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TRAVEL TONORMAL PLACE OF WORK FOR OVERTIME
PURPOSES

In wrder w parlorm avthorised overtimz, an vinplosey imay oy el from home 1o
his her noinal place of work or trom the nurmal workplace (o ome ol 8 ume
when leshe would not travel, i this vireumeance and subiect in standby duty
it being applicable;

(a) the journey counts as an official journey, but

{hy the time spent on the joumey does not count #s overtime work s per
paragrapl 4.3 (e il of the PSCBC Resolution 3 of 1999,

TRAVEL TO WORK STATIONS OTHER THAN NORMATL
WORKPLACE FOR OVERTIME PURPOSES

Where an emplovee Is required wo work overtime at 2 work station other than
his/her normal workplace, the time spent on the jourmney shall count as overtime
work.

CONDITIONS WHERF EMPLOYEES MAY NOT BE COMPENSATED
YOR OVERTIME DUTIES UNDERTAKEN

All employees belonging to the Senior Mansgement Services (SMS) cudre or
working within the Office of the MEC shall not be compensated for overtime
duties underaken,

Employees shall not be compensated for overtime duties where written

approval, by the Executing Authority or her'his deleguie. does not exist for the
ovurtime o be underaken.

An employee who 15 absent [rom duty chanag noanal working hours shall not
be pemitted 10 perform overtime duties

Employees shull not be compensated for ovenime underiaken 1o address waork
which should and could have been atterded too during normal working houwrs,

Employees shall aot he compensated for overtime duties in excess ol three
auurs overiime per dey or for those hours exceeding fifteen hours in 8 week,

Chertirne shall not exceed 307 of the smployee’s monthly salary.
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CATEGORIES OF CONIPENSATION AFPLICABLE FOR OVERTIME
WORK

Compensation forovertime shall be caleulated wsing the emplovee’s basic
sulary. provided it does not exceed the minimur noteh of salary level 8 in
terms of the catecory ol overtime hetng compensated. 1 ternis of parggraplh 7.2
of PSCBC Resolutivn 1wl 2007 and the DPSA Finavcinl Manual

NORMAL OVERTIME

Normal overnime work shall apply o offcial duties performed during hours
over wd abeve the normal warking hows during the week, but imited w hours
not later than 20h00 and eacludes Sundays and Public Holidays.

Where an employee has been authorized w undertake normal overtime duties,
the Department shall compensate the employee for nomal overtime by;

(a)  compensating the employee one and one half tmes his/her normal

hourly remuneration, but not exceeeding the minimum noteh of salary
_ level 8, for each hour of evertime worked, or

(b}  compensating the employvee with un amount vqual  the employee’s
normal wage, but not exceeding the minmmum notch of salary level §,
plus at leas thirty (30) minutes time off'on full puy for every hour of
overime worked, or

(¢)  granting an cmployee wt least 90 minutes time off on [ull pay for every
hour of overtime worked.

The employee shall wtilize the paid time olT within thuee months of the
employee becoming entitled 1o it

Compensation lor normal overtime shall be calculnted as follows;
Cx L5 xT, where 1 is caleulated as follows.
T= (Ax 7T+ B}+365 where.

A to the employee’s busic salary but not
exceeding the minimum noteh of salary level 8

3 = weekly number of hours of sttendance
preseribed for the employes

C =] the number of avertime hoers worked
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SUNDAY OR PURLLC HOLIDAY OVERTIME WORK

Sunnay Public Holidey overtime shall sppiviio wihicial duties pertormed duning
a Sunday or 2 public holiday.

