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1. Preamble:

In terms of the Public Service Co-ordinating Bargaining Council Resolution No.3 of 1999, the Executing Officer should negotiate a written policy for overtime before compensation for overtime may be authorized. 

2. Objective:

The purpose of this policy is to give direction in the implementation of remuneration for overtime work.

3. Legislative Mandates:

· Public Service Co-ordinating Bargaining Council Resolution No.3 of 1999

· Section 41(e) of the Public Service Act, 1994, as amended

· Chapter 2 of the Basic Conditions of Employment Act, 1997, as amended

· Chapter 1, Part V, E of the Public Service Regulation, 2001, as amended

4. Definitions:

In this policy, unless the context otherwise indicates, an expression defined in the Public Service Act, 1994, bears the same meaning as –

“day of rest” means

(a) a Sunday or a Public holiday in the case of an official who normally does not work on such a day;

(b) a Saturday in the case of an official who observes a full-scale five-day working week.

“night” means the hours between 20h00 and 06h00.

“overtime duty” means additional duty performed by an employee in access of prescribed hours of attendance by the Head of Department or delegated officials –

(a) on a Sunday or on a public holiday in the case of an official who does not normally work on such a day; or

(b) over and above the working week prescribed for him/ her in terms of the Public Service Regulations and this policy, on days on which he/she normally works.

“working week” means the official period of service which an official is required to complete in respect of a period which extends from midnight between Saturday and Sunday to midnight between the following Saturday and Sunday;

“remunerated overtime” shall mean compensated additional duty which an employee performs in specific circumstances in excess of his/ her prescribed hours of attendance by order or permission of the Head of Department or his/her delegate. Compensation can either be monetary or time off or any other compensatory measure that the Head of Department or his/her delegate may deem appropriate or reasonable.

 “unpaid overtime duty” shall mean additional duty which an employee performs in urgent and or specific circumstances in excess of his/her hours of attendance by order of the Head of Department or his/her delegate. 

“waiting time” means the period during which an employee cannot start with the performance of overtime at his/her place of work or continue therewith as a result of circumstances beyond his/her control on a temporary basis, shall be considered as overtime. 

5. Scope of Application:

5.1 The Head of Department may require of any official to perform duty on any day of the week or at any time during the day or night or to be present at his/her place of work or elsewhere for such duty. Should the Head of Department require an official to perform overtime duty, which exceeds his/her official hours of attendance, the official only has the  right to claim overtime remuneration for such duty if it was beforehand agreed to in the prescribed manner. The agreement can be for time-off, monetary compensation or non-monetary compensation and should be in writing. 

5.2 Only duty in excess of the prescribed hours of attendance authorized by the Head of Department or his/her delegate beforehand, may be considered for overtime compensation or time-off, unless specific approval is granted for waiting time as indicated in the application for remunerative overtime. 

5.3 Employees who belong to the senior management service, or who acts in a post at Senior Management Service level, do not qualify for compensation for overtime, except if –

5.3.1 The compensation for overtime constitutes 1% or less of the salary bill on the relevant salary level; and 

5.3.2 The Department has established clear and unambiguous procedures and criteria on overtime which have been consulted with the relevant personnel.

5.4 A member of the Senior Management shall not authorize overtime for her or himself. 

5.5 Except in exceptional circumstances, the monthly compensation for overtime may not constitutes more than 30% of the employee’s monthly salary. 

5.6 This part does not apply to officers and employees who perform overtime duties and participate in a system which provides for compensation for such duties by means of measures specially designed for their occupational class. 

6. Conditions:

6.1 A fully completed application in the attached prescribed form must be submitted timeously for approval by the Head of Department before staff can work remunerated overtime. No ex-post facto approval will be considered. Each staff member must submit individual applications of overtime through the Programme Manager. 

6.2 The hours approved are for the period indicated on the application form only. Should there be hours remaining after the expiry or the overtime period it shall lapse and a new application must be completed. 

6.3 Overtime duty may be performed, from 16h00 to 07h30 of the next day during working days or 8 hours during weekends and Public holidays. 

6.4 Overtime should not exceed 3 hours on any day; or 10 hours in any week. 

6.5 Officer are not entitled to work overtime when on:

6.5.1 Sick leave;

6.5.2 Vacation leave;

6.5.3 Special leave.

6.6 If an officer, for whom permission for overtime has been granted, gets a salary adjustment during the approved period, an amended claim form should be completed. 

6.7 In terms of the Basic Condition of Employment Act, an agreement may be reached for the employer –

6.7.1  to pay the employee not less than the employee’s ordinary hourly wage for overtime worked and grant the employee at least 30 minutes off on full pay for every hour of overtime worked; or

6.7.2 grant an employee at least 90 minutes paid time off for each hour of overtime worked; or

6.7.3 to pay an employee not less than one and one half times the employee’s ordinary hourly wage for every hour of overtime worked.

6.8 Paid overtime must be granted within one month from entitlement.

6.9 Supervisors must ensure that accurate record is kept.

6.10 The reasons for overtime remuneration must be clearly motivated on the prescribed form.

6.11 Before applications are considered, management should look at other alternatives to manage additional tasks.

6.12 Record of voluntary unpaid overtime should also be kept to motivate applications for overtime remuneration.

6.13 The expenditure should be calculated considering the officials’ rates and the number of hours overtime worked. Reasons for backlogs should be investigated and corrective action should be taken. 

7. Calculation of Overtime remuneration:

7.1 An employee performing overtime shall not be compensated for traveling time. Overtime duty should be arranged as far as possible in such a manner that the commencement thereof and conclusion should coincide with the time during which public transport, normally used by an employee, is available.

7.2 If an officer/employee performs overtime duty at a place other than his/her normal place of work, the traveling time of his/her transport between his/her normal place of work and the place where overtime will be performed may be regarded as overtime duty. This is applicable subject to an agreement signed by the Head of Department or his/her delegate. 

7.3 If an officer/ employee performs normal duty at a place other than his/her normal place of work and he/she has to go elsewhere to perform compulsory overtime duty, the traveling time between the place where normal duty is performed and the place where overtime duty is performed, may be regarded as overtime.

7.4 If overtime duty is performed on a relatively continuous basis and/or if regular control thereof is problematic ( as in the case of one-person offices) a fixed amount may be paid monthly as overtime duty performed over a period of a year to average and multiplying it with the applicable overtime rate. 

7.5 For purposes of the calculation of the applicable overtime rate, an officer or employee’s annual pensionable salary notch at the time of the performance of the overtime duty shall be used. Any under- or overpayment of overtime remuneration as a result of adjustment of his or her salary shall be rectified retrospectively. 

7.6 Overtime rates are calculated according to the formula as prescribed in the financial manual, issued by the DPSA, for the year in which the overtime is worked. 

8. Control of remunerated overtime duty:

8.1 In order to exercise proper control on remunerated overtime duty, it is the responsibility of the Responsibility Managers to ensure that-

· There are adequate supervision and control measures at all times during the performance of remunerated overtime duty in order to ensure high productivity;

· The authorization of overtime should be reviewed when the time frame or limit of overtime is reached in order to avoid the amount or time allocated being exceeded;

· Overtime remuneration is efficient and / or cost-effective;

· Record of all overtime duty is kept;

· An attendance register is kept, and 

· Staff are not employed on overtime duty to such an extent, that the quantity and quality of the work (productivity) performed during normal hours of attendance as well as during hours of overtime duty are adversely affected.

· The names of employees who are to perform remunerated overtime, must be submitted with the request and claim of employees not listed, will not be honored.

8.2 In order to improve control, the Head of Department or delegate may consider determining beforehand the number of hours of overtime duty to be performed each day, and as far as possible, setting production targets and/or aims as criteria.

9. Criteria for overtime Duty Approval:

9.1 When the necessity for overtime arises, each official is expected to perform on his/her own accord unpaid overtime duty within reasonable limits. However, for the sake of fair labour practices, the Head of Department / Programme Managers must, as a rule, take fair an acceptable steps, in connection with the extent and periods during which overtime duty is performed. Remunerated overtime, which does not exceed 10 hours per week, may be claimed. 

9.2 An employee will perform a maximum of remunerative overtime of 10 hours per week over the agreed period of which is approved, unless otherwise specifically indicated as an emergency or matter of national interest or where a specific output need to be achieved before a specific date. Mention must specifically be made to this effect in the application for remunerative overtime.

9.3 Officials rendering remunerated overtime duty which extends directly from 16h00 (closing time of normal working hours) on any week day, except a week day which falls on a public holiday, may take a time of rest and/or meal break for a period of 30 minutes, before starting with such remunerated overtime duty, provided that such overtime will exceed two continuous hours. The stipulations of this policy are equally applicable to overtime duty rendered away from the office/ place of work. 

9.4 Staff on the levels of Assistant Director and higher may, as a rule, not request or claim remunerated overtime duty, unless approved by the Head of Department, provided that it is in national/ international interest. Specific motivation, in writing, need to be submitted in this regard, which will be considered on an individual basis and will be approved according to the merit of each case. 

9.5 When considering overtime duty, the Head of Department also take into account the following:

9.5.1 The circumstances, which necessitated the performance of overtime.

9.5.2 The steps which were taken to prevent the performance of overtime duty, for example redistribution of duties among available staff, relocation of staff, temporary utilization of staff in other divisions, etc. 

9.5.3 Particulars of any voluntary (unpaid) overtime duty performed by staff in connection with –

· The task in respect of which the remunerated overtime duty is requested; and

· The work in the division, sub-division or office in general during the preceding six months.

· The numbers and ranks of officers and employees who will be required to perform overtime duty.

· The estimated duration of the overtime duty.

· The estimated expenditure on the planned overtime duty. 

· When the performance of overtime duty is aimed at the completion of work that has fallen in arrears, the circumstances be investigated. 

10. Compensation for Overtime: non monetary:

10.1 If remuneration of overtime is not possible, due to financial constraints, the Head of Department or his/her delegate may approve the granting of time off/ flexible hours to employees who performed overtime in specific circumstances in excess of their hours of attendance, provided that the employee does not perform additional hours in order to arrange for time off to suit his/her own needs. The employee shall be granted time off equal to one and a half times the time worked. 

10.2 The time off granted must be made within one month of the employee becoming entitled to it unless if an agreement in writing is made to increase the period to a maximum of 12 months. 

10.3 Time off granted should be done on the basis of an agreement between the relevant employee and his/her immediate supervisor and may not prejudice the service delivery of the office. 

11. Extend and Period of Overtime Duty:

The extent and period of remunerated overtime shall be determined by circumstances of work, nature or urgency of work to be undertaken and the target set. Overtime approval will be limited to a maximum period of three continuous months and must be renewed before lapsing of the approval granted. Waiting time must be avoided. 

12. Contract Workers not eligible for overtime remuneration: 

Contract workers appointed for the execution of a particular task that result from specific circumstances and requires the completion of a specific task within a specific period, shall not be eligible for remunerative overtime unless in an emergency situation or if in national interest. 

Annexure A

DEPARTMENT OF ECONOMIC AFFAIRS

Enquiries: ……………………

Tel: ………………………….

APPLICATION TO PERFORM REMUNERATED OVERTIME

Approval for the payment of remuneration as set out hereunder in accordance with the Overtime Policy is requested: 

1. Directorate: __________________________________________________________________

2. Sub-directorate: _______________________________________________________________ 

3. Period for which the approval is requested: (Specific dates): 

From:  ______________/ _____/ _____

To: ________________/ _____/ ______ 

4. Distribution of overtime requesting for workdays at normal overtime tariff (Monday to Saturday 06h00 to 20h00) and Sundays on the prescribed Sunday tariffs ( the whole Sunday as well as weekdays as from 20h00 to 06h00)

	
	NORMAL TIME
	SUNDAY TIME

	Overtime hours per day
	
	

	Week:
	
	

	Month
	
	

	TOTAL HOURS NEEDED: 
	
	


5. Number of official involved: ____________________________________________________

6. Funds under the following allocation is / is not available: 





Responsibility: ____________________ Objective: ______________________________ 

7. Full motivation: (Please compare overtime policy)

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. The steps which were taken to prevent the performance of overtime duty, for example redistribution of duties among available staff, temporary utilization of staff in other divisions, etc. 

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

9. Particulars of any voluntary (unpaid) overtime duty performed by staff in connection with – 

a. The task in respect of which the remunerated overtime duty is requested; and

__________________________________________________________________________________________________________________________________________________________________________________________________________________

b. The work in the division, sub-division or office in general during the preceeding six months.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. If no voluntary overtime duty has been performed, the reasons therefore. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

11. The estimated expenditure on the planned overtime duty: 

R ________________________

12. Should this application for remunerated overtime be approved, the following control measures will be implemented in terms of Paragraph 8 of the Overtime Policy:

a. There will be adequate supervision at all times during the performance of the remunerated overtime duty;

b. The remunerated overtime will not be authorized for trifling periods;

c. Overtime remuneration will be efficient and/ or cost effective.

d. Records of all overtime duty will be kept;

e. An attendance register will be kept, and

f. Staff are not employed on overtime duty to such an extent that the quantity and quality of the work (production) performed during normal hours of attendance as well as during periods of overtime duty are adversely affected. 

_____________________________________




___________________

HEAD OF DEPARTMENT/
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