature on the selection’s

committee’s report will formalize the appointment decision.
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16. Any offer of employment to an external candidate shall be subject to reference

checks, vetting were applicable, criminal records as well as authenticity of

qualifications.

17. Only the selection committee can recommend the appointment of family

members of employees in positions where they can be directly influenced by

the decision of another family member. Any municipal functionary shall

excuse himself\herself from a recruitment exercise where his or her family

member is involved.

18. The Human Resources Department shall keep all records, (including, a copy

of the advert, a list of applications received, a list of short-listed candidates, the

decisions of the selection committee, and any other relevant information), in

an active file for, at least, 3 years from the date of appointing a candidate; and,

thereafter, for five years, in a retrievable archi E N D

RECRUITMENT FORM

SECTION A — To be completed by Initiating Manager/Supervisor

Department/Section: Date:
Grade:
Position:
Level:
Reason for Vacancy (See columns on right) Please tick next to the appropriate box
Resignation
Comments by the Supervisor
lll-Health
Abscondment
Dismissal

Termination of Contract

New Position

Other

Manager/Supervisor Signature:

SECTION B — To be completed by Human Resources

Confirmation of | Existence of position on ULM Establishment
Vacancy:
Comments: Confirmation of vacancy and reason
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Confirmation of Job Grade (Insert Grade)

Availability of updated Job Profile

Signature of HR Manager: Date:
SECTION C —To be completed by Finance

Confirmation of | Post is budgeted for in the ULM budget

availability of funds:

Comments: Post funded by external body (indicate)

Signature of Finance Manager: Date:
SECTION D — To be completed by the Executive Municipal Manager

Approved Not Approved

Comments:

Signature of Municipal Manager Date:

| NB. The form must be returned to HR for annronriate action

B. APPOINTMENT OF NEW STAFF MEMBERS

Policy Approval Certificate

Position:

Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy framework is to give guideline on the appointment of new staff

members into the Municipality and the promotion of current staff members to senior positions.

2. Scope of Application
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This policy applies to and covers the following types of appointments into positions in

Umzimkhulu Local Municipality:

1.

2
3.
4

Permanent Appointments

Contractual Appointments

Temporal Appointments

Casual Appointments

Policy Statement

10.

New staff will only be appointed into positions that are on the approved

structure.

Every appointment will be effected on the basis of the collective agreements

of the South African Local Government Collective Bargaining Council and

legislation on Human Resources Matters.

All appointments will carry remuneration as determined by the job evaluation

wage curves and the Municipality’s salary policy. This means salaries of new

and existing employees must be within relevant levels.

The Municipal Manager will sign-off effect appointments for all positions in

Municipality

[The Selection /Interviewing panel to officiate over the appointment of

Municipal Manager and other Section 54 employees, will be established by

implementing clause 13 of the Regulations on the appointment and conditions

of service of senior managers|

No one shall be appointed out of range of the salary scale of the Municipality

All new appointees shall start at the bottom of the salary range, unless it is

lower than or equal to his/her salary with the former employer.

An appointment can only be a culmination of a due selection process following

the advertisement of the position in terms of the selection and recruitment

policy entailed in this policy manual.

All appointments shall be effected through an employment contract signed by

the Municipal Manager, or his/her appointee, and the prospective employee.

Following new appointments, the following will be undertaken in respect of

new members:

1. The Corporate Services Department will ensure that the new
employees are inducted into the Municipality within three (3) months
upon taking a post with the Municipality.
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A quarterly calendar for induction shall be drawn up for the

Municipality.
The induction shall consist of a program of a day or up to a week where the new
incumbents will be provided all the information about the municipality, strategy,
culture, structure, ethos, etc.
Notwithstanding the induction of employees, every new employee must be properly
orientated within one (1) week of starting work in the Municipality.

2. The orientation shall consist of the official being taken around and
shown all the amenities, people and places that are crucial both in
pursuit of duties and facilitation of an enjoyable employment in the
Municipality.

3. The Human Resources Department shall in consultation with HODs
and the Municipal Manager be responsible for the development and be
the custodian of both the induction and orientation program.

4. The new employee must be given a handbook containing all the major
municipality policies that affect her/his employment upon assumption
of duty.

6. Procedural Matters

The procedure outlined here-below shall apply for all appointments in the establishment of the

Municipality.

1. Upon receipt of the signed report of the Selection Committee, The Human
Resources Department will generate an appointment offer in the form of a
contract. The Mayor will sign the contract of the Municipal Manager. The
Municipal Manager will sign appointment of all other positions.

2. The line manager concerned will make the job offer to the prospective
employee who will be expected to sign it and return a copy to the Human
Resources Department and keep the original.

3. The Human Resources Department will open a file for each appointed
employee and place the report of the selection committee and the employment
contract therein.

4. The new employee will be presented with a set of documents to complete,

including the bank details form, nomination of beneficiaries, biographical
information required by the employer as prescribed by the Basic Conditions of
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Employment Act, as amended, Employment Equity Act, and any other act
relevant to his/her employment and any other document the Municipality may
deem necessary to keep in the employee’s file.

The Human Resources Department will advise and provide the payroll office
with the details of the new employee for the purposes of preparing his salary
when it is due. In this regard, greater effort will go towards ensuring all the
necessary information is received even before the employee assume duties with
the Municipality.

END

SELECTION PROCESS FORM

SECTION A — Members of the Selection Committee

Init

Surname

Capacity of Members

Trade Union Representatives- Observation purposes

Init

Surname

Capacity of Members
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SECTION B — Short listed Candidates to be interviewed

Department/Section: Date of Interview:

Position: Level:

Interviewed Candidates (in alphabetic order)

Init Surname Gender | Race | ID Number

SECTION C — Summary of the Outcome of the Selection Committee

Init Surname Summary of the performance of each interviewed
candidates
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Init

candidates

SECTION D — Summary of the Recommendations of the Selection Committee

Recommended candidates (in order of preference)

1. Preferred Candidate Number
2. Preferred Candidate Number
3. Preferred Candidate Number

The Committee’s Supporting Comments:

HR Policies and Procedures Page 20 of 100
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Name and Signature of the Committee’s Chairperson.

Name:

Signature:

Date:

NB. All the documents that were used in the selection process must be
attached to this report and presented to Municipal Manager to consider along
with the Committee’s Report.
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1. RELOCATION OF NEW STAFF MEMBERS

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to provide guidelines on the relocation procedures of new staff
appointed outside the boundaries of the Umzimkhulu Local Municipality into the Municipality.

2. Scope of Application

This policy applies to Senior Managers appointed by the municipality who have been recruited
from outside the official municipal boundaries

3. Policy Statement

1. The municipality will bear the relocation costs of all newly appointed officials
and their family members as follows:
1. Once off relocation of their furniture from the existing home town to
Umzimkhulu.

3.1.2 The Municipality shall in all cases opt for a cheaper of the three quotations receives
from the service providers. Exceptions to this policy shall be overridden by the
Municipal Manager only.

1. Once off transportation of the employee and members of her/his family

to Umzimkhulu surrounding areas.
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2. New appointees from outside the municipal boundaries will be provided with

temporary accommodation for a period not exceeding three (3) month from the
date of assumption of duty.

3. It is the responsibility of the employee to look for a permanent accommodation
immediately they assume duty.

4. The Municipality shall not pay for relocation costs for prospective employees
who reside within the UMzimkhulu Municipality

5. This policy must be read with Policy A on recruitment and selection of new
staff.
4. Procedural Matters
1. Upon receipt of the appointment notice and signing and forwarding of the

Acceptance of Offer Document, the person must source at least three (3)
quotations from reputable removal companies in respect of the relocation of
their personal belonging.

2. The quotations should be submitted to the Human Resources Department for
approval.
3. The Supply Chain department will arrange and issue an order as the only

official document authorizing the engagement of the preferred service provide
for this purpose.

4. The order will be handed over to the prospective/new employee who shall
liaise with the service provider her/himself. After the services have been
rendered the prospective/new employee shall submit the invoice from the
service provider to the Human Resources Department for processing of
payment.

END
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5. PROBATION

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to give guidelines on the probationary issues for new incumbents
of positions within the municipality, for proper management of probation of new employees
and avoidance of unfair and discriminatory practices.

2. Scope of this Pbcy

This policy applies to all incumbents employed by the Umzimkhulu Local Municipality with
the following type of contracts:

1. Permanent Employees
2. Contractual Employment of a period longer than twelve (12) continuous months
3. Policy Statement
1. Every appointment in excess of twelve months shall carry a probation clause
as follows:
2. Every permanent and long-term appointment shall carry a probation period of
3months.
3. Probation shall be part of the employment relationship and shall be contained

in the letter of employment.
4. There shall be no probation for existing employees taking up new jobs within
the municipality whether through promotion or lateral movements.
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5. Management, through, the direct supervisor will take full responsibility for

supporting the new employee in one or more of the following ways to ensure

that their probationary period is mutually satisfactory:

1. Providing the new employee with all reasonable material resources
she/he needs to perform his/her duties satisfactory.

2. Ensure that the new employee is exposed to the necessary training to
reinforce his/her capacity to perform

3. Be available to provide guidance and other personal interventions to
the new employee in the form of mentoring and or coaching.

4. Ensure that the new employee is suitably orientated in the organization

and within the team he/she is part of.

6. Any one of the following can be the outcome of a probation relationship:
1. Confirmation of appointment.
2. Extension of probationary period pending specific objectives and

corrective action plan to be achieved by the employee. The extension
shall not be more than 3 months.

3. Termination of the employee’s service, following a disciplinary
process, where it was proven that the employee failed to meet the
requirements of the job even with the tangible and practical support
provided for through the relationship with their Manager during the
probationary period.

7. Probation shall not be linked to any remuneration and benefits. (No benefits

will be withheld on account of the employee being on probation)

4. Procedural Matters

The procedure for the administration of probation in the Umzimkhulu Local Municipality is as

follows:

1. The supervisor of the new employee shall discuss with the latter, his/her job
indicating what is required of the incumbent, what performance standards are
associated with the job. A Job Profile will be the basis of this discussion.

2. The supervisor of the new employee shall meet the incumbent, at least, once a

month to discuss performance, progress and challenges that may be facing the
latter. Such discussions will be reduced to writing indicating areas needing
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improvement, newly identified challenges, mutual actions needed to meet

those challenges, etc.

3. The last probationary discussion will assume the role of assessing the
suitability of the candidate for the job; based on the five (5) preceding reports,
action taken, progress made or lack thereof in the case of employees on six (6)
months’ probation and two (2) for employees on three (3) months’ probation.