Where nn employvee has been suthorized 10 undenase Sunday Public Holiday
overnime duties, the Deparimient shall compensate the enplovee For overtime

by

fu)

(b)

leh

(€)

paving the emploves voncerned, who does not ordinan)y work on a
Sunifay or Pubhic oliday, double his‘her normal hourly remuneration
but not exceeding the minimum votch of salary level 8. for each hour of
overtime worked, or

paying an emplovee, who ordinarily works on Sunday, iz a shift worker,
at one and one half times the emplovees’ normal hourly remuneration
for cach hour worked, with the additional pay calculated as follows:

(A +1x B)=1365 where,

A = to the basic salary notch per annum of the employee concerned,
B = io the number of Sundays the employee ordinarily worked in 2

Month, or

granting time off equal to the difference in value between the pay
recetved for working on the Sunday, and the pay that the employee 1=
entitled to in terms of 7.2.2 (a) above.

compensating a shifl worker double his/her normal hourly remuncration
il the employes is required in terms of the shili mster o perform
ordinary work on a Public Holiday, with the additional pay esleulated as
follows;

{A =1 1 B) =365, where,
A =to the basic salary noteh per anaum of the employee concerned,

B = to the number of Public Holidays the employee ordinarily
worked in s month,

It the cuse of shill workers. where the <hifl worke! hy the emplovee {ulls on a
Sunday Public Toliday and snother day . the whole shift shall be deemed 1o
have been worked on the Sumiay Public Holiday. imless the gremerponion of
the shift was worked on the other day, in which case the whale shift shall he
dezmed 1o have been worked on the other day




f2eb Compensation for Sunday Public Holiday overtime sha'l be caloulated as
fallows:

CX2xT. whee | s caleulated as lollows,
T (Ax 7+ B)=+365. where,

A = to the employee’s hasic salary but nnt
exceeding the minimam noteh of salary level 8

B = weekly number of hours of attendance
preseribed for the employee

= the number ol avertime heurs worked

7.3 NIGHT WORK OVERTIME

7.31  Night work overtime shall apply to official duties performed during 20h00 and
06h00 and is not applicable to those emplovees who ordinarily work st night,

7.3.2  Where an employee has been authorized to undertake night work overtime

duties, the Department shall compensate the employee for mght work overtime
by;

(b)  compensating the employce concerned two nmes hivher normal
hourly remuneration, but not exceeding the mimimum notch of salary
level 8, for each hour of overtims worked, or

(b) granting the emploved time off equal 10 the tme worked,
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Compursation for night work overtime shall be caleulaved 2s per the formula
indicated in paragraph 7.2.4 shove,

74  FIXED MONTHLY OVERTIME ALLOWANCE

740  The Department may compensate an employee » fixed monthly overtime
allowgnee to compensate for overtime if;

{a) the emploves periorms reasonably similue wrnewnts of auihor zed
normal overtime. Suadav work or mght eventime from month @ month.
and

1k the employes aprees lo the arrangement in writing

A2 The allowance must be equal o the yverage monthly compensation the
emoloves regeived lor overlime i the siv months preceding the estagblishment




¢l the allowance
CONTROL MEASL RES REGARDING TIE IMPLEMENTATION OF
OVERTIME

The Head of Section Directonate shull be vesponsible for ensuring that adequare
supervision prd control measures wre in place ar all imes during the
periormunes ol o ertime which includes the following

(@) ensuring that the avertime is ellicient and cost effective,

(k) that the quality noid quantity of the work performed during the overtime
is monitored supervised,

() that a record attendance register of' all overiime is kept and maintained.
which 1z fwther signed by the employee and suthorized by the
supervisor and is availuble (or monitoring at all times.

idi that the person who authorizes the overtime must be ol # rank higher
than the employee perlorming overtime,

fe) that the conditions and terms of the approval and agreement’s are
adhered too,

() that an audit is undertaken against all relevant documentation on a
regular basis 1o ensure compliance,

() that an overtime report is submitted to the Executing Authority or
herhis delegate |, once the overtime exervise has been completed.

(h)  that copies of the records regarding “Time OIT" taken by the employee/s
in lieu of overtime undertaken is kept on the respective employee/s
personal files.

CONCLUSION AND REVIEW
Compliance to the provisions of the Policy shall be underaken by the Human
Resource Management Directorate at Head Office, and the necessary corrective

action shall be applied where non-compliance has been nbserved,

This Policy shall be reviewed as and when the changes oceur and shall remain
valid until such time as the changes have been appros ed and implemented.

APFROVED
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