
	AMAJUBA DISTRICT MUNICIPALITY


             CODE OF GOOD PRACTICE



PLACEMENT POLICY

1.
PREAMBLE

1.1
Placement Process may be engaged into for the purpose of meeting the operational objectives of service delivery as may be set by the relevant authority from time to time.  
2.
DEFINITIONS
2.1
The following terms and phrases used in this policy shall have the meaning assigned to them hereunder:
2.1.1
“Constitution” shall mean the Constitution of the Republic of South Africa, 1996;
2.1.2
“Council” shall mean the Municipal Council of Amajuba District Municipality;
2.2.3
“Systems Act” shall mean the Local Government: Municipal Systems Act, 2000 (Act No. 32 of 2000);
2.2.4
“Structures Act” shall mean the Local Government: Municipal Structures Act, 1998 (Act No. 117 of 1998);
2.2.5
“Executive Committee” shall mean the committee appointed in terms of Section 42 (2) of the Structures Act;
2.2.6
“Municipality” shall mean Amajuba District Municipality.

2.2.7
“Placement Committee” shall mean the committee entrusted with the power to place staff into posts on the organogram in accordance with this policy and 
2.2.8
“Appeals Committee” shall mean the committee appointed to hear all appeals pertaining to the placement of staff.

3.
LEGAL FRAMEWORK

3.1   
Employment Equity Act (Act 55 of 1998);
3.2 Basic Condition of Employment Act (Act 75 of 1997);
3.3   
Labour Relations Act, (Act 66 of 1995);
3.4   
Constitution of the Republic of South Africa, Act No. 108 of 1996 and 
3.5   
SALGA Collective Bargaining Agreement

4.
SCOPE AND APPLICATION

4.1
This policy shall apply to all employees of Amajuba District Municipality.
5.
OBJECTIVE OF THE POLICY

5.1
The purpose of this policy is to ensure that there is minimum disruption to the Municipality in terms of its mandate and 

5.2
It is intended to assist the Municipality with an alternative way of dealing with the filling of crucial positions without too much delay utilising a transparent and fair process.
6.
ORGANOGRAM
6.1
Prior to engaging to a placement process, the municipality shall have an approved organogram;
6.2
ADM has the organogram adopted by Council and 
6.3
Municipal organogram shall be informed by the approved integrated development plan and the budget of the municipality.
7.
PLACEMENTS

7.1
People follow functions

7.1.1
The application of this principle entails that employees are not moved from one geographical location to another location without the function which the employee is performing necessitating such movement.

7.2
Empty the pool first

7.2.1
Every attempt shall be made to place the existing employees into the posts that will be created in the new organogram;
7.2.2
If there is more than one existing employees suitable for the placement into a post, that post will be advertised internally and an appointment to such post will be made in terms of the Municipal Recruitment and Selection Policy and such appointment process shall be final;
7.2.3
If no placement in terms of the agreed criteria can be made, the municipality will advertise the post and fill the post with the most suitable external candidate;
7.2.4
New major changed posts, and identified strategic posts will be advertised both internally and externally and an appointment to these posts will be made in terms of the Municipality Recruitment and Selection Policy and the appointment criteria;
7.2.5
Employees shall be placed into the structure of the new organogram on a permanent basis;
7.2.6
The parties are committed to ensure continuity of employment and every attempt will therefore be made to ensure that no retrenchment/redundancy will occur, provided that the affected employees are willing to accept alternative positions that are offered. In this regard every effort will be made to ensure that such alternative offers are reasonable;
7.2.7
On offering the employee alternative position the Municipality shall provide the employee with all necessary support e.g. formal training, workshops, on-job training etc. in order for the employee to fulfil the requirements for the respective post, wherein the employee shall be expected to attain required competency, skills and expertise within reasonable time and 
7.2.8
Whilst the Municipality is committed to ensuring that there is no retrenchment/redundancy arising from this exercise, should the employee refuse to accept reasonable alternative offers and support contemplated in clause 7.2.7 above the Municipality reserves the right to declare such employee redundant.

7.3
Close match placement

7.3.1
Employees shall be placed onto the new structure on a close match basis;
7.3.2
In close matching a post, the job content of new posts will be compared to the existing job content of the employees;
7.3.3
The employee having the closest match in respect of the job content is then the successful employee to be placed, e.g. a licensing clerk will be close-matched to a post on the organogram where the bulk of the functions in the new post relate to duties pertaining to similar licensing activities;
7.3.4
Where a close match cannot be done one hundred percent, the match must be done on the most-matched-job-content. The focus should be on the crux of the job, e.g. an account’s job content will be matched against a post that contains the most stipulations reflecting accounting duties and 
7.3.5
Albeit specialised skills, competencies, expertise and legislative requirements, the current salary/job level of any employee up for placement shall not play any role in the placement process.

7.4
Additional Facts

7.4.1
Where more than one employee can be closely matched to a post and/or there are more employees than there are posts on the organogram, 7.4.2 below shall be also used to facilitate the placement process;
7.4.2
The provisions of the Employment Equity Act and Affirmative Action Policy of the Municipality shall be overriding factor that will decide such placement, and preference to the placement of designated persons shall be strictly adhered to;
7.4.3
The Municipality commits to ensuring that no salary reduction are effected during the process but reserves the right to cap a salary where an employee is paid excessively more than the stipulated/benchmarked/evaluated salary scales/bands and 
7.4.4
The Municipality shall use this exercise to promote skills development, career-pathing, Staff retention, and to implement the recommendations of the Skills Audit and Employment Equity Plan.
8.
PLACEMENT COMMITTEE

8.1
The Amajuba District Municipality shall create a placement committee consisting of equal numbers of trade union and employer representatives;
8.2
The committee shall be composed of  five  (5) members i.e. two (2) members from Trade Unions (one from each existing trade unions) and three from the Municipality including the Chairperson who shall be nominated by the Municipal Manager to chair all meetings of the Placement Committee; 

8.3
A quorum of every meeting of placement committee shall be fifty (50%) percent representation of each part;
8.4
The Placement Committee shall have the following terms of reference;

a) To consider and reach consensus regarding the placement of all existing employees of the Amajuba District Municipality into posts on the existing/new approved organogram.

8.5
Parties shall reach agreement on placing an employee on the existing/new structure through consensus;
8.6
If consensus cannot be reached on a particular placement the matter shall within fourteen (14) working days be referred to Council for obtaining a further referral to the South African Local Government Bargaining Council;
8.7
Referral to South African Local Government Bargaining Council shall be effected by the Municipal Manager within forty eight (48) working hours after the decision was taken;
8.8
Proof of submission of the dispute shall be forwarded to the placement committee within forty eight (48) working hours form the day of referral and 
8.9
The decision of South African Local Government Bargaining Council shall bind all parties concerned, and therefore must be implemented.

9.
PUBLICATION OF DECISIONS

9.1
Notices reflecting details of employees to be placed on the existing/new organogram shall be placed on the notice boards to be determined by the placement committee and agreed upon with the Unions;
9.2
Letters of appointment to the existing/new organogram shall be distributed on the same day as that of placing notices as referred to in 9.1;
9.3
All employees shall acknowledge receipt of letters of appointment within seven days of receipt of the letter;
9.4
All employees shall accept or decline offered positions within seven days with effect date of receipt of the letter of acknowledgement as referred in 9.3 from the employee and 
9.5
Declined positions shall be advertised both internally and externally with intention of attracting suitably qualified candidates.
10.
PLACEMENT PROCEDURE



10.1
Unchanged Posts
10.1.1 These are posts that have had no change to their 
scheduled duties for geographical location and 





10.1.2
The Placement Committee will be required to list 
these posts with the names and other forms of identification used, of the present incumbents and merely confirm these posts together with the present incumbents, without much debate.



10.2
Minor Changed Posts

10.2.1 These are posts involving minor changes to the job 
descriptions which have no material effect on the level 
of responsibility.  It might also involve a mere change in 
title without a change in duties and 
10.2.2
The Placement Committee only needs to confirm the names of the present incumbents and the post and other forms of identification of the posts on the organogram.



