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CORE Code of Remuneration

DPSA Department of Public Service and Administration

GUIDELINES Are issued supplementary to a policy or procedure to guide actions

� not  compulsory to adhere to

IIP Integrated Implementation Programme

IPSP Integrated Provincial Support Programme

MPSA Minister for Public Service and Administration

OPSC Office of the Public Service Commission

PAS Personnel Administration Standard

PERSAL Personnel and Salary Administration System

POLICY Documented (agreed upon) regulating prescripts � obligatory to adhere to

PROCEDURE Sequence of events or actions in order to execute a task 

effectively � is usually contained in a policy

PSC Public Service Commission

PSCBC Public Service Co-ordinating Bargaining Council

PSR Public Service Regulations

PSSC Public Service Staff Code

SMS Senior Management Service
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1. INTRODUCTION
1.1 BACKGROUND

The implementation of the new Public Service Regulations (PSR) with effect from 1 July 1999

ushered in a new approach to human resource management in the Public Service. The new PSR

devolved the responsibility for the day-to-day management of employees, including the conditions

of service applicable to them, to executing authorities within a framework of national norms and

standards. Departments are expected to develop and implement departmental policies on

various human resource related matters previously covered by national policies issued by the

Minister for Public Service and Administration. 

Conditions of service in respect of which executing authorities have the authority to develop

policies include remunerated overtime and the awarding of salaries above the minimum notches

of salary ranges on appointment and promotion.

1.2 COMMISSION�S MANDATE TO UNDERTAKE THE PROJECT

In terms of section 196(4)(b) of the Constitution, 1996, read with sections 9 and 10 of the Public

Service Commission Act, 1997, the Public Service Commission (PSC) is empowered to investigate,

monitor and evaluate the organization, administration, and personnel practices of the Public Service.

1.3 OBJECTIVE

The main objective of the investigation (study) is to monitor, investigate and evaluate how

departments deal with the authority on conditions of service and remuneration that was devolved

to executing authorities through the introduction of the PSR in 1999.  

1.4 METHODOLOGY

The research focused on the period 1 July 1999, the date on which the new PSR was implemented,

to 31 June 2001 and covered all national and provincial departments. Departments were

requested to provide the Office of the Public Service Commission (OPSC) with information on the

management of overtime duty and the awarding of higher salaries during the period 1 July 1999,

the date on which the new PSR was implemented, to 31 June 2001. Departments also forwarded

copies of departmental policies in this regard to the OPSC. The contents of these policies were

analyzed and evaluated in order to determine whether they are in compliance with the

requirements of the PSR. The development of policies was also assessed to determine the extent

to which departments succeeded in dealing with devolved authority on conditions of service.

2. DEVOLVED AUTHORITY ON OVERTIME
2.1 OVERVIEW OF OVERTIME IN THE PUBLIC SERVICE

In terms of Resolution 3 of 1999 of the Public Service Co-ordinating Bargaining Council (PSCBC),

an executing authority may authorize compensation for overtime on condition that a written policy

must be negotiated beforehand indicating, amongst others, the conditions under which

compensation for overtime shall be provided as well as the kind of compensation.  
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Supplementary to the provisions of Resolution 3 of 1999 of the PSCBC, the PSR provides for

employees to be compensated for duties performed in specific circumstances in excess of their

normal hours of attendance. In this regard, the cost of remunerated overtime to the State as

employer amounted to R1,7 million during the 2000/01 Financial Year.

2.2 DEVELOPMENT AND IMPLEMENTATION OF OVERTIME POLICIES

Only five of the national departments that responded to the request for information on overtime

policies have developed and implemented policies on overtime. Detail in this regard is reflected in

Table 2 on page 7 of the report. At provincial level, 21 of the departments (out of 80 departments that

responded to the request for information) have implemented overtime policies. The status with regard to

the development and implementation of policies on overtime in departments is reflected in tables 3 to

9 of the report (pages 9 to 11).

The contents of these policies already implemented were evaluated from two perspectives, namely

compliance with regulatory provisions and sound management practice. Findings made are

reflected in subparagraph 2.2.3 on page 14 of the report.

2.3 DEALING WITH DEVOLVED AUTHORITY ON OVERTIME

The fact that many departments failed to develop departmental policies on overtime raises serious

questions about the ability of departments to deal with the authority devolved to executing

authorities on conditions of service.  

The main reason for not implementing departmental policies, namely the protracted negotiation

process at departmental level, points to the ripple effect that the implementation of the new PSR

has had on the capacity required on the part of departments to manage conditions of service. In

addition to the impact that the new PSR has had on departments, it may have also created

capacity problems for employee organizations as a result of the added demands placed by the

consultation and negotiation processes at departmental level.

2.4 GOOD PRACTICE 

The PSC noted the problems experienced by departments in implementing their overtime policies.

It was, therefore, deemed appropriate to provide a good practice example attached at Annexure A

of the report (pages 43 to 52) to assist departments in this regard.

3. DEVOLVED AUTHORITY ON THE AWARDING OF SALARIES
The new salary grading system implemented in 1996 provided that only the minimum of salary

ranges could be awarded on appointment or promotion to employees.  However, the introduction

of the new PSR with effect from 1 July 1999 gave executing authorities flexibility regarding the

awarding of salaries on appointment and promotion.
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In terms of PSR V.C.3 an executing authority may set the salary for a post or an employee above

the minimum notch of the salary range indicated by the job weight-

(a) if he or she has evaluated the job, but cannot recruit or retain an employee with the necessary

competencies at the salary indicated by the job weight; and

(b) he or she shall record the reason why the salary indicated by the job weight was insufficient.