4. The final outcome of probation and decision of the Municipal Manager shall
be communicated in writing to the employee concerned.

5. At the end of the period the Supervisor will prepare a report with
recommendations on the employment suitability of the incumbent for the
attention of the Municipal Manager; who will take the final decision in this
regard.

6. Human Resources Department shall provide ongoing support to, both, the
supervisor and the new employee in terms of providing advice and practical

assistance throughout the probationary period.

END
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PROBATION FORM

SECTION A — To be completed the Supervisor/Manager

Department/Section:

Probation Period:

Position:

Grade:

Key Job Accountabilities

No.

Key Accountabilities

Weight
in %

Management Expectations during the
Probationary Period

1
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SECTION B — To be completed by the Employee

Key Job Accountabilities

No.

Key Accountabilities

Weight
in %

Job and Personal
Incumbent

Needs of

the

1
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SECTION C - Statements of agreement

Area of agreement Details Employee’s Management
Commitment Commitment

Frequency of one on
one meetings

Measurement of
performance

Quarterly review of
performance

Employee’s
development needs

Employee’s
environment needs

Employee’s orientation
needs

Employee Endorsement

Comments
Name of Employee:

Employee signature:

Management Endorsement

, ) Comments
Manager’s Name:

Management Position:
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5.  TRANSFER OF STAFF WITHIN THE MUNICIPALITY

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

This policy gives guidelines on lateral movement (within the same job range) of employees
within the Umzimkhulu Local Municipality.

2. Scope of this Policy

This policy applies to all positions and employees in the Municipality, except the position of
the Municipal Manager and Senior Managers.

3. Policy Statements
1. Transfers of employee will be implemented to achieve the following
objectives:
1. To fulfill the critical and important needs of the Municipality as may

arise from time to time.
2. To provide employees with the opportunity to acquire knowledge and
experience in other areas of the Municipality.

2. All employees of the Municipality are legible for transfer to a position within
the same salary scale by reasons of their posts being changed, abolished or
through personal circumstances.

3. All transfers must be authorized by the Municipal Manager and must be

communicated in writing to affected employees.
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4. As far as possible transfer of employees within the Municipality must never be

to the detriment of the Municipality.

5. Where transfers are initiated on behalf of the Municipality, the employee
concerned must be consulted in good time and her/his personal situation must
be considered favorably in the process.

6. Should the employee not be keen to be transferred, she/he must be given the
opportunity to state her/his reason without prejudice.

7. The Municipality may after considering the employee’s side of the story,
proceed with the transfer if the transfer is in the best interests of the
Municipality or is necessary in terms of the operation requirements of the
Municipality, and unless the employee’s conditions of service will not be

altered in such a way as to disadvantage her/him.
8. Procedural Matters
The procedure for the effecting lateral transfers shall be as follows:
1. A lateral transfer can be initiated as follows:

1. By the Municipality where the intention is to address an

operational reason in one or another component of the

Municipality.
2. By an employee for personal or developmental reasons.
2. Where the Initiator is the Municipality,
1. The direct Supervisor of the employee who is identified for

transfer must complete the lateral movement form and submit
it to the Head of the Department

2. The Head of Department will after completing her/his section
of the form, forward it to the Human Resources Department.
If the proposed transfer is within the same department the form
is moved directly to HR.

3. Where the proposed transfer is to another department, the form
is directed to the Head of Department of the intended receiving
department.

4, The Human Resources Department will after applying itself to
the request, considering policy and legislative issues and
recommendations of both Heads of Departments, forward the
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form to the Municipal Manager with clear recommendations

for final decision on the matter.
5. The duly signed form will revert to the Human Resources

Department for implementation of the decision which will

entail:

1. Advising the relevant Department of the Municipal
Manager’s decision.

2. Preparing a letter of transfer and forwarding it to the
Department for onward transmission to the employee.

3. Updating the Human Resources information system
of the change in position (if approval granted) as well
as placing the relevant documentation in the
employee’s personal file.

3. Where the Initiator is the employee, she or he completes the lateral

movement form before handing it to her/his direct Supervisor who will
ensure the rest of the process as stated in 3.8.2 above ensues.

4. The Head of the Department of the releasing department must approve
the imminent departure of the employee and the Head of the recipient
department must also be in agreement to the transfer.

5. The Human Resource Department shall oversee the application and
implement the outcomes as stated in the preceding statements
regardless of the initiator and the outcome of the transfer process.

END

EMPLOYEE LATERAL TRANSFER FORM
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SECTION A: To be signed by Employee applying for transfer if transfer is

Employee Initiated or Management is initiated on behalf of Municipality

Current Department Current Position Employee’s Name

Details of Application

New Department New Position Intended Date of Transfer

Management/Employee Motivation

Management/Employee Signature ‘ Date:

SECTION B: To be signed by the HOD of the Current Department
Transfer endorsed ‘ Yes ‘ No
Comments
HOD’s Signature Date

SECTION C: To be completed by the HOD of the intended recipient Department

Department Position
HOD’s Comment Endorsed Not Endorsed
HOD’s Signature ‘ Date

SECTION D: To be completed by the Municipal Manager
Municipal Manager's Comment ‘ Approved Not Approved
HOD’s Signature ‘ Date

SECTIONE: To be completed by HR (for office use)
Comments Letter of transfer/regret generated Yes | No

Employee advised Yes | No

Effective transfer date if applicable

HR Practitioner’s Signature Date
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4.  ACTING IN HIGHER POSITIONS

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to provide guidelines for the appointment and remuneration of

employees acting in higher positions in the Municipality.

2. Scope of this Policy

This policy applies to all employees acting in higher positions resulting from positions

becoming vacant or longer periods of absence by current incumbents.

3. Policy Statement

1. Payment for acting in higher positions shall only be effected if acting is for a
period in excess of 10consecutiveworking days.

2. In such cases acting in higher positions shall be authorized in writing by the
Municipal Manager or her/his nominee.

3. Acting in higher position shall be a temporal measure until the position is filled
and therefore no employee shall act in a higher position for a period longer
than six (6) months. During this period Human Resources will make every
effort to ensure that the vacant position is filled.

4. Under exceptional circumstances only, will the Municipal Manager approve
acting for a longer period in consultation with the Executive Committee./the
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10.

11.

municipality will make an application for exemption to the KZN Division of
SALGBC.

Where no suitable alternative candidate can be found the employee acting shall
be permanently promoted to the acting position within 9 months of first taking
up the position. This will be done in consultation with the employee, the
responsible manager and the head of Corporate Services.

The acting allowance will be a non-pensionable amount payable to be
difference between the current salary of the employee acting and the minimum
notch of the salary pertaining to the post in which the employee is acting or 8%
of basic salary of post in which the employee is acting whichever is greater.
The Municipal Manager or his/ her nominee will appoint the person to act in a
higher position.

Employees can act in posts on the same level as theirs; although managers
should consider people in lower posts first, in order to provide them with the
opportunity to learn and acquire higher levels skills.

No remuneration will be implemented for this category of acting.

Employee acting in position in the same level as the position they are currently
occupying will not receive additional remuneration as a result of their acting
status.

An employee who has been assigned to perform added responsibilities should
be compensated an amount of R2500.00 a month.

The appointment of the Acting Municipal Manager shall be the prerogative of
the Executive Committee. Where, an incumbent Municipal Manager is still in
the employ of the Municipality and his employment status is not a subject of a
disciplinary or criminal investigation, the Executive Committee shall consider
the recommendations of the Municipal Manager.

4, Procedural Matters

1.

In the event of a position becoming vacant, a Manager in a Department shall

initiate the appointment of an acting employee by:

1. Motivating for a need for an acting employee.

2. Ensuring that the position exists in the organizational establishment of
the Municipality.

3. Identifying an employee who will be suitable to act.

4. Establishing the availability of funds
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2.

The application will be lodged in an appropriate form bearing the signature of
the Head of Department.

The form will then be transmitted to the Human Resources Department which
will consider all policy and legal issues and forward it to the Finance
Department for confirmation of availability of funds.

The ultimate approval (on the form) will be given by the Municipal Manager.
Only after approval has been obtained will the Human Resources Department
generate and issue a letter of appointment to the employee concerned.

The letter will be transmitted to the employee through her/his Head of
Department.

END
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Acting in Higher Position Form

SECTION A: To be completed by Head of Department

Department/Section: Date:
Grade:

Vacant Position:
Level:

Proposed Employee Department/Section | Reason for Vacancy (See columns on right)
Please tick next to the appropriate box
Resignation

Proposed Acting Period llI-Health

From: To: Abscondment

Current Position Current Grade Dismissal

Termination of Contract

Comments by the HOD/Municipal Manager New Position

Parental Leave

HOD/Municipal Manager’s Signature:

SECTION B: To be completed by the HR Department

Confirmation of | Existence of position on Department’s Organogram
Vacancy:
Comments: Confirmation of vacancy and reason

Confirmation of Job Grade (Insert Grade)

Availability of updated Job Profile

Signature of HR Manager: Date:

SECTION C: To be completed by Finance Department

Confirmation of | Post is budgeted for in the Department’s budget
availability of funds:

Comments: Post funded by external body (indicate)

Signature of Finance Manager: Date:

SECTION D — To be completed by Municipal Manager

Approved Not Approved

Comments:

Signature of Municipal Manager Date:
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| NB. The form must be returned to HR for appropriate action

HOURS OF WORK

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to regulate the hours of work in the Umzimkhulu Local
Municipality across the broad spectrum of its employees.

2. Scope of this Policy

This policy applies to all employees in the service of the Umzimkhulu Local Council, including,
Casual Employees, Contract and Short-term Employees, shall be governed by the stipulations

of this policy.
3. Policy Statements
1. All municipal employees shall work a maximum of forty (40) hours a
week, excluding break times. This statement also excludes staff of the Traffic
Department and members of the Senior Management.
2. An Umzimkhulu Local Municipality week shall be from Monday to Sunday
depending on the conditions of individual categories of employees.
3. The following categories of employees within the Municipality exist with their

corresponding hours of work. See the table:
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Cleaners 06:45 — | 06:45 — | Nil Nil
15:30 14:30
Female Refuse Collectors 12:00 — | 12:00 — | Nil Nil
20:00 20:00
09:30 - 09:20 — | 08:00 — | Nil
17:00 17:00 14:00 or
Library Staff 07:00 -
13:00
Male Refuse Collectors — 1% Shift 07:45 — 1 07:45 — | Nil Nil
16:30 16:30
Male Refuse Collectors — 2™ Shift 17:30 — | 07:45 —[12:00— Nil
01:30 16:30 17:15
Messengers/Drivers 07:45 — 1 07:45 -
16:30 15h15
Office Workers 07:45 — | 07:45 — | Nil Nil
16:30 15h15
07:45 — | 07:45 — | Nil Nil
16:30 15h15
Traffic Official — 1 Shift 06:00 — | 06:00 — | 06:00 — | 06:00 -
14:00 14:00 14:00 14:00
Traffic Official — 2" Shift 14:00 — | 14:00 — | 14:00 — | 14:00 -
22:00 22:00 22:00 22:00
4. The hours of work for the respective categories of employees has necessitated

the implementation of additional measures to support the smooth

implementation of this policy, as follows:

1. The implementation of shift work for the male refuse collectors.

2. Arrangement of transportation for employees in the refuse collection
category working the 2" shift for after work home delivery.