10.3
Major Changed Posts

10.3.1
These are posts which have undergone a major change to their duties and responsibilities;
10.3.2
These posts shall be referred to South African Local Government Bargaining Council for post levels and 
10.3.3
These posts shall be advertised internally once the pool has been exhausted.



10.4
New Posts

10.4.1 These are posts, which carry duties and responsibilities 
that do not exist in any form in the present structures;




10.4.2 These posts shall be referred to South African Local 





Government Bargaining Council for post level 





Allocations and 
   10.4.3
These posts shall then be advertised both internally and appointment will be made in terms of the appointment criteria.

11.
DISPUTE PROCESS

11.1
Disputes shall be lodged within 5 working days of the placement committee’s publication or date of receipt of a letter of appointment by the concerned employee;
11.2
The dispute shall be first lodged by the employee to the 
Placement Committee, which shall invite 
representations from individual employee/s concerned;
11.3
The Placement Committee shall first attempt to reach consensus with individual employee/s concerned, after receiving representations from employee/s;
11.4
Should the Placement Committee reach agreement with the individual employee/s the decision of the Placement Committee shall be final;
11.5
Should the Placement Committee not reach an agreement on the placement with individual concerned, employee/s the dispute shall be referred to the Appeals Committee for the final decision and 
11.6
No employee shall dispute the placement of any other employee irrespective of reasons thereof.
11.7
Appeals Committee
11.7.1
The Appeals Committee shall be formed to be in existence comprising of five (5) members, made up of two (2) members from the Trade Unions (one from each of the two existing unions) and three (3) members from the Municipality;
11.7.2
The members of the Appeals Committee shall consist only of persons who are not serving members of the Placement Committee;
11.7.3
The Municipal Manager shall chair the meetings or nominate a Chairperson from amongst Municipal representatives to chair all meetings of the Appeals Committee;
11.7.4
The Appeals Committee shall consider the objections, taking into account the points raised by the objectors but shall apply the same criteria, process and procedures as that of the Placement Committee and
11.7.5
The decision of the Appeals Committee shall be final and binding on all the parties concerned, i.e. Municipality, Trade Unions and the individual employees which must be finalised within 30 days form receipt of objection.
12.
JOB EVALUATION

12.1
All posts shall be submitted to the job evaluation committee for the purpose of obtaining the grades allocated in terms of Tuned Assessment of Skills and Knowledge [T.A.S.K.].
13.
CONDITIONS OF SERVICE

13.1
The placement process shall not interrupt the conditions of service of employees;
13.2
Employees shall retain their benefits as it was prior to the placement being done (person to holder) and cap the remuneration if it is excessive and 
13.3
Notwithstanding the provisions of 13.1 the salaries and benefits of employees shall be adjusted in accordance with any collective agreements concluded by South African Local Government Bargaining Council.
14.
GEOGRAPHICAL LOCATION

14.1
Geographical re-deployment of Staff will only take place for the following sound operating and/or economic reasons:
14.1.1
The functions of the post(s) are to be delivered in another geographical area

14.1.2
The functions of the post(s) may be reduced and/ or combined resulting in a necessity to rationalise resources and 
14.1.3
The functions of the post(s) may be abolished in that particular geographical area.

14.2
In the case of changes in placement guidelines approved by the South African Local Government Association, the relevant provisions in those guidelines shall prevail;
14.3
Reasonable geographical re-deployment shall not constitute grounds for retrenchments/redundancy and 
14.4
Transfer from one Department/Section to another without any material changes to functions and/ or conditions of employment in terms of Section 197 of the Labour Relations Act, shall not constitute grounds for retrenchments/ redundancy.

15.
IMPLEMENTATION AND MONITORING

15.1
This policy will be implemented and effective once approved by Council.
16.
COMMUNICATION

16.1
This policy shall be distributed to all employees of Amajuba District Municipality using all possible communication tools available to the Municipality.
17.
POLICY REVIEW

17.1
This policy will be reviewed on an annual basis and revised if necessary and this shall be the responsibility of Corporate Services Department.

18.
DATE OF EFFECT

18.1
This policy shall be effective on the date it is approved and adopted by Council.
ADOPTED BY COUNCIL BY VIRTUE OF RESOLUTION _____________ OF

__________________________.
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