
POLICY ON OVERTIME WORKED AND OVERTIME RATES

5.10.1 PREAMBLE

The policy applies to all full time employees of the municipality except those employees excluded by earning more than the threshold amount as published by the Minister of Labour, unless otherwise agreed.

5.10.2
OBJECTIVES OF POLICY

To provide a framework and guideline for the implementation and maintenance of overtime worked and the remuneration thereof.
5.10.3
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.
5.10.4
SCOPE

This document describes the overtime; rates of pay and overtime rates.

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

· The Pay Office is responsible for the calculation and pay out of overtime worked.

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

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

c. Limitations
· If an employee agrees to work overtime, the employee may not work:

· Overtime except in accordance with an agreement

· More than 10 hours overtime per week

· More than 3 hours per day

d. Prior approval
· No employee will be remunerated for overtime work unless such overtime has been budgeted for, and authorized by the manager, or is required in terms of a work schedule.  (Emergency situations)

e. Remuneration
Employees will be:

i. A
paid one and one-half times the employee’s wage for overtime 
worked, or

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

iii. Granted at least 90 minutes’ paid time off for each hour of overtime worked;

iv. During weekdays.

a) Time frame
· The employer will pay the overtime pay on the employee’s normal payday.

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

c) Overtime worked on Saturdays
· The employee will be granted paid time off within one month of the employee becoming entitled to it.

· Employees who normally work a five day week will be 

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

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

iii. Granted at least 90 minutes’ paid time off for each hour of overtime 
worked during week days

d) Overtime worked on Sundays
· Employees who normally work a five day week, will be:

i.     Paid double the employee’s wage for overtime worked, or

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

iii.   Granted at least 120 minutes’ paid time off for each hour of overtime 
worked    during week days

e) Overtime worked on Public Holidays
· Employees who normally work a five day week will be:

i. Paid double the employee’s wages for overtime worked

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

iii. Granted at least 120 minutes’ paid time off for each hour of overtime 
worked 

f) Exemptions
· Top Management, Section 56, Senior Management (post levels 1 –3), Senior Managerial (post levels 4 – 6) and administrative personnel, technical and professional personnel, if in receipt of a regular annual earnings of not less than the amount per annum as regulated by Government Gazette from time to time regarding the earnings threshold (for 2004 determined at R115 572-00) are exempted from this policy.

g) Calculations

Calculations of Overtime Pay (Five day work week)

· Employees who work a five-day workweek are deemed to work 21.671 days 
to complete a full month based on the five-day workweek.

· The working week consists of 40 ordinary hours per week.

· The working day is deemed to consist of 8 working hours for which the employee is paid, and 45 minutes meal break which is not paid time.

3.10.5
IMPLIMENTATION
This policy will be implemented once it has been work shopped at the Local Labour Forum and approved by Council.  

It will be amended by Ministerial determination of the Earnings Threshold as published in the Government Gazette.


It will further be reviewed and amended as the need arises.
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