3. Such transport arrangements shall be limited to the Umzimkhulu local
council jurisdiction.

4. The Driver of the vehicle transporting employees shall after delivering
the person drive the Municipal Vehicle to his home.

5. Clause 3.4.4 is subject to the Driver providing proof of conducive
circumstances for the safe keeping of the municipal vehicle overnight.
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The Human Resources Department shall ensure that this responsibility

with the assistance of the Driver.
5. This policy shall come into effect after the necessary consultation has taken
place between the Municipality and the respective categories of employees or

their representatives.
4, Procedural Matters

1. The Municipality must sign agreements with respective categories of
employees officiating the implementation of this policy.

2. The Municipality will implement and access control system to be implemented
with a time register system to enforce the application of this policy.

3. The access control system and the time register system shall serve as official
time management systems for the Municipality and as such both of them will
be within easy access of all the employees of the Municipality.

4. Individual and group reports deriving from the systems shall be synchronized
with the payroll data on a monthly basis to inform individual employees’
salaries based on real time worked.

5. Noncompliance with the Municipality’s access control and manual time
register systems may result in a disciplinary action being taken against
employees.

END
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5. OVERTIME WORK

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to outline the Umzimkhulu Local Municipality framework and
conditions under which the authorization of overtime will be done and how overtime will be
remunerated.

2. Scope of this Policy

This policy applies to every person that has to work overtime in pursuit either of their duties
and/or any additional duties that may be necessary. Senior Management are not included under

the provision of this policy.

3. Policy Statement

1. No overtime remuneration shall be effected for senior managers and those
employees between R 193805.00-R 205433.30per annum as determined by
the Minister of Labour.

2. Overtime work will be allowed in situations where one or more of the
following circumstances prevail:

1. The Municipality is experiencing an unscheduled increase of work.
2. There is a temporal shortage of staff resources following a brief

absence of an employee or employees from duty.
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3. A program/project is placing undue stress on existing human

resources capacity.

3. No employee will undertake overtime work in excess of ten (10) hours in any
week except through a formal agreement with the worker concerned or his/her
representative.

4. All overtime must be properly authorized in advance by the HOD before
employees can be expected to perform overtime duties.

5. Employees must be consulted in good time where their services are required
for overtime purposes.

6. Overtime compensation shall be based on one and half times of the employee’s
earnings or an employee agreeing to take time off in lieu of overtime worked.

7. Work performed on Sunday and during public holidays shall be remunerated
at double the rate of the employees’ salary.

8. Senior Managers who are compelled to work protracted periods of overtime

work shall take leave in lieu of time worked.

4, Procedural Matters

1. A manager requiring his staff to perform overtime duties must submit a request
to the Municipal Manager; explaining the need for such overtime on a
prescribed form.

2. The Municipal Manager will solicit advice from The Human Resources
Department and Finance Departments respectively, as far as ensuring that the
provisions of this policy have been adhered to and that there are funds available
for the said overtime.

3. It shall be the responsibility of the initiating Manager to consult with the
concerned employees, receive their consent and finalize the logistics, including
the dates and times for such overtime, only after approval is granted.

4. Only in exceptional cases will overtime be approved after employees have
performed overtime duty. In such cases payment will not be prepared without
the de facto approval of the Municipal Manager

5. Overtime remuneration will be effected in the month following the one in
which the actual overtime was worked. The Municipality will avoid at all costs,
the practice of withholding overtime payment which is officially due to
employees.
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6. The Human Resources Department shall keep all records of overtime worked

and compensated

END

OVERTIME FORM

SECTION A: TO BE COMPLETED BY INITIATING HOD
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Section/Department

Number of

Employees
required to work overtime

Details of Overtime Required

Date From Date to Number of
Days

Time from Time to Number of
Hours

The Reason for the need for overtime: (Employees to work overtime to be listed in the attached

schedule)

Signature of the Initiating HOD Date:
SECTION B: TO BE COMPLETED BY HUMAN RESOURCES

Overtime Policy observed Yes No

Comments:

Signature of HR Manager Date:
SECTION C: TO BE COMPLETED BY FINANCE

Budged available Yes No

Comments:

Signature of Finance Manager Date:
SECTION D: TO BE COMPLETED BY MUNICIPAL MANAGER

Approved Yes No

Comments:

Signature of Municipal Manager Date:

| NB. The signed form must be returned to the Manager who will forward it to HR with the attached schedule

e — T VT = T == VU T

YT T~

VT T TV

[ Date From

| Date to
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Initial

Surname

Monthly
Salary

Overtime Cost

No of hours @ 11/2
rate

No of hours
double rate

@

Signature of HOD

Date:
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TERMINATION OF SERVICE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to provide guidelines on circumstances and procedures of
terminating services of employees in the employ of the Umzimkhulu Local Municipality

2. Scopeof this Policy

Termination types that are included in this policy are: resignations, end of contract terms,
retirement, dismissal, abscondment, termination due to ill-health and death and apply to all
employees of the Municipality.

3. Policy Statement

The following policy statements shall obtain for the breaking of the employment relationship
between the employees and the municipality.

1. Resignation
1. Resignation is an employee initiated termination and will come to
effect with an employee serving the Municipality with a resignation
letter indicating a notice period as follows:
1. One (1) week notice period for employees in service from zero
(0) to four (4) weeks.
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2. Two (2) week notice period for employees in service from four
(4) weeks to twelve (12) months

3. One month (1) month notice period for employees in service
for twelve (12) months and more.

4, Withdrawal of resignation letter is not permitted by law and as
such the resignation letter is an official termination of the
employment relationship between the employer and the
employee.

2. Dismissal
1. Dismissal of an employee from service in the Municipality shall be as
a result of a disciplinary process only.
3. Death of an Employee
1. Death of an employee shall result in her/his services terminated with
immediate effect.
4. Termination of service due to Ill-Health
1. The Municipality will terminate the services of an employee based

only on a medical proof of incapacity to perform current or any duties
for which the Municipality can utilize the services of an employee.
An employee can initiate a process that would result to her/his services
being terminated due to ill-health if she/he considers her health in a
serious shape. However, the provision of 3.4.1 above shall be the only
basis for termination of services.

Where an employee is incapable of continuing to perform the duties
for which she/he is employed, the Municipality through dialogue with
the employee and or her/his representative will seek first to find
suitable alternative employment before considering terminating
her/his service.

Where an employee has continuously absented her/himself from work
under the pretext of failing health, the Municipality can facilitate
medical examination of the employee by a panel of or an individual
Medical Practitioner at its costs, if an employee has exhausted his/ her
80 days sick leave in twelve months.

5. Abscondment from duty
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1. An employee shall be deemed to have absconded when she/he has

absented her/himself from work for a period of ten (10) consecutive
working days without leave.

2. The Municipality will on its part undertake such steps as may be
reasonable, to look for the employee before terminating her/his
services of the employee. However, the responsibility to report for
duty or report inability to report for duty rests squarely with the
employee.

3. The Municipality will terminate an employee’s services immediately
after the end of the tenth consecutive day of absence from duty by an
employee.

4. Termination of a service due to abscondment from duty can be
reversed taking into account personal circumstances of an employee
and following the staging of a disciplinary process.

6. Retirement from service

1. The attainment of retirement age as stipulated in the rules of the
relevant retirement fund, subject to a maximum retirement age of
sixty- five (65) years.

2. Notwithstanding the stipulated age requirements, employees of any
gender can elect to go an early retirement from the age of fifty-five

(55) years
7. Termination of an employment contract
1. The Municipality will terminate automatically an employment

contract with a stipulated expiry date at the end the contract period.
8. Services can be terminated due to operational requirement as envisaged in
terms of the provisions of section 189 and 189A of the Labour Relations Act ,
Act 66 of 1995(as amended )
9. The Municipality will place a premium on both the prompt and timely
termination of an employee’s service on its system and the payment of benefits

and monies due to them.

4, Procedural Matters

1. All voluntary termination types (i.e. resignation, retirement and ill-health) shall
be submitted to the Line Supervisor or Manager by the employee concerned.
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2. The Supervisor or Manager shall make available a termination form for

completion by the employee, endorsement by the Supervisor or Manager
before being routed to The Human Resources Department.

3. The following terminations shall be initiated by The Human Resources
Department on behalf of the Municipality, based on the policy statement as

articulated in section three (3) of this policy:

1. Dismissal

2 Retirement

3 Termination of Contract
4. Abscondment

5 Death

4.An employee shall initiate termination of the following nature by completing and

duly submitting a termination of service form.

1. Resignation
2. Early Retirement
3. Termination due to ill-health
5. The Human Resources Department will keep records of all terminations and

provide managers with Labour turnover reports, including reasons, on a
Monthly or Quarterly basis.

6. All terminations shall be reported on the official termination form of the
Municipality.

END
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TERMINATION OF SERVICE FORM

SECTION A — To be completed by the Employee and or Supervisor/Manager

Employee’s Department
Name

Position

Termination Date Level

Reason for Termination

Employee’s Comments:

Employee’s  Signature:
Date:

Supervisor's Comments:
Supervisor's  Signature:
Date:

SECTION B — HOD'’s Instruction

Post Impact Assessment(see codes at bottom)

Comments and Recommended Action

Advertisement of Vacancy Yes | No
Acting employee to be appointed | Yes | No
Post to be abolished Yes | No
Any other action Yes | No
Municipality property recovered Yes | No

(Provide details of property below)

Signature of HOD

Date:

SECTION B - To be completed by the Human Resources Department

Details of further action to be taken

Exit Interview arranged Yes | No

Leave balance calculated

Medical Aid company advised

Payroll advised of termination

Pension/Provident advised

Employee terminated on

Payroll

Comments:

Signature of HR Practitioner:

Date
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2. Leave Administration

Annual Leave
Sick Leave
Family Responsibility Leave

Parental Leave

ARSI A

Study Leave
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1. ANNUAL LEAVE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. The purpose

The purpose of this policy is to establish mechanisms for the administration and management
of types of leave applicable in the Municipality.