3.1 STATISTICAL ANALYSIS

At national level, 74% of the departments (14 out of the 19 departments that responded to the

request for information) indicated that salaries above the minimum notches of salary ranges have

been awarded since the implementation of the new PSR. The congruent percentage for provincial

departments amounted to only 34%. Full details of higher salaries awarded per Code of

Remuneration, post and salary range are contained in tables 12 and 13 on pages 23 and 24

respectively of the report. An indication is also provided of whether the relevant posts had been

subjected to job evaluation as required by the PSR.

3.2 REASONS PROVIDED FOR THE AWARDING OF HIGHER SALARIES

Reasons provided by departments for the awarding of higher salary notches included the

presenting of counter offers to recruit and retain suitably qualified persons in scarce

fields/disciplines, to recruit affirmative action candidates with the required experience, skills and

qualifications and to compensate for additional responsibilities attached to a particular post.

The reasons provided all appear to focus on the retention of persons whose services may otherwise

have been lost to the relevant departments. This is, in the opinion of the PSC, in line with the intention

of PSR V.C.3.

3.3 ADHERENCE TO REGULATORY REQUIREMENTS

Part V.C.3(a) of the PSR stipulates that an executing authority may set the salary for a post or an

employee above the minimum notch of the salary range if she or he has evaluated the job, but can-

not recruit or retain an employee with the necessary competencies at the salary indicated by the

job weight. The determination of a job weight for a post by applying the Job Evaluation System is

therefore imperative.

It was, however, determined that only 36% out of 122 posts where higher salaries were awarded

were subjected to job evaluation.  

3.4 PROBLEMS EXPERIENCED BY DEPARTMENTS IN DEVELOPING POLICIES ON

THE AWARDING OF HIGHER SALARIES

Factors inhibiting departments to develop and implement policies on the awarding of higher

salaries included the fact that other policies received higher priority, the lack of personnel

practitioners dealing with policy formulation and knowledge on policy development, consultants
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appointed for this purpose but who failed to deliver, human resources components that were only

recently established, the lengthy negotiation process at departmental level and a provincial

approach taken in certain provinces where policies are developed centrally.

3.5 DEALING WITH DEVOLVED AUTHORITY ON THE AWARDING OF SALARIES

The nature of responses received from departments during this investigation illustrates a lack

of understanding regarding the importance of putting procedures in place to ensure

accountability even where it is not required by the PSR. It is important to note that any decision

taken by an executing authority in this regard could have labour relations implications, in

addition to the obvious financial implications.

A clear and unambiguous policy framework that guides decision-making regarding the awarding of

higher salaries could help avoid unnecessary grievances.

3.6 GOOD PRACTICE

Given the poor response to this survey, the PSC identified the need to assist departments by

providing a good practice example of a policy on the awarding of salaries above the minimum

notches. This example is attached at Annexure B of the report (pages 53 to 55).

4. ABILITY OF DEPARTMENTS TO DEAL WITH DEVOLVED AUTHORITY REGARDING
REMUNERATION AND CONDITIONS OF SERVICE

The results of this investigation clearly indicated that the majority of departments in the Public

Service have not put in place the systems necessary to deal with two of the areas in which they

have authority regarding conditions of service and remuneration.  

An obvious question that arises is to what extent public service managers are succeeding in man-

aging change.  Their role in this regard is discussed in paragraph 4.2 on page 33 of the report.

4.1 EFFECT OF THE IMPLEMENTATION OF THE NEW PSR ON DEPARTMENTS� ABILITY TO DEAL

WITH DEVOLVED AUTHORITY REGARDING REMUNERATION AND CONDITIONS OF SERVICE

Having conducted a number of investigations into human resource management practices, including

the one reflected in this report, the PSC has to express the opinion that many departments were not

ready and are still today not ready to effectively deal with all of the authority that has been devolved

through the PSR.  

This fact was recognized by the Ministry for Public Service and Administration who put into place

a number of key initiatives to support departments, particularly in the provinces.

4.2 INTEGRATED IMPLEMENTATION PROGRAM

Prior to and in preparation for the implementation of the new PSR, the DPSA put in place an

Integrated Implementation Programme. This programme was mainly focused on determining readi-

ness and providing assistance in respect of specific key intervention areas.
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4.3 INTEGRATED PROVINCIAL SUPPORT PROGRAMME

Recognising the fact that many provincial departments were not in a position to comply fully with the

provisions of the PSR, the DPSA launched the Integrated Provincial Support Programme during 1999.

This programme is a needs driven programme and relies on provincial administrations/departments

coming forward to request assistance.  

4.4 RECOMMENDATIONS REGARDING COMPLIANCE WITH THE PSR 

Whatever the reasons are for departments not complying with the provisions of the PSR, the fact

remains that the PSC has a constitutional duty to assist in ensuring that Public Service rules and

procedures are complied with. The following is therefore proposed:

a) The DPSA should issue a list of all policies and procedural frameworks that should be developed

emanating from the PSR, whether prescribed or implied.  

b) Based on its interaction with provincial departments, policies that have been implemented should

be made available on its web-site by the DPSA.

c) Departments that have not developed certain policies should use the examples provided by the

DPSA and customize them for implementation. Such examples should be supplemented by

guidelines developed by the DPSA.

d) Where assistance beyond the mere development of policies is required, the assistance of the

DPSA through the IPSP should be requested.

e) Based on the list mentioned in sub-paragraph (a) departments would then be requested by the

PSC on a six monthly basis to indicate progress with implementation.  Reports on all provincial

and national  departