
5.1 EMPLOYMENT PRACTICES POLICY 
 
5.1.1 Preamble 
 
The Employment Equity Act, Act 55 of 1998 prohibits unfair discrimination against any employee.  
The Act furthermore requires positive steps by employers to transform their workforce in a 
planned and systematic way. 
 
The Employment Equity Plan's main features are based on: 
 

 Transparency 
 

 An organisational analysis 
 

 Deadlines 
 

 Reporting 
 
The employment Equity Plan contains Employment Practices, which were approved by Council. 
 
 Wherever possible, vacancies will be filled from within the Municipality. 
 
 The Municipality recognizes the need to recruit new employees to ensure that new ideals, 

skills, and experience are added to the existing labour pool and meet the ongoing 
requirements. 

 
 No job shall be tailored or advertised with a specific applicant in mind. 
 
The following Policy was confirmed 
 
The Municipality is committed to creating workplaces in which no one is denied employment 
opportunities or benefits for reasons unrelated to ability and where individuals of ability and 
application can develop rewarding careers at all levels regardless of their background, race or 
gender. 
 

 To this end, the Municipality recognizes that total commitment from all employees to the 
goals of its Employment Equity Policy is necessary if it is to succeed. 

 

 The Municipality therefore has assigned to a senior manager the responsibility and 
authority for implementing employment equity initiatives in the Municipality and has 
established an EEC to assist it in devising its equity goals and strategies 

 

 It is recognized that the goals of employment equity will require specific affirmation action 
interventions in order that people from designated groups, are represented at all levels in 
the workforce, and reflect the diversity of the economically active population in the sector 
in which the Municipality's workplace is situated. 

 

 The Municipality remains committed to the promotion, development and recognition of 
people on merit.  To this end, it will neither make "token" appointments, nor implement 
any practices or procedures, which establish barriers to the appointment, promotion or 
advancement of non-designated employees. 

 

 The Municipality will keep employees regularly updated about is employment equity goals 
and progress and will consult with them, through the EEC about the strategies and 
programmes it intends adopting. 

 



 
 
 
 
5.1.2 OBJECTIVES 
 
To ensure that every employee is treated equally during the employment process. 
 
To provide uniform guidelines, conditions and limitations to be practiced during employment 
processes. 

 
5.1.3 DEFINITIONS 
 
In this policy a word or phrase to which a meaning has been assigned in Section 1.0 on 
definitions has that meaning, unless the context otherwise indicates. 
 
5.1.4 EMPLOYMENT PRACTICES 
 
Employment Practices refer to traditional Human Resource Management issues such as: 
 

 Recruitment and advertising 
 

 Selection, Interviews and Appointment 
 

 Remuneration 
 

 Probation 
 

 Promotion, Transfer or Demotion 
 
a. Principles and Scope of the Employment Practices  
 
The Municipality will meet all statutory requirements and apply the policy to all employees. 
 
b. Recruitment and Advertising 
 

 Manager in consultation with HR Manager will prepare an advertisement for a position. 
 

 Job advertisements will include a closing date 
 

 Applicants must complete an application form or alternatively submit comprehensive 
curriculum vitae. 

 

 Management will be required to advertise the post internally first, however if the 
competencies required are clearly not available in the organisation, post can be 
advertised to the outside directly. 

 

 If no suitable candidates are available internally the job will be advertised externally. 
 
c. Selection 
 

 All applicants who meet the requirements for the job as per the Job specification 
requirements on the advertisement can be short-listed. 

 

 Those applicants short listed will be interviewed 



 

 Formalized questions and competency test/s may be compiled.  Internal Panel will 
conduct the interview using the standardized interview questions applicable for the 
relevant job. 

 

 The qualifications of all employees shall be confirmed before appointment is finalised. 
Fraudulent information of qualifications will lead to dismissal.  

 

 Prior to a permanent appointment being made, the decision for the selection needs to be 
motivated to the municipal manager by the HR manager and Line Managers to ensure 
Employment Equity requirements are being adhered to. 

 

 The relevant HOD shall share the interview panel, however were many positions are 
being considered at the same time, the interview panel shall be shared by the manager 
corporate services. In the case of the appointment of HOD the municipal council or the 
executive committee if dually delegated in terms of the MSA shall became the interview 
panel. 

 
d. Remuneration 
 

 Remuneration and benefits will be in accordance with the industrial council scales or task 
evaluation scales which ever is applicable. In a case were a post created does not have 
prior determined remuneration and the benefits the Municipal manager shall ensure that 
prior to the filling of the post, such post is evaluated accordingly. 

 
e. Probation 
 

 All employees, i.e. external appointees who have been successful in their application for 
a new position will be placed on probation for a period that is reasonable as determined 
by the conditions of service applicable. Probation clause shall not apply to permanent 
employees who get promotion. 

 
f. Promotions 
 

 The Municipality will endeavour to afford employees the opportunity for advancement by 
encouraging internal promotion over external recruitment. 

 

 Employees will only be appointed on and competence and ability to perform a job. Due 
cognizance will be taken of succession planning and employment equity. 

 
g. Transfers 
 
Transfer of employees shall be affected where operational requirements dictate or if an employee 
so request. The line managers in terms of LRA and services will approve such transfers.   
 
h. Demotions 
 

 Demotions will be treated as per the Labour Relations Act and the existing conditions of 
service 

 
i. Redundant Positions 
 

 If an employee's position becomes redundant, the Municipality will search for equivalent 
alternative positions in order to avoid retrenchment. 

 



 Should any equivalent alternate position be available and employees reject the offer of an 
alternate position, the municipal council or the municipal manager who ever is the 
authority as conferred by the MSA shall be entitled to retrench the affected employee.  

 

 In instances where alternative positions are available and the incumbent has met the job 
requirements on the basis of the close matching, the onus of acceptance will resides with 
the employee. 

 
j. Job Classifications and Grading 
 

 The Municipality currently operates according to the industrial council’s case (MEO). 
However a general was agreed to switch to Task evaluation system as determined by 
SALGA for all posts. New posts shall be evaluated before placement is done. Council or 
the employee may take the initiative to have the post reviewed and request to that effect 
shall be referred to the line managers. 

 
k. Performance Evaluation Systems 
 

 The municipal council approved the gradual rollover of the PMS to all post levels to 
enhance performance and ensure prudent delivery of service and the development of the 
employees. 

 

 All employees will be formally evaluated via the Performance System. The reward system 
shall be agreed well in advance. 

 

 In terms of SALGA resolutions 8, 2003 adopted in its national conference at the Galaga 
Estate, the performance reward shall be as per SALGA remuneration policy guidelines as 
adopted by the municipal council. The reward system agreed thereto shall be inclusive in 
the performance agreement to be entered into. 

 
l. Re-Employment of Ex-Employees 
 

 Applicants previously dismissed by the Municipality or of unsound mind or habitual 
criminal offenders will not be re-employed. 

 

 Employees resigning from the Municipality will only be re-employed if a vacancy exists 
and if they are the most competent people for the position. 

 

 Persons older than sixty years (woman) or 65 (men) will not be employed unless 
otherwise on a fixed contract on not more than five years with the specific aim for a skills 
transfer. 

 