2. The Scope of this Policy

The leave policy applies to all permanent and contract staff that is in the employ of the
Municipality and deals with all types of leaves.

3. Policy Statement

1. Leave entitlement in the Municipality is based on the number of days a person
works in a week as follows:

Category of Employees Number of Days Entitlement
Employees working 5 day week 24 Days
Employees working a 6 day week 27Days

2. The leave system shall run on an accrual basis, namely, employees will accrue

leave on a monthly basis until they accrue the full entitlement (as per the table
above) at the end of a 12 month period. Accordingly they can only apply for
leave that has been accrued at a point in time.
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3. A minimum of sixteen (16) days for employees accruing 24 dys leave

must be taken annually and aminimum of nineteen [19] days for

employees accruing 27 days must be taken annually.

4. Employee is entitled to retain a maximum o#8 daysas it is stated in the
SALGBC Main Collective Agreement
5. Encashment of 10 days leave shall be allowed to all employees and this process

should be done annually in December.

6. All leave balances must be paid for in full on termination of service.

7. Employees who have exhausted their leave entitlement may apply for unpaid
leave.

8. Only in exceptional cases will the Municipality approved borrowing of leave

from future accruals. In such cases the approval of the Municipal Manager
must be sought.
9. Special leave on full pay shall be granted to an employee subject to submission

of supporting documents if the employee:

3.9.1 sits for an examination prescribed or approved by the Municipality

3.9.2 is to remain quarantine on instructions of a registered medical practitioner or

registered Traditional healer.

3.9.3 is attending a meeting or conference approved by the Municipality

4, Procedural Matters

1. To apply for leave employees shall complete and submit an application to their
Supervisor/Manager at least five (5) days before of the start of intended leave
period.

2. The supervisor/Manager must obtain the approval of the Head of Department
for the onward transmission of the duly completed and approved leave forms
to The Human Resources Department for administration purposes.

3. It is the responsibility of the employee to obtain the written confirmation of
approval of leave before going away on leave.

4. Employees going on leave without receipt of confirmation will be construed to
be away from duty without authority and may have the salaries affected
accordingly and or with disciplinary action taken against them.

5. Human Resources will keep manual and electronic records of employee leave
entitlement and all transactions in respect thereof.
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6. The Human Resources Department will provide Management with monthly

leave reports; reflecting leave accrued, leave taken and leave balances.

END
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5.  SICK LEAVE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to establish mechanisms for the administration and management
of sick leave applicable in the Municipality.

2. Scope of this Policy

This policy applies to all permanent and long-term contract employees. Casual workers
employed for periods of less than three days a month shall not be covered by this policy

3. Policy Statements

1. Sick leave allocation will be on a cycle of eighty (80) working days over three
(3) year leave cycle.

2. An employee’s sick leave cycle shall be individually determined as per their
date of employment with the Municipality.

3. In the first year of a cycle employees may not exceed fifteen (15) days of sick
leave and in their second year thirty (30) days.

4. In circumstances where the employees have a need to deviate from the
provisions of 3.3, special written permission shall be obtained from
Management with the necessary supporting documentation from a Medical

Practitioner or another person so authorized.
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5. A sick leave absence of two (2) consecutive days or more shall be supported
with a sick note from a Medical Practitioner or a dentist or a Traditional Healer
registered with a recognized professional council in terms of legislation in the
required format. No sick note is required for sick leave of less than two (2)
days

6. Notwithstanding 3.5 above, Management reserves the right to ask for a sick
note from an employee with less than two (2) days of sick absence, should the
Municipality have reasonable grounds to do so.

7. The Municipality reserves the right to withhold payment for sick absence
where the provisions of 3.5 and 3.6 above are not fulfilled. In addition
disciplinary action may be instituted against the employee.

8. It is the responsibility of the employee to inform Management of absence from
work within three hours of the first day of sick absence and to submit a
Doctor’s note within two (2) working days of resuming duties immediately
after the sick absence.

9. Special sick leave may be granted to an employee under the following
circumstances:

An employee who is absent from duty owing to an inquiry arising out of his or her

duties and occurring in the course thereof or owing to an illness contracted in the course

of and as a result of his or her duties shall be granted special sick leave on a full pay
for the period during which he or she is unfit to perform his or her duties.

If the case falls within the ambit of the Compensation for Occupational Injuries and

Disease Act 1993, the amount payable to him\her in terms of the Act by means of

periodic payments of his\her monthly earnings, shall be paid over to the Municipality,

provided that the Municipality has already advanced the amounts to the employee.

If the period of special sick leave in terms of clause 3.9.1 exceed 365 calendar days,

the Municipality may take any decision it deems appropriate in terms of the policy on

medical incapacitated employees.

An employee to whom the maximum period of full and half pay sickleave has been

granted, may be granted sick leave without pay for not more than 250 working days in

any cycle if the Municipality is satisfied that such an employee is not permanently
incapacitated to resume his\her duties: provided where sick leave without pay exceeds

40 consecutive days, the employee must be examined by a registered medical

practitioner appointed by the Municipality. The cost of such examination shall be borne

by the Municipality.
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6. Procedural Matters

1. The Supervisor/Manager shall take the responsibility of ensuring that the
employee completes a sick leave form as well as attach an original sick note
(where applicable), immediately upon returning to work.

2. It is also the responsibility of the Supervisor to submit duly completed forms
to The Human Resources Department for capturing and filing purposes.

3. The Human Resources Department will provide Management with sick leave
and absenteeism report on a monthly basis and Management will advise their
staff accordingly

4. Employees who use up their sick leave entitlement will go to unpaid leave for
all their sick leave needs. Only in exceptional cases will Management allow

employees to go on sick leave using their next cycle allocation.

END
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7.  FAMILY RESPONSIBILITY LEAVE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1.

3.

Purpose

The purpose of this policy is to establish mechanisms for the administration and management
of all leave types that arise from special family situations that affect employees in one way or
another.

Scope of this Policy

The family responsibility leave policy shall apply to all permanent and long-term contract
employees of the Municipality. Management may extend this privilege to apply, also, to short-
term contract and casual employees. This is applicable to employees who have been in the

employment with the Municipality for longer than 4 months.
Policy Statements

1. The Municipality will treat as special circumstances any of the following
situations:
1. The employee’s child is born
2 The employee’s child is sick
3. The employee’s spouse or life partner is sick
4 In the event of death of:

1. The employee’s spouse or life partner
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2. The employee’s parent, adoptive parent, child, adopted child,
grandchildren or siblings
5. Taking children, on their first day, to school, where school is out of
town and the registration processes require longer time than usually is
the case.

6. Other family crises that may arise from time to time.

The total number of family responsibility leave permissible in a year is five (5)
working days. The following guidelines will assist with the allocation.

|

5 days
above
Sickness of child or partner 4 days
Taking a child to school on the first day 1 day
General family crisis 1 day

Employees are advised to exercise their discretion when considering family
responsibility leave.

where an employee has exhausted her/his family responsibility entitlement of
five (5) days, she/he may apply for additional days from her/his annual leave
entitlement bases of the policy provisions of that leave type.

Where annual leave entitlement is exhausted as well, the employee is free to
apply for unpaid leave.

Management reserves the right to interrogate every family responsibility leave.

Procedural Matters

In all cases of family responsibility the onus is on the employee to notify

his/her immediate manager of the pending leave as soon as it is humanly

possible after they become aware of the crisis.

The Supervisor/Manager of the employee must issue the employee with a leave

form immediately upon their return.

1. All duly completed and signed forms must be forwarded to the Human
Resources Department for capturing and safe keeping purposes.
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2. When issuing the monthly absenteeism report, the Human Resources

Department will include the category of family responsibility.

END
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8. MARTENITY LEAVE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this leave policy is to regulate the rights of the employees, in as far as their
parental obligations towards their off springs, are concerned

2. Scope of this Policy

This policy covers all permanent and long-term contract employees in the employ of the
Umzimkhulu Local Municipality

3. Policy Statements

1. Maternity leave shall apply to employees who, at the time requiring this leave,
have completed12 months service with the Municipality. To qualify for paid
maternity leave, an employee must have one (1) year’s service with the
Municipality.

2. A pro rata parental leave can be applied for where the employee has been in
the employ of the Municipality for a shorter period to the one stipulated in 3.1

above.

3. There are no restrictions to the number of confinement under the provision of
this policy.

4. Adoption of new born children shall be covered by the provisions of this
policy.
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5.

10.

11.

12.

13.
14.

The Municipality will not refuse a pregnant employee any employment, purely
on the basis of her pregnancy.

No serving employee shall lose her job or be subjected to a disciplinary enquiry
on the grounds of being pregnant.

All female employees including an employee adopting a child under three (3)
months, shall be entitled to a maximum of three (3) months maternity leave
with full pay.

The maternity leave shall also apply to an employee whose child is still-born
Employees may extend their maternity leave for up to six (6) months without
pay from the end of theirnormal maternity leave as stipulated in 3.7 above.
Maternity shall commence, at least one (1) month before the birth of the child
or employee’s confinement.

Maternity leave may not, either in part or in full, be converted into any other
type of leave after it has commenced.

The Municipality guarantees that a staff member returning from maternity
leave will be placed at same position, at the same salary level and salary
benefits as before the maternity leave.

Pre and post natal clinic visits will not be considered as leave.

Male staff members will be entitled to a maximum one (1) week’s paid leave

per birth of their biological or adoptive children.

1. Procedural Matters

Employees must advise their Supervisors of their pregnancy status at least
three (3) months before their expectant date.

Male employees must also advise their Supervisors of the imminent arrival of
the newest member of the family within a month of the expected arrival.

All maternity leave notifications for pregnant women and prospective fathers
shall be on the appropriate leave form.

The Human Resources Department will keep records of and report on all leave
taken.

END
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2. STUDY LEAVE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to establish mechanisms for the administration and management
of study leave applicable in the Municipality.

2. Scope of this Policy

This policy covers all permanent and long-term contract employees. Casual employees

employed in any capacity in the Municipality shall not be covered by this policy.

3. Policy Statements

1. The Municipality will support the efforts of employees to improve their
qualifications where the fields of study are relevant to the development of the
Umzimkhulu Local Municipality area of jurisdiction

2. To qualify for study leave or any arrangements related to time off due to study
issues, employees must notify the Municipality of their intention to study and
give advice of their choice of intended courses beforehand.

3. The granting of study leave shall be as follows:
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1. To prepare for and write a year and a half year courses, the employee

shall be entitled to two (2) days for each examination.
2. The employee shall be granted a maximum of fifteen (15) days per
annum to attend classes.

4. Employees must apply for a study leave, at least one (1) month before the
commencement of their examinations or at least seven (7) days ahead of any
other reason for a study leave

5. Should an employee need to register for a course for which tuition takes place
during working hours, they must seek special permission with the Municipal
Manager before they register for the course.

4, Procedural Matters

1. All study leave applications must be made on a formal Municipality Leave

Form, at least a month before the date of the required leave.

2. An employee must await receipt of confirmation of approval before going on
leave.
3. The Human Resources Department will keep records of all approved leave

transactions.

END
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LEAVE FORM

Section A — To be completed by the Employee
Name Position Section
Leave Type Leave Details

*
Annual — Date From:
Sick ]
Study ) * Date to:
Family Responsibility —/ Number of Leave Days:
o * (excl weekends)

Parental Comments:
Special leave —/

NB. Leave marked with an asterisk must be applied for in

advance

Employees Signature: Date:

Section B — To be completed by Supervisor/Manager

In case of Annual Leave

Leave Balance verified

Leave approved/Not Approved With HR
Comments:
Supervisor’s Signature: Date:

Section C — To be completed by Human Resources

Official Use:

1. Leave entered on leave register?
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2.
3.
4.

Leave recorded on HR System?

Leave balance updated (where applicable)[l:l

In case of annual leave, the balance after this leave transaction

Days

Name of HR Practitioner: Date:

Signature:
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1. SKILLS DEVELOPMENT

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. POLICY MANDATE

The main legislative framework from which the Municipality derives its mandates are
as follows:-

Constitution of Republic of South Africa Act of 1996

The white paper on Transformation of the Public Service Delivery
The Labour Relations of Act of 1995

The Municipality Systems Act of 2000

Basic conditions of Employment Act of 1997

Skills Development Act of 1998

South African Qualifications Authority Act of 1995

Employment Equity Act of 1998

Affirmative Action Act of 1998

SALGA resolutions
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1. OVERVIEW OF UMZIMKHULU SKILLS DEVELOPMENT

Human Resource Development at UMzimkhulu municipality is in an ongoing state of
evolution as it becomes more purposeful, thorough and effective. The effect of
ongoing growth, adaption and refinement in the field, is a body of constraints and
challenges which still affects practice in the field. While the municipality, because of
inherent historical disadvantages and geographical location, still face challenges in
meeting the demands to build competent human capital in core service delivery areas.

In spite of this, HRD, as a field, has moved significantly forward. It is all too often
evident that the overall refinement of policy frameworks and accountability structures
has had significant spill over effects on the growth, efficiency and performance of
HRD in the municipality. As the field moves ahead at different rates in different
jurisdictions and in different areas of performance, HRD still struggles to set its
anchor and find meaning and stability at UMzimkhulu municipality. As a result,
challenges still exist. But these challenges cannot overshadow the gains which have
been made in the field.

2. EINDINGS

9 Overall, there is a sense that Human Resources Development in that has
moved significantly forward at UMzimkhulu municipality.

1 Senior Human Resource in the field is generally more capable; HRD planning
and management are a bit more needs-based and outcomes-oriented, the policy
framework is more thorough and facilitative of transformation; and, among
others, there is a wider range of training options and more access to training.

9 The extent to which education and training leads to improved performance and
enhanced service delivery is still subject to question.

1 Inessence, there is a general view that, in spite of progress in the field,
capacity development at UMzimkhulu municipality has only just begun to
make in-roads on performance and service delivery.

9 The limited progress observed has resulted from some of the traditional
challenges in Human Resources Development which still persist.

3. POLICY FRAMEWORKS

1 On the whole, the policy framework for HRD at UMzimkhulu municipality is
on the advanced stage now.

1 There is policy guidance on the general operational issues which affect
performance. However, gaps still exist at lower levels of the municipality.

9 There are challenges relate to uniformity in strategies and plans; training
expenditures, and there is little follow through to link training and
performance, for instance. In this sense, further policy refinement is needed at
the level of operations and performance.
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9 Buteven more critical in this context, is the general feeling that policies and
strategies are well prepared but are rarely implemented.

9 There is a sense that our policy focus and sophistication is not properly
honoured in terms of service delivery and performance.

4. ORGANIZATIONAL STRUCTURE

9 There are, for instance, still gaps between HRD, HRM and PMS; and the
range of responsibilities undertaken by HRD units differs widely across
departments in the municipality.

5. QUALITY OF TRAINING

1 The emphasis of skills training is more on the formal trainings (qualification in
National Diploma and Bachelors Degree) , they must be linked to jobs of the
staff members.

9 Various short courses are still being implemented at a limited scale by
departments, but they must link to job and related key performance areas.

1 All trainings must be provided by accredited service providers.

6. PLANNING AND MANAGEMENT

1 Generally, Human Resource Development is more effectively planned and
managed.

9 The start of skills training in the municipality will start by skills audit or skills
analysis, thereafter filling of skills audit forms, or recommendation from
supervisor based on the job output analysis.

9 Integrated skills training programs for the municipality ought to be aligned to
Workplace Skills Plan in realizing the IDP objectives.

7. ACCESSIBILITY

9 Trainings are generally more accessible to all levels in the organization,
although there are a few exceptions.

8. IMPLEMENTATION OF TRAINING BY THE MUNICIPALITY

9 Training in any department of the municipality should be approved by the
Head of Department.

9 Compliance programs should be recommended by the Head of the Department

and be approved by the Municipal Manager.

The Skills Training Program is extended to all employees of the municipality.

The criteria to admission for training are determined by the college, university

where the staff member intends to enrol.

= —a
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9 For programs of compliance the municipality will pay for tuition fees,
transport and accommodation.

9 For other training programs the municipality will only pay for tuition fees and
prescribed books.

1 The integrated Skills Training Program of the municipality must be contained

in the Workplace Skills Plan for that particular financial year.

All trainings must be aligned to the Workplace Skills Training Program.

Workplace Skills Plan must be approved by the Mayor on behalf of the

council.

= —a

9. CONTROL, MONITORING AND EVALUATION OF SKILLS
DEVELOPMENT FUNDS

Re-enrolment of any module / s failed will be done once by the municipality.

No staff member will be re-registered by the municipality without producing

statement of previously enrolled modules to Skills Development Practitioner

(Senior H.R.O).

9 Every year staff member should obtain authority from Head of Department to
study any skills program.

1 If any staff member default or do not write exams will have to pay all tuition
fees for that module to the municipality.

1 Skills Development report should be presented to the Skills Development
Committee once a quarter.

1 Supervisors should monitor staff after training to evaluate any improvement of
performance.

9 Skills Development report should be presented to the Standing Committee of

Corporate Services on quarterly basis.

= —a

9 All employees granted financial assistance will be required to serve at
UMzimkhulu Municipality at least same period paid for their studies. Any staff
member that takes employment without serving the required period will have to
pay the entire study fees to the municipality.

9 Staff members that are currently studying will have to produce proof of
progression towards another second phase or level in order to get continuous
financial assistance form the Municipality.

9 All staff members that have defaulted from their studies will be required to pay
back all study fees to the Municipality, if they fail to pay back all study fees
UMzimkhulu Municipality will not pay registration for any course in the near
future. The period of payment of defaulted study fees will be twelve months.

9 If any staff member is unable to pay within 12 months a written request must
be submitted to Municipal Manager with reasons for extension of the payment
period. Financial assistance will be provided to full time and contract
employees employed by UMzimkhulu Municipality.
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1.

1 All employees that are granted financial assistance (on study fees only) by

Umzimkhulu Municipality will be provided accommodation only ,except on
programmes of compliance then the transport will be provided.

Those staff members who required to attend classes as part of the requirement
of the course, authority should be sort between Manager / Supervisor of the
staff member concern provided there is no serious compromise to service
delivery.

The municipality will only pay for the study fees and the prescribed books
(proof should be produced for prescribed books).

Procedural Matters

4.1 All Job Profiles at the Municipality will contain the inherent competencies (skill,

knowledge and attitudes) required for employees to succeed in their jobs.

4.2 Once a year HR will facilitate a process, between Managers and their staff that will see

every employee identifying their development needs

4.3 Line managers will endorse and ratify these developments needs before HR consolidate

them into a skills development plan for the year

1. The training and development schedule will contain the following information
among others:

Categories of training

The corresponding names and numbers of prospective recipients i.e. employees for

training under the specific category of training.

Suggested dates for each training

Possible cost of training

Indication of whether training will be conducted locally or out of town and reasons for

the choice of location.

Possible Service Providers

1. Monitoring of the impact of training will be undertaken on an ongoing basis and
support measures will be implemented.

2. The Human Resources Department will issue quarterly reports of training
conducted for internal purposes and an annual skills development report for
purposes of LGSETA, the Department of Labour and the Municipalities
Annual Report.
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4 EmployeéNellness

1. Wellness
2. HIV/AIDS
1. Occupational Health and Safety
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1. EMPLOYEE WELLNESS POLICY

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. INTRODUCTION

The emergence of Wellness Management as apriority was due to increasing recognition that
the health and wellbeing of employees directly impact on the productivity of the entire
organisation. The goals of Wellness Management are to enable municipality to sustain higher
levels of performance as well as for individuals to enjoy life to the fullest.

Ideally one should be able to separate work from home but the fact is that outside stresses and
problems are affecting many employee’s performance at work. Employees find it difficult to
cope which results in loss of productivity and growing absenteeism. Naturally, this affects an
organisation’s own productivity and profitability. Employees are valuable assets and Wellness
Management can be used to care for the health of employees. There is a strong proposition
that by helping employees resolve their personal problems, they feel better and when they feel
better, they work better.

The principles of Wellness Management program is largely preventative in nature focusing on
both primary (avoid the risk or condition) and secondary (minimising the effects of condition)
prevention. It grew out of the traditional Employee Assistance Program which was limited in
scope and practice and was more reactive than proactive. The Work life balance program
promotes flexibility in the workplace to accommodate work, personal and family needs which
can results in benefits to the municipality due to higher levels of employee’s satisfaction and
motivation.

Wellness Management emerged as a priority due to increasing recognition that the health and
wellbeing of employees directly impacts on productivity of the entire organization. As
employees are the life-blood of the organization it is vital to help them produce at their
optimum levels. The World Health Organization’s Global Plan of Action on Workers Health
2008-2017 states that workers represent half the world’s population and they are major
contributors to economic development. It calls for effective interventions to prevent
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occupational hazards and to protect and promote health at the workplace and access to
occupational health services.

Work is central to people's well-being, in addition to providing income; work can pave the
way for broader social and economic advancement, strengthening individuals, their families
and communities. The Public Service seeks to contribute to the Decent Work Agenda to
achieve sustainable development that is centered on people. Decent Work is a key element to
build fair, equitable and inclusive societies being based around the principles of employment
creation, workers’ rights, equality between women and men, social protection and social
dialogue. This Agenda addresses the four priority areas of tackling unemployment,
underemployment and poverty; the role of social protection in poverty-reducing development;
social exclusion and the effects of HIV & AIDS; and tackling HIV & AIDS in the world of
work.

2. PURPOSE

The purpose of this policy framework is to provide comprehensive guidelines for effective
implementation of Wellness Management workplace programs in the UMzimkhulu
municipality as part of overall employee health and wellness initiative.

3. OBJECTIVES

The objectives of this policy framework are to:-

1 Improve the individual wellness of employees which includes the promotion of
physical, social, emotional, occupational, spiritual, financial, and intellectual wellness
of individuals in the world of work.

9 Create an organisational culture conducive to wellness and comprehensive
identification of psycho-social health risk.

9 Support Work- life balance through flexible policies in the workplace to
accommodate work, personal and family needs.

9 Addressing the wellness needs of employees through preventative and curative
measures.

4. SCOPE OF APPLICATION

This policy framework applies to all employees of Umzimkhulu municipality.

5. AUTHORISATION

This policy framework is governed by the following legislation and policy documents:-

9 Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)

9 Labour Relations Act, 1995 (Act No. 66 of 1995)

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

9 Compensation for Occupational Diseases and Injuries Act, 1993 (Act No.130 of
1993)

1 Employment Equity Act, 1998 (Act No.55 of 1998)

1 Disaster Management Act, 2002 (Act No. 57 of 2002) and National Disaster

Management Framework
9 Tobacco Products Control Amendment Act, 1999 (Act No. 12 of 1999)
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1 The Promotion of Equality and the Prevention of Unfair Discrimination Act, 2000
(Act No.4 of 2000)

Mental Health Care Act, 2002 (Act No.17 of 2002)

National Sports and Recreation Act, 1998 (Act No. 110 of 1998)

= =

6. GUIDING PRINCIPLES

6.1 Confidentiality

1 Employees utilising Wellness Management Program are assured confidentiality,
except in cases of risk to self and others or in terms of legislation.

1 Breach of confidentiality will warrant disciplinary procedures to be implemented
against the responsible persons.

6.2 Professionalism
9 Highest degree of professionalism will be implemented when implementing the

policy.

6.3 Accessibility

1 Wellness services will be made available to all staff of UMzimkhulu municipality at
all levels of employment and their immediate family members either as referrals from
supervisors and other colleagues or on a voluntary self-referral basis.

6.4 Coherence and cohesiveness

9 The application of the policy framework must be compatible with all human resource
management and development process.

9 Policy measures must not contradict the measures of other related policies.

9 The service delivery models must offer same package to employees regardless of
whether they are offered in-house or other departments.

6.5 Performance focus

1 Employee participation in the Employee Wellness Program is voluntary.

1 Employee participating in the Employee Wellness Program must not be deprived of
any benefits provided under current agreements or departmental policies.

1 Employees have a right to refuse the recommendations regarding counselling or
treatment but, in such circumstances, the employee will not be guaranteed assistance
should further related instances of unacceptable behaviour or job performance arise.

9 If employees accept treatment or counselling programs but then subsequently default
on or discontinue them, then further related job performance or behaviour problems
must be dealt with according to departmental policies.

9 This policy frame work does not alter or supplement existing procedures for
correcting unsatisfactory performance and will not be a basis, in itself, for discipline.

9 Participation in the Employee Wellness Program does not replace disciplinary or
incapacity procedures.

6.6 Flexibility
1 Wellness Management Program establishes and maintains a holistic approach to
remedy personal, social and emotional problem.
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7. WELLNESS MANAGEMENT PROGRAM AND ACTIVITIES

7.1 PREVENTION PROGRAMS

1 The Employee Wellness Program Unit of the municipality will conduct situational
assessments to ensure an appropriate and effective program.

1 The program desigh must be based on an assessment and identification of
departments and employee’s needs as they relate to the Employee Wellness
utilisation.

1 The Human Resource Department will conduct outreach, advocacy and educational
programmes to employees and their immediate family members about availability of
Employee Wellness Program.

1 The Employee Wellness Program Unit will provide confidential, appropriate and
timely problem identification or assessment services for employees’ personal
concerns that may affect job performance.

9 The Human Resource Unit must encourage physical exercise, recreation and
relaxation of employees.

9 Every department of the municipality must encourage physical exercise, recreation
and relation of employees.

7.2 TREATMENT AND SUPPORT PROGRAMS

UMzimkhulu Municipality must:-
1 ensure appropriate referrals of employees for diagnosis, treatment, assistance, case
monitoring and follow-up services,
1 ensure the formation of linkages between the workplace EWP, service providers who
provide such services,
9 encourage employees who access health care options,
9 ensure appropriate marketing and promotion of the program which must be ongoing,
realistic, honest, specific and consistent, and
Each department must determine the following:-
U Excused absence when employees are referred to consult with the EWP,

U The time duration of each counselling session,

U A minimum number of sessions per incident in a given period. For instance a
minimum of 4 sessions to a maximum 6 sessions per incident within 3
months of the initial assessment recommended and there must be no
limitation to the number of incidents.

7.3 REFERRAL PROCEDURE

(a) Employees can access the EWP either through self referral, informal referral or
formal referral, as explained below:-
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9 self referral occurs when employee voluntarily contacts Employee Wellness Program
to seek assistance,

9 aninformal referral occurs when a supervisor, friend or co-employee recommends
Employee Wellness Program to an employee, and

91 A formal referral is based on job performance results and a recommended from an
employee’s supervisor.

(b) Employee may be assessed for referral to a service provider participating in the
program at any time if circumstances compel.

(c) Employees who voluntarily seek assistance from Employee Wellness Program but do
not want their supervisor to know of their participation, can arrange appointment
during their lunch periods or approved vacation leave.

(d) The nature of the employee’s problem must not be disclosed, however, the supervisor
must be kept informed.

(e) No information regarding the precise nature of the employee’s personal problems
may be revealed to supervisors without the employee’s informed written consent.

7.4 TRAINING PROGRAMS

(a) Training on Employee Wellness Management must be offered to all employees of
UMzimkhulu Municipality.
(b) Specific supervisor training enables the supervisor, among others, to

U Recognise and identify various problem signs and symptoms in his / her
workforce,

U Ensure objectivity and consistency in managing the employees who require
Employee Wellness Program,

U Establish a sufficient knowledge base for referral procedures, documentation,
referral data base and the Employee Wellness Practitioners to refer
employees accordingly,

U Reintegrate the employees after treatment or rehabilitation.

7.5 DOCUMENTATION AND MAINTENANCE OF RECORDS

(a) Proper safekeeping and up-to-date and ongoing maintenance of records are required
to assist in the recognition and identification of problem signs, symptoms and
monitoring of the interventions.

(b) Employee records must only contain information that is directly related to and
necessary for the provision of the service.

(c) The supervisor must receive feedback on a referred case, but without any breach of
confidentiality.

(d) Follow-up services must be monitored and recorded.

(e) Employee Wellness Program records must not be part of employee personal records.
Employee Wellness Program records are the property of the Employee Health and
Wellness Component and no unauthorised person may have access to them.

(f) There limits to the confidentiality of records, including but not limited to:-

U When required by law and professional obligation, such as reporting a of
abuse or neglect,
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- When employee signs a consent for release of information form,

U Situations deemed potentially “life threatening” (when there is enough
evidence to raise serious concern about the physical well-being and safety of
the employee, or about others who may be threatened by the employee, steps
shall be taken as are judged necessary),

U Compliance with the court order or a subpoena.

7.6 SICK LEAVE

The normal sick leave provisions contained in the Municipal policies — leave are
applicable to an employee utilising the Employee Wellness Program provided that:-
0 The manager or supervisor concerned examines opportunities to reasonably

accommodate such an employee in an endeavour to keep such employee
economically active for as long as he or she is medically fit.

7.7 DEFAULTING IN TREATMENT

In the event of an employee defaulting in the treatment program, voluntarily or due to
poor participation and motivation, then any payments paid by municipality on behalf
of the employee must be recovered from the employee.

7.8 ROLES AND RESPONSIBILITIES

7.8.1 THE HEAD OF DERPARTMENT OF CORPORATE SERVICE
1 The Senior Manager of Corporate Service is responsible for strategic
management of the entire program.

7.8.2 THE SENIOR HUMAN RESOURCE OFFICER
9 The Senior Human Resource Officer facilitate for the implementation of
Employee Wellness Program.
1 Keep all records for the program
9 Ensure that there are three wellness events within the financial year.

7.8.3 EMPLOYEE WELLNESS COMMITTEE
9 Oversee the implementation of the Employee Wellness Program.
1 Meet on a quarterly basis.
9 Discuss any incident or condition at the workplace which might have a negative
impact on the wellbeing of employees.
9 Serve as vehicle of communication to promote wellness initiatives within the
workplace.

7.8.4 ALL EMPLOYEES

1 Familiarise themselves with, and comply with the provisions of this policy
framework.

1 Respect the right of other employees at all times, and not manifests
prejudicial or discriminatory attitudes or behaviour towards people who are
experiencing problems.

9 Prevent harmful myths and misconceptions.
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7.8.5 ORGANISED LABOUR

1 Attend meetings of the Employee Wellness Committee.

1 Make representation to the employer on agreed issues affecting the well
being of employees at the workplace.

9 Ensure that the employer fulfils the mandate of the Employee Wellness
Program.

1 Make representation to the employer on agreed issues affecting the well
being of employees at the work place.

7.9 EINANCIAL IMPLICATIONS

The Head of the Department of Corporate Service should ensure that funds are available
to implement this policy.

7.10MONITORING, EVALUATION AND REVIEW
Monitoring, evaluation and review are crucial elements of this policy framework and
must be done on an ongoing basis.

Procedural Matters

1. The Municipality management will be charged with the responsibility of
ensuring that the provisions of this policy are applied and conditions for their
success exist at all times.

2. Employees will be encouraged to approach their Supervisors/Managers or the
Human Resources Department whenever they are experiencing hardships that
affect their personal wellness and or their capacity to fully concentrate on their
duties

3. The HR Department and the Municipal Manager shall represent a normal outlet
for employees to air their personal cases without fear of being seen as stabbing
their managers behind their backs.

4. The Municipality will refer all cases to relevant Wellness Practitioners,
depending on their severity and nature.

5. Management and the Human Resources Department must guarantee
confidentiality of all personal issues brought to their attention by individual
employees.

6. For administrative and monitoring purposes, the Human Resources
Department must keep safe records of cases of wellness attended to by

employees.

END
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2. OCCUPATIONAL HEALTH AND SAFETY

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. PREAMBLE

UMzimkhulu Municipality as an employer considers its employees to be its most valuable
assets and undertakes to safeguard them through providing and maintaining, as far as
reasonably practical, a working environment that is safe and without risk to the health of its
employees. In ensuring a safe and healthy working environment all employees have to work
closely together with the Municipality in minimising any risk that might jeopardise their
health and safety.

2. PRINCIPLES

UMzimkhulu Municipality will strive to continuously improve the occupational health, safety
and environment performance by adhering to the following principles:

2.1 Developing and improving programs and procedures to ensure compliance with all
applicable laws and regulations.

2.2 Ensuring that personnel are properly trained and provided with appropriate safety and
emergency equipment, where applicable.

2.3 Taking appropriate action to correct hazards or conditions that endanger health, safety
and the environment.

2.4 Considering safety and environmental factors in all operating decisions including
planning and acquisition.

2.5 Engaging in sound re-use and recycling practices and exploring feasible opportunities
to minimize the amount and toxicity of waste generated.

2.6 Using energy efficiently throughout all operations.

2.7 Encouraging personal accountability and emphasizing compliance with standards and
conformance with Municipality policies and best practices during employee training
and in performance reviews.

2.8 Communicating our desire to continuously improve our performance and fostering
the expectation that every employee will follow this policy and report any
environmental, health, or safety concern to management.
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2.9 Monitoring progress through period evaluation.

3. MANDATES

3.1 Occupational Health and Safety Act, 1993.

3.2 General Safety Regulations in terms of the Occupational Health and Safety Act.
3.3 Compensation for Occupational Injuries and Diseases Act, 1993.

3.4 Mine Health and Safety Act, 1996.

3.5 Hazardous Biological Agents Regulations.

4. DOCUMENTS

4.1 Emergency / evacuation plans.

5. OBJECTIVES

To ensure asafety and healthy work environment for employees throughout the
Municipality based on the following objectives:

5.1 To provide and maintain, as far as practicable, offices, waste site, systems, equipment
that are safe and without risk to the health of staff.

5.2 To take steps to eliminate or mitigate, as far as practicable, any hazard or potential
hazard to the safety or health of employees, before resorting to personal protective
equipment.

5.3 To make arrangements for ensuring, as far as practicable, the safety and absence of
risks to health in connection with the production, processing, use handling, storage or
transport of articles with toxic substance.

5.4 To establish as far as practicable, what hazards to the health or safety of persons are
attached to any work which is performed, any article or substance which is produced,
processed, used, handled, stored or transported and any machinery which is used in
the business, and shall as far as reasonably practicable, further establish what
precautionary measures should be taken with respect to such work, article, substance,
plant or machinery in order to protect the health safety of persons, and shall provide
the necessary means apply such precautionary measures.

5.5 To provide such information, instructions, training and supervision as may be
necessary to ensure as far as practicable, a healthy and safety working environment
for all employees.

5.6 To not permit, as far as practicable, any employee to do any work or to produce,
process, use, handle, store or transport any article or substance or to operate any
machinery, unless the precautionary measures contemplated in paragraphs 5.2 and 5.4
or any other precautionary measures which may be prescribed, have been taken.

5.7 To take all necessary measures to ensure that the requirements in terms of the
Occupational Health and Safety Act are complied with by every person in his
employment of on premises under the control of the Municipality where machinery is
used.

5.8 To enforce such measures as may be necessary in the interest of Health and Safety.

6. POLICY MATTERS

6.1 Responsibility of the Municipality, the Municipality Manager shall assign, in terms
of the subsection 16(2) of the Occupational Health and Safety Act, the duties as
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contemplated in subsection 16(1) of the Act to the Managers, Health and Safety

Forum.

1 UMzimkhulu Municipality has the statutory responsibility and accountability for
health and safety within its components and working environment.

9 Health and Safety Forum / Committee shall be established, Senior Human
Resource Officer as the Chairperson. Such Forum / Committee shall meet at least
once a quarter.

1 The Health and Safety Forum shall ensure that Health and Safety Statement to be
displayed in the main entrance of Municipal buildings.

6.2 Responsibility of Employees, aras follows:

1 Take reasonable care for the health and safety of him / her and of other persons who
may be affected by his / her acts or omissions.

9 Carry out any lawful order given to him/ her, and obey the health and safety rules
procedures laid down by Municipality in the interest of health and safety.

9 If any situation which is unsafe or unhealthy comes to his / her attention, as soon as
practical report such situation to his her supervisor or manager by anyone authorised
thereto by Municipality.

1 If he/she is involved in any incident which may affect his / her health or which has
caused and injury to him / herself, report such incident to his / her Supervisor or
Manager or to anyone authorised thereto by the Municipality, or to his / her health
and safety representative, as soon as practicable but not later than the end of the
particular working day during which the incident occurred, unless the circumstances
were such that the reporting of the incident was not possible, in which case he / she
shall report the incident as soon as practicable thereafter.

7. HEALTH AND SAFETY FORUM

9 Health and Safety Forum must be appointed for Municipality as specified in section
17 of the Occupational Health and Safety Act.

9 Atleast one Health and Safety representative shall be appointed for every 100
employees or part therefore. The names of those designated as Health and Safety
representatives shall be made known by placing notices on the notice boards of the
various work places. Health and Safety Forum Chairperson should facilitate
nomination of the Health and Safety representative within 30 days after notice has
been received that Health and Safety representative will vacate the position. Health
and Safety representatives shall incorporate their duties in their performance
agreements / duty sheets and shall not suffer any prejudice in their employment as a
consequence of carrying out their duties as representatives.

8. FIRST AID, EMERGENCY EQUIPMENT AND
PROCEDURES

9 The Municipality shall take reasonable steps that are necessary under the
circumstances, to ensure that employees at work receive prompt first aid treatment in
case of injury or emergency.

9 The Municipality shall provide a first aid box or boxes at the workplace which shall
be available and accessible for the treatment of injured employees at the workplace.
The first Aid box or boxes shall contain suitable first aid equipment.

HR Policies and Procedures Page 84 of 100



4[ Umzimkhulu Local Municipalitv — HR Policv and Procedure Manual — 2017/18 ]—

9 For every group of up to 100 employees shall designate the First Aider to assist with
first aid treatment at the workplace. Such person shall be trained at to obtain valid
certificate of competency in first aid, issued either by:-

- The South African Red Cross Society,
- The St John; Ambulance,
- The South African First Aid League.

9 Such first aid person shall attend a course to update / refresh his / her first aid
knowledge / skills.

91 The name(s) of the first aid person as indicated in above as well as where the first aid
box or boxes are kept shall be written on or next to each first aid box.

9 Each injury on duty shall be written on the prescribed forms as indicated in the
Compensation for Occupational Injuries and Diseases Act and shall be reported to the
Health and Safety representative as well as Human Resource Management
Component. The Human Resource Component shall forward the forms to the
Compensation Commissioner in order to register the injury on duty.

9. WORK IN ELEVATED POSITIONS

No employee such as health and safety representatives, cleaners, etc shall work in an elevated
position, unless such work is performed safely from a ladder or scaffolding, or a position
where such person has been made as safe as if he / she was working from scaffolding.

10.PROVISION OF PROTECTIVE CLOTHING / EQUIPMENT

The Municipality shall provide personal protective clothing / equipment where necessary for
the face, eyes, ears, hands, feet, legs, body where necessary:-

9 To comply with legislation or a collective agreement.

1 To safeguard the employee’s health.

1 To prevent the transmission of an infection, or

9 To protect the employees private clothes or uniform from excessive dirt or wear.

11.EMERGENCY / EVACUATION PLAN

9 The Municipality shall develop a comprehensive emergency evacuation plan.
Such a plan shall conform to the framework regarding action to be taken in case of
fire, gas, floods, bomb threats, robbery, etc.

91 Implementation of drills shall be conducted in accordance with the comprehensive
emergency / evacuation framework.

1 Emergency telephone numbers of the Health and Safety representatives, the police,
the fire department, the ambulance services, etc shall be made available to all
members of staff.

12 SECURITY AND ACCESS CONTROL

91 A security and access control framework shall be developed by the Municipality to
ensure the safety of all employees and shall be implemented by all Components /
Departments.
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9 The plan shall include measures with regard to the safe handling of money within the
workplace and outside the workplace.

13 EXPOSURE TO AN ENVIRONMENT WHICH IS
REGARDED AS HEALTH RISK.

If an employee is exposed to an environment, which is regarded as a health risk, e.g. leaking
of gas, possible exposure to tuberculosis etc in her or his workplace, the employee absence
may be covered by granting of special leave.

Employees who are suffering from communicable diseases or any illness or other transmitted
diseases shall inform their supervisors immediately so that the spreading of the diseases to
other employees can be prevented, normal sick leave / temporary disability leave can be
granted and colleagues that might have been infected may be assisted with treatment.

14VIO LANCE IN THE WORKPLACE.

The Municipality shall, as far as reasonably practical, ensure that the workplace is violence
free.
If, however, an employee is attacked in the workplace, he / she shall be entitled to treatment.

END
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RETENTION POLICY

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Background

UMzimkhulu Municipality is required to perform according to the mandate of the Municipal
Systems Act, guided by the Constitution of the Republic of South Africa of 1996 and other
legislative mandates.

UMzimkhulu Municipality has just over 250 000 thousands of people residing under this
municipality. It is a rural municipality with high rate of unemployment, facing with high rate
of HIV / AIDS infection, high levels of literacy and it is the largest municipality within Harry
Gwala District Municipality.

One of the challenges facing UMzimkhulu Municipality is the retention of skilled,
knowledgeable, competent staff and insufficient number of skilled personnel.

To this end UMzimkhulu Municipality focus on the increasing pace when it comes to service
delivery. To achieve this it is commits itself to co-design strategies to retain the required
number of skilled personnel for as long as they are needed with the relevant stake.

Therefore the primary goal of UMzimkhulu municipality is to attract, train, develop and retain
the right number of employees with skills that are relevant and appropriately placed to deliver
on the vision and mission of the municipality as espoused in the Municipality’s Integrated
Development Plan.
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2. Policy Mandate
The main legislative framework from which the Municipality derives its mandates are as
follows:-
Constitution of Republic of South Africa Act of 1996
The white paper on Transformation of the Public Service Delivery
The Labour Relations of Act of 1995
The Municipality Systems Act of 2000
Basic conditions of Employment Act of 1997
Skills Development Act of 1998
South African Qualifications Authority Act of 1995
Employment Equity Act of 1998
Affirmative Action Act of 1998
Occupational Health and Safety act of 1993

SALGA resolutions
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3. Challenges

9 Staff shortage attrition, resignations, death, continued sick leave.
9 Emigration of trained professional for greener pastures.

9 The impact of HIV/AIDS on staff.

91 Unconducive working environment.

9 Lack of monetary performance incentives to competent staff at lower levels.

4., Attrition

UMzimkhulu municipality experiences an increase in the attrition are of particular below post
level 1 staff due to number of reasons for instance resignation, death, perceived poor working
conditions, perceived poor salary packages, inappropriate placement leading to lack of job
satisfaction, lack of clarity on employment packages, different salary packages, and low
morale.
5. Impact of HIV / AIDS
There is increase of staff that are in long sick leaves due to HIV / AIDS related diseases.
While the municipality cannot confirm that the death of some member’s staff is due to HIV /
AIDS related conditions, it is strongly believed that they are not exempted from the scourge.
6. Emigration of highly traine d personnel- Socio economic scenario
The main cause of the highly attrition rate is unattractive salary package offered by the
municipality. However the municipality is of the view that through effective and rational
implementation of the Human Resource Strategy it will drastically reduce the turnover rate
successfully.
It must also be mentioned that the problem is further compounded by the grading of the
municipality and the fact that it is not able generate enough revenue.

7. Commitment of Umzimkhulu Municipality

9 Provide formal (first degree, honours, masters, etc.) tertiary training to staff
irrespective of salary levels through distance learning.

9 Provide quality short courses at limited scale.
9 Provide compliance programs to staff, where such programs are required.
9 Continuously improve the working conditions of staff.

9 Provide working tools to staff.
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9 Attend to all issues of health and safety to staff.

1 Attend to issues relate to employee wellness.

8. Strategy for Retention Rersonnel

In order to retain the required personnel, the municipality is committed to promoting its
serving personnel to higher positions based on good performance and proven managerial
skills. In addition the lower levels of management, serving personnel who are in possession of
the prescribed educational requirements must be afforded the first opportunity in the filling of
entry grade posts. For example the General Assistants in possession of senior certificate
(Grade 12) must be considered in the filling of these positions and for further training.

Employees must know what performance standards are. It must be made clear to all
employees of what is expected of them. The employees should receive regular feedback on
their own performance and should perceived regular feedback on their own performance and
should perceived performance appraisal as fair.

Performance should be used to determine training needs and should be seen as part of a
development programme rather than a punitive measure.

9. Career Management

The Municipality is committed to providing guidance and advice on career paths. It also
commits itself to introducing systematic procedures for identifying potential.

The responsibility of every manager is:-
1 Make the supervisee /s aware of the career opportunities,

1 Advise the supervisee how the career aspirations can be met,
9 Identify a career discussion with the employee at least twice a year.

10. Training and development

Training and development are long-term investments in Human Resources.
To this end:-

All managers and supervisors are required to identify the training needs of their supervisees
and ensure that they are exposed to relevant training courses or formal trainings. The manager
and supervisor are expected to evaluate the performance after training, to determine if the
identified training needs have been satisfied.

The Skills Development Unit under Corporate Serviceindertakes to create pool of talent
by developing the serving personnel or prospective applicants. The deserving personnel will
be afforded an opportunity to study tertiary institutions, other training institutions to acquire
scarce and new skills. It is intended to create more opportunities for vertical mobility
(promotion) and horizontal mobility (translation in rank from one to the other vocational
class). It is believed that development will enable the department to retain its personnel.
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11. Bursary allocation

The granting of bursary to staff plays an important part in the development and retention of
personnel. It is the belief of the municipality’s personnel development through granting of

bursaries will ensure continuity, reduction in costs for recruitment, loss of productivity and
time lag before a new recruit can perform at the expected standard.

The process of correctly awarding bursaries to staff will have to be approved by the Head of
the Department before submitted to Skills Development Unit,so that the service delivery
process should not be compromised, and all departments affected should manage study leave
during examinations.

12. Incentive / Rewards

Incentives cover a wide spectrum. They include monetary and non-monetary incentives.

They include salaries, allowances, merit awards, cash bonuses, special awards etc. The
municipality is committed to rewarding certain staff that performed well during the year. The
rewards may include any of the following awards, time off, overtime, cash bonuses, long term
service bonuses, ordinary bonus (13" cheque), etc, depend on the availability of funds and
adoption by management.

The job content must be rewarding on its own. Efforts must be made to regularly evaluate the
job content of every year. Jobs must be designed to maximise skills variety, task significance,
autonomy and feedback. The job content or job descriptions must be such that the incumbent
is able to attain self-actualisation. Thus the tasks / incentives must be challenging. In addition
the jobs should also give an opportunity for learning and growth.

The municipality will henceforth see to it that merit and special awards are paid to the
deserving staff. It is only based on each and every department to profile its entire staff for the
purpose of selecting outstanding incumbent.

Skills Development Unit under Corporate Service Department will host the performance
appraisal event every December to award staff that has performed exceptionally very well in
his or her department.

The departments should avoid to granting average workers for these awards since it will
defeat the primary objectives for these awards.

Therefore it is of crucial importance that only the deserving staffs that are considered for
these awards in order to motivate both exceptional and average workers to strive for
excellence. It is important to announce to all staff the names of officers who were granted
these awards.

13. Work environment

The managers are charged with the responsibility to :-
9 Provide their supervisees with the necessary tools of trade and authority to discharge
their duties and responsibilities effectively,
9 Monitor / guide and manage work performance of their supervisees for career
development and increased productivity,
9 Ensure that their supervisees are working under good working conditions,
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T Create a learning culture where initiatives, creativity and innovation are awarded
within the shortest time possible,
1 Give full attention to and address supervisee’s problems.

As part of important initiative for the municipality to retain staff, the establishment of
Employee Assistance Programmeéemonstrates the commitment of the department to
creating of a conducive working environment,

The Intention is to help the workers as both employees and human beings.
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Employee Benefits

Annual Bonuses
Medical Aid

Housing Allowance
Subsistence Allowance

AP
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1.  ANNUAL BONUSES

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to establish guidelines on payment of annual bonus at Umzimkhulu

Local Municipality

2. Scope ofApplicability

This policy guideline applies to all permanent and long-term contract employees of the
Municipality. Short-term contract employees will not receive annual bonus.

3. Policy Statements

1. The Municipality will pay a 13"cheque\annual bonus to its employees on the
birth month of individual employees.

2. A pro rata annual bonus will be paid employees who will be having a service
of less than twelve (12) months on their birth months provided the incumbent
has occupied the post for at least 3 months.

3. A pro rata payment of annual bonus in respect of an uncompleted year of
service shall be made on termination of service.

4. Long term contract employees shall receive performance bonus in terms of an
approved performance management and reward system of the Municipality
provided the incumbent has occupied the post for at least 3 months.
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5. Section 56 & 57 Category and long term contract employees get performance

bonus in terms of the approved performance management and reward system

provided the incumbent has occupied the post for 12 months.

6. Long term contract employees on lower levels shall receive the annual bonus.
7. No annual bonuses will be paid for casual and temporary employees.
8. Long term contract employee will get their bonuses, only after they have

completed a period of twelve (12) continuous months in the service of the
Municipality or after the assessment has been done.

9. The Municipality shall, under no circumstances, allow the payment of

advances on annual bonuses and performance bonus.
4. Procedural Matters
1. The Pay-roll office will effect all 13th cheque payments to coincide with

payment of the birth month each employee.
2. Staff members will receive their salary advices ahead of the pay date.

END
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5. MEDICAL AID

Policy Approval Certificate

Approving Authority - Name and Position Position:

Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to set out guidelines for the administration of the Municipality’s
contribution towards employees’ medical aid scheme. The policy, also, provides guidelines as
to who is entitled to this benefit

2. Scope of Applicability

This policy applies to permanent employees in the service of the Umzimkhulu Local

Municipality.
3. Policy Statements

1. An employee must belong to one of the accredited medical aid scheme to
qualify for the medical aid subsidy .

2. The municipality shall pay a maximum employer contribution to an accredited
medical scheme as determined by the SALGBC escalating as the same rate as
the annual percentage increase in salaries and wages which is agreed to from
time to time by the parties to the Council.

3.

4. Procedure Matters
1. The Municipality shall on behalf of the employee, make contributions to

accredited medical scheme
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2. The Municipality shall contribute 60% of the monthly membership
contribution to a maximum of the amount mentioned in 3.2, while the

employee will contribute 40% of the monthly contribution.

END
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5. HOUSING ALLOWANCE

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to provide guidelines on administering of the Housing Allowance
to permanent employees of the Umzimkhulu Local Municipality.

2. Scope of Applicability

This policy applies to all the employees of the Municipality, except Section 56 and 57

employees.
3. Policy Statements
1. All permanent employees will receive a Rental Allowance of an amount to be
determined upon by the Municipality.
2. People on the Municipality Subsidy Scheme do not qualify for the Rental

Allowance.

END
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4. LONG SERVICE RECOGNITION SCHEME

Policy Approval Certificate

Position:
Approving Authority - Name and Position
Name:

Date of Approval

Signature of Approving Authority

Date of Next Policy Review

1. Purpose

The purpose of this policy is to set out guidelines and administrative mechanism for long

service recognition scheme.

2. Scopeof Applicability

This policy applies to permanent employees of the Umzimkhulu Local Municipality.

5. Policy Statements
3.1 An employee shall qualify for the following additional leave as recognition for continuous
service at the completion of the following:
10 years’ service =10 working days
15 years’ service = 20 working days
20 years’ service = 30 working days
25 years services =30 working days
30 years services =30 working days
35 years services =30 working days
45years services =30 working days
3.2 The leave mentioned in this clause may be wholly converted into cash and or
sick leave on the date on which the employee qualifies therefore or at any stage
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1. On termination of service of an employee with ten (10) or more years’ service,

for reason of retirement, death, medical incapacity or retrenchment, leave
mentioned in 3.1 shall be paid out to an employee on a pro rata basis.

2. Any special leave accrued in this manner will become payable upon
termination for whatever reason and not form part of vacation leave credit.
Leave accrued an \or encashed is excluded from the maximum limit set at

National level

END
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