
POLICY ON TEMPORARY WORKERS, CASUALS, STUDENTS AND VOLUNTEERS

5.13.1
PREAMBLE

Whereas the appointment of temporary workers is dependent on the council’s human resource requirements as identified through human resource business plans. Al requirements should comply with the requirements of the Labour Relation Act, of 1995.

5.13.2
OBJECTIVE
To set criteria, norms and standards to appoint temporary personnel for example casual employees’ temporary employees, fixed term contract employees, students and consultants.

To provide for matters of procedure, remuneration and other incident matters.

It is suggested that 1 person per division be appointed from either of the categories listed above.

5.15.3
 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
5.13.4
POLICY PRINCIPLES
i.
Nepotism shall not be allowed or practiced.

i. Only post level 5 positions and positions below post level 5 shall be filled if necessary by temporary employees.

ii. Council shall strive to capacitate employees by appointing temporary employees on the lowest post level or by delegating employees in post levels equal or below than the post level whose incumbent is on leave, to relieve one another to enhance capacity building and development of skills of employees.

iii. E.g.
If a secretary is on leave for a period of (one) 1 week and longer an employee on an equal post level or lower than the secretary’s post level, be delegated to relieve such secretary and another employee be delegated to relieve the employee who is relieving the secretary until the lowest post level is vacant for the appointment of a temporary employee.

iv. Temporary employees shall only be appointed for period of not more than 11 months, in the case of ordinary temporary employees or 6 months in the case of fixed term contract employees.

v. Temporary employees, after a period of (five) 5 months satisfactory service, shall be awarded a Fixed Term Contract with all fringe benefits as prescribed by the Basic Conditions of Employment Act, 1997.  (No 75 of 1997)

vi. Special efforts shall be made to attract suitable applicants from previously disadvantaged communities or designated groups as defined in the Employment Equity Act, 1998.

vii. Each recognized trade union should have (one) 1 representative with observer status, present at interviews where posts have been advertised.

viii. Recruited temporary staff may not work overtime without prior authorization and normally work a maximum 8-hour day.

ix. All temporary staff must be issued with a Temporary Contract of Employment.  They must ALL complete a Modimolle Municipality Application of Employment form once the appointment has been made.  These must both be forwarded to the Salaries Clerk who will pay them via the payroll.

x. For an assignment of less than one month’s duration, the employee is remunerated at the end of the work period completed in respect of the entire assignment.  A Time Sheet for Temporary Staff must be retained.

xi. Temporary staffs are eligible for leave in terms of BCEA, 1997 (No 75 of 1997).  No other employee benefits apply to them.  Leave forms must therefore be completed and submitted to personnel if a temporary take either sick or annual leave.  They are bound by the normal policies and rules regarding both sick and annual 
leave.

xii. Since all temporaries will now be processed via the payroll, it is essential that salary section (finance department) be notified at the beginning of every month of the expiry of all temporary and contract staff at the end of that month.  This is to ensure they are removed from the payroll.  The same advice needs to be forwarded to Human Resources for Employment Equity statistics.

5.13.5
AUTHORITY TO CREATE A TEMPORARY POST OR TO APPOINT CASUAL/TEMPORARY OR PROJECT EMPLOYEE

The authority to create a temporary or project post or to appoint a relief employee shall be the responsibility of the Municipal Manager.

5.13.6
PROCEDURE TO BE FOLLOWED FOR APPOINTMENT OF TEMPORARY EMPLOYEES/FIXED TERM CONTRACT EMPLOYEES
a.
The following procedures shall always be followed whenever a temporary post of fixed term post has been created or when a relief should be appointed:

b.
The relevant manager shall complete Form P2 “Request for a Temporary Employee/Fixed term contract employee” attached hereto, as annexure A.

c.
The completed form shall be forwarded to the Personnel Officer (one) 1 month in advance.

a. The Personnel Officer shall advertise the post if a suitable candidate could not be found in the existing database on receipt of the required form.

e.
The post shall be advertised in the newspaper and on the Modimolle Local Municipality’s notice board if no suitable candidate could be found in the existing database.

f.
The relevant Manager should ensure that the position requested is on the organogram or alternatively it is a project-based post.

5.13.7
AUTHORITY TO APPOINT A STUDENT
The authority to appoint a student is the responsibility of the Municipal Manager.

PROCEDURES TO BE FOLLOWED FOR APPOINTMENT OF 
STUDENTS
a. Form P3 “Request for a Student” attached hereto as ANNEXURE B shall be completed by the relevant Manager.

b. The completed form shall be forwarded to the Personnel Officer (one) 1 month in advance.

c. A candidate shall be appointed from the applications received.

5.13.8
PROCEDURE TO BE FOLLOWED FOR APPOINTING LEARNERS

· The Departmental Manager whose trainee requirements are covered by the SETA will notify the Skills Development Facilitator of the trainees required using Form P3.

· The Skills Development Facilitator would advertise learner ship vacancies and comply with normal recruitment process.

· Learner ship applicants will undergo an assessment before appointment.

5.13.9
LENGTH OF SERVICE
· Casual employee

May work for not more than 3 consecutive days.

· Student

May not work for more than the days regarded as school holidays or no more than 18 months on an approved experiential training.

· Temporary employee

May not work for more than 11 consecutive months without a break, except in the case where they are appointed on a project-based duration.

· Fixed term contract employee (excluding Section 57 & 82 employees)

May not work for more than 6 months.

· Volunteer

May not work for more than 1 year in the municipal Council.

· Learners

A learner ship takes one year to be complete but may be extended subject to an agreement in the event the learner wants to complete a higher qualification.

5.13.10
REMUNERATION
I. Casual employee and temporary employee
· Professional and skilled workers shall be remunerated at the lowest scale of the position appointed for.

· Unskilled General Workers shall be remunerated at the rate determined by the Department of Labour.

II. Student and volunteers

Qualify for a monthly ex-gratia equivalent to the National Social Welfare Grant.

III. Fixed term contract employee

Shall be remunerated at the lowest scale of the position appointed for.

5.13.11.
LEARNERS

a. Shall be paid an amount determined by the minister of Labour as Gazette and specified in the Learner ship Agreement.

b. This stipulation does not apply to Council employees put on learner ship whilst appointed on fixed establishment.

c. Such monies are claimable from SETA’s.

5.13.12

NUMBER OF INTAKES PER DEPARTMENT
i. Each department is entitled to a maximum of three (3) intakes at a time.

ii. Each departmental Manager will decide how and where to place the 
intakes.

5.13.13.
CONSULTATION WITH MANAGER:  FINANCIAL SERVICES
· The Manager: Financial Services must be consulted prior to any appointments being made.

5.13.14

CLAIMS AGAINST COUNCIL
a. Intakes who do not qualify for any benefits other than those prescribed in law would not have any right to claim.

b. Appointment of staff in any of the above-discussed categories does not entitle the incumbent to permanent employment.

