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1. Policy Aim 
The purpose of this policy is to provide a framework for employees including Provincial Inspectors on their official working hours, approved by the HOD or his/her delegate.
2. Legislative Framework 
a. Basic Conditions of Employment Act 75( Act 75 of 1997 )
b. Public Service Act, 1994 and Regulations
c. Occupational Health and Safety Act (Act 85 of 1993)
d. PSCBC Resolution 3 of 1999
e. Code of Good Practice on the Arrangements of working Time
f. PSCBC Resolution 1 of 2007
3. Policy Statement
This policy is applicable to all employees and Provincial Inspectors of the Northern Cape Department of Transport Safety and Liaison who are employed in terms of the Public Service Act, 1994 
4. Roles and Responsibilities 
"A Head of Department shall determine: 
a) the work week and daily hours of work for employees; 
b) the opening and closing times of places under his or her control' considering:
a. the needs of the public in the context of the departments service delivery improvement program; 
b. the needs and circumstances of employees, including family obligations and transport arrangements'" 
Due to operational requirements of the department Provincial Inspectors are required to perform duties beyond the normal hours of work of administrative employees' current working times for traffic officers are not responsive to the challenges and service delivery improvement.
The objective of this document is therefore to determine the work week and working hours of Provincial Traffic inspectors in terms of the Public service Regulations'
5. ORDINARY HOURS OF WORK.
5.1 Normal working hours will not exceed 40 hours per week or 8 hours a day if the employee works 5 days;
 5.2 General working hours will be on a shift system that addresses operational requirements' 5.3 The shifts will cover a period of 24 hours under normal circumstances. '
 5.4 The proposed shift shall be as follows:
a. 06h00 to 14h00 
b. 14h00 to 22h00 
c. 22h00 to 06h00 
d. 18h00 to 02h00
5.5 The proposed work week shall be as follows:
	Days
	Monday 
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Team
	A
	A
	A
	A
	A
	
	

	Team
	
	B
	B
	B
	B
	B
	

	Team
	
	
	C
	C
	C
	C
	C



5,6 Each team shall work 5 days which consists of three shifts.
5.7 The Department will ensure the drafting of an implementation plan setting out the duty rosters for different stations and which will be provided to shop stewards of recognized trade unions for monitoring purposes	
6. COMPOSITION
6.1 The shift should operate on a 14-day cycle and be on rotation basis. 
6.2 The frequency of night work week-end work, and on public holidays should be on rotation basis 
6.3 Overtime must be approved by the HOD prior to the working of
such overtime. 
6.4 ln the case of emergency work, overtime work may be approved ex post facto and based on provision of proof.
7. POLICY PROVISION
The employer undertakes to make the following services available:
7.1 Aid Service
First Aid Service Each shift will have an appointed Safety Officer and first aid kit in terms of the Occupational Health and Safety Act, 1993'
7.2 TRANSPORT ARRANGEMENTS
Transportation for employees who do not have transport working night work will be available between the employee's place of residence and the workplace at the
commencement and conclusion of the shift'
7.3 REST PERIODS
The employer must comply with the daily rest of at least 8 consecutive hours between ending and commencing work and/or shift.
8. ALLOWANCES AND CLAIMS
8.1.  Night shift Allowance
ln terms of Resolution 1 of 2007 the employer undertakes to pay an hourly rate that will be annually adjusted in line with the collective bargaining process
8.2. Danger Allowance
Employer undertakes to comply with the danger allowance rate per month which are terms of Resolution 1 of 2007 effected 1 July 2007. This rate will be annually adjusted in line with the collective bargaining process.
8.3. Overtime
Overtime shall be aligned in accordance with the provisions set out in S10 of the BCEA and PSCBC Resolution 1 of 2Q07.
8.4 Sunday Work
For the purpose of shift system Sunday becomes an ordinary working day' The payment rate for an employee who ordinarily works on a Sunday shall be '1'5 x basic salary.
9. Work performed on public holiday
The payment rate for an employee who ordinarily works or performs a shift on a Public Holiday shall be 2 x basic salary'

10. DEFINITIONS
a. "BCEA" - Basic Conditions of Employment Act, 1997;
b. "Basic salary" - means the actual salary notch of the employee;
c. "Day"- means a period of 24 hours measured from the time when the employee normally commences work and "daily" has a corresponding meaning;
d. "Overtime"- means the time that an employee works during a day or a week in excess of ordinary hours of work;
e. 5." Ordinary hours of work" - means the hours of work permitted in terms of 59 BCEA, 1997;
f. 6, Public Holiday"- means any day that is a public holiday in terms of Public Holidays Act, 1994 (Act 36 of 1994)
g. 7. "Night Work"- refers to any work performed between 18H00 to 06H00 or 19h00 to 07h00 in terms of Resolution 1 of 2007',
h. 8. "Rotating Shift"- workers alternate between different shifts;
i. 9. "Week "- in relation to an employee, means the period of seven days within which the working week of that employee ordinarily falls;
j. "Work Week" * the period within which an employee performs his/her duties within






Review and Distribution
The manager for Corporate Services is responsible for this policy and for ensuring that it is reviewed and updated.
a. This Policy will be reviewed  no sooner than month 18 months and not  later than 3 years of the last publication date. If necessary an updated version will be issued, if not a formal cover letter will be issued to supplement the cover of this Policy (identifying a revised publication date).
b. The senior manager for Policy & Planning will distribute updated versions to:
· Member of the Executive Council 
· Head of Department
· All senior managers who will in turn distribute to their staff as appropriate.
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