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1. INTRODUCTION 

Monthly reports on overtime have revealed that overtime on the salary bill is a major 
expense of the UMSOBOMVU MUNICIPALITY. This is mainly due to high incidence 
of work executed after hours, during weekends and on public holidays. Council must 
at all times strive to keep expenditure within limits, which includes expenditure on 
overtime and standby. 

 

2. PURPOSE 

The purpose of the policy shall be as follows: 
 

1.1 To ensure the effective and efficient use public funds; 
1.2 To curb the abuse of overtime claims by employees of the Council; 
1.3 To reduce the salary bill in respect of overtime costs; 
1.4 To introduce corrective measures for officials who fail to observe the guidelines 

stipulated in the policy. 
1.5 To standardize what may be allowed as being reasonable claims for overtime. 

 

3. DETERMINATION OF SALARY 

3.1 The salary of an employee is calculated as follows: 
3.1.1 monthly salary: annual salary / 12. 
3.1.2 weekly wage: annual salary/ 52 
3.1.3 daily wage: annual salary/ 250 
3.1.4 hourly wage: annual salary  x  1  

250 number of hours per 
workday. 

 

4. APPLICATION OF THE POLICY 

 
The policy will apply to: 

 
4.1 All employees of Council, with the exception of the Municipal Manager, Section 

56 Managers and employees who earn in excess of an amount stipulated by the 
Minister of Labour. 

 
5. PROVISION OF OVERTIME AND STANDBY SERVICES 

 
5.1 It shall be the responsibility of Management and employees who are normally required 

to render after hours services to provide the public with a satisfactory, sustainable and 
reliable after hour service; 

 
5.2 It shall be the responsibility of every Manager to ensure that the interruption of services 

is limited and that same is repaired within the guidelines of the NERSA in respect of 
electricity and the municipality in respect of other services. 
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6. OVERTIME CONTROL MEASURES 

6.1 The Municipal Manager and the respective Managers shall determine which 
employees must work overtime on a regular and ad hoc basis to ensure the constant 
provision of services to the consumer; 

6.2 The responsible Manager must on a daily basis certify overtime worked the previous 
day. 

6.3 All overtime claims shall be recorded on a daily basis in the format prescribed by the 
responsible Manager, Financial Manager or assignees. 

6.5  Overtime worked shall be recorded as actual time worked, and not rounded off the next 
hour. 

6.7 Overtime shall be certified prior to submission by the Supervisor, Manager and the 
Municipal Manager or his/her assignee. 

6.8 Claims for overtime shall be submitted on a date specified by the Financial Manager 
or his/her assignee. 

6.9 Overtime claims submitted after the date specified by the Financial Manager or his/her 
assignee shall not be paid at the end of the relevant month, but at the end of the 
following month. 

7. AVAILABILITY OF THIS POLICY 

Every staff member upon being appointment in the service of the Municipality and who 
is required to work overtime shall be supplied with a copy of this policy and shall 
acknowledge receipt thereof by signing a duplicate copy thereof. The said duplicate 
copy shall be filed on the personal file of the staff member. 

 

8. CONSIQUENCE OF NON-COMPLIANCE 

A failure to comply with the policy will be viewed as a serious disciplinary transgression 
and appropriate disciplinary action could result from such action. 

 

9. CONTROL PROCEDURES 

Every Line Manager must personally examine overtime and standby claims. He or she 
shall make such relevant comments for attention or information of the relevant person, 
his or her supervisor, or any other official in the department, which shall where 
necessary be used as evidence should a disciplinary hearing or such appropriate 
actions be necessary to be taken due to persistent abuse by an employee. 

 

10. OVERTIME 

10.1 The Council may require any employee to work overtime. 
 

10.2 In the event of an employee is required to work overtime, excluding an employee 
belonging to a class determined by the Council and who earns in excess of  an 
amount stipulated by the Minister of Labour, the Council shall remunerate such employee at a 
rate of 1.5 times his hourly wage in respect of the number of hours overtime worked, and 
double the number of hours overtime worked if the overtime is worked on a Sunday or a public 
holiday provided that, in the 
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event of such overtime involving emergency work and the normal working hours per 
working week of such employee exceeds 40 hours, for the purpose of calculating the 
hourly rate in accordance with clause 3, the working hours per working week of the 
employee shall be assumed to be 40 hours: Provided further that such work shall be 
subject to the prior approval of the Council or the Municipal Manager. 

 
10.3 In the event of an employee belonging to a class determined by the Council and who 

is not a Municipal Manager or a Section 56 Manager, is working overtime and not 
being compensated in accordance with the provisions of this policy, such employee 
shall be granted special leave by the Council or Municipal Manager with full pay, 
calculated at 1,5 times the number of hours so worked by the employee or 2 times the 
number of hours worked by an employee if the overtime is worked on a Sunday or a 
public holiday: Provided that such work shall be subject to the prior approval of the 
Council or Municipal Manager. 

 
10.4 The Council may not require or allow an employee, with the exception of a guard, a 

security guard and an employee who attends meetings or performs emergency work, 
to work for a longer period of overtime than- 

 

• 10 hours during any working week; 

• three hours on any working day. 

10.5 The Council may not require or allow a guard or a security guard to work 
overtime for a longer period than 12 hours during any working week. 

10.6 If an employee is required to work overtime on a Sunday, a public holiday or during his 
24 hours time off, he shall be remunerated to the amount equal to the remuneration 
he would have earned on a normal workday if the overtime amounts to a maximum of 
4 hours. 

 
10.7 If an employee is required to work overtime on a Sunday, a public holiday or during his 

24 hours time off, he shall be remunerated double his hourly rate or a amount equal to 
double the remuneration he would have earned on a normal workday, if the overtime 
amounts to a period in excess of 4 hours, whichever is the greater 

 
10.8 If an employee normally works on a Sunday, he shall be remunerated at a rate of 1.5 

times the hourly rate he normally earns. 

 

11. STAND-BY SERVICE 

 
When an employee, by resolution of the Council or on instruction of the Municipal 
Manager, makes himself/herself available on a stand-by basis for active overtime 
service outside normal working hours, he shall be entitled to a stand-by allowance 
calculated on the following basis: 

 
Annual notch of incumbent ÷ 250 ÷ 8   = daily tariff 

 
(a) Monday to Friday = 5 x daily tariff 
(b) Saturday = 1.5 x daily tariff 
(c) Sunday = 2 x daily tariff or 1.5 daily tariff as 

per clause 10.8 
(d) Public Holiday = 2 x daily tariff 
(e) Single workday = 1 x daily tariff 
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Provided that the allowance shall not be incorporated in or written off against any 
compensation for overtime. 

 

7. POLICY ENDORSEMENT / APPROVAL 

This policy was recommended by the LLF for approval by Council. 
 

 

8. COMMENCEMENT OF THIS POLICY 

 
This policy will come into effect on the date of adoption by the Council. 
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