

AMAJUBA DISTRICT MUNICIPALITY

CODE OF GOOD PRACTICE 

ACTING ALLOWANCE POLICY


1.	PURPOSE

1.1	To ensure that the Municipality complies with provisions as reflected in the Basic Conditions of Employment Act and Collective Agreement on Conditions of Service in order to advance economic development and social justice in the workplace.

	
2.	DEFINITION 

2.1	Acting allowance is a non-pensionable allowance paid to an employee 	
who is 	appointed by Council (in case of section 54A (Municipal Manager’s post and section 56 posts (employees directly reporting to the Municipal Manager), appointed by Council (in case of section 56 employee acting in the post of 54A and by Municipal Manager (in case of non-section 54A/56 employees) to act in a higher post than his or her own.  

3.	POLICY

	3.1	The Municipality recognises that employees need to be treated with 			dignity 	and may be compensated for whatever service they render on 
behalf of the Municipality in realisation of its object of taking service delivery to the 	people.

3.2	The need for an employee to perform additional duties over and above that contained in their job description may be occasioned amongst other by the following circumstances:

		3.2.1	Employee on leave (sick, vacation, maternity, special)
3.2.2	Medical boarding and 
3.2.3	Vacant post (pending recruitment & selection)

3.3	All posts which are considered for an acting appointment must comply with the following:

3.3.1	Post must be on the approved organogram and 
3.3.2	Post must be budgeted for.

3.4	Where an employee acts in a higher post he/she is still responsible for his/her duties in his/her substantive post. 

3.5	Acting appointment refers to where an employee acts in a higher post than the one that he/she occupies.  








4. 	REQUESTS FOR ACTING APPOINTMENTS 	

4.1	All candidates nominated and recommended for acting appointments must be suitably qualified for the post they are nominated for before the approval is sought in writing.


5.	ELIGIBILITY

5.1	All employees within Council must be afforded opportunities of acting in higher posts. The process of selection must be open and 
transparent;

5.2	For posts below Senior Managers, it is the discretion of HOD or his/her nominee to recommend the appointment of suitably qualifying employee  to act; 

· 5.3	The acting appointment must be in writing; 

[bookmark: _Hlk67242530]5.4       An employee by Municipal Manager’s or his/her nominee decision in writing can be appointed to act in a higher post for a period of not less than ten (10) consecutive working days. As a result of the acting appointment, the employee can be paid an acting allowance equal to the difference between his/her salary and the minimum notch of the salary scale pertaining to the post in which he/she is acting on or 10.5% of basic salary for the employee the acting incumbent is appointed for, whichever is greater, shall be paid to such employee in addition to his/her salary for the period during which he/she is acting;

5.5	When a permanent employee acts in a section 54A or 56 post (section 57 posts) for a period of not less than ten (10) consecutive working days an acting allowance of 10.5% of total remuneration package of the section 57 employee package will be paid. Where a section 56 employee acts in the section 54A post (Municipal Manager’s post) for a period of not less than ten (10) consecutive working days an acting allowance of 10.5% of total remuneration package of the section 54A employee package will be paid.
5.6	An employee is not allowed to act for more than six months in a post below Senior Managers unless an exemption is obtained from KZN SALGBC.  In a section 56 or 54A post an employee may not act for more than 3 months unless Council approves a further maximum period of 3 months.  

5.7	An acting appointment does not guarantee a permanent appointment to that particular to post.


6. 	DATE OF EFFECT

6.1	This policy shall be effective on the date it is approved and adopted by Council.
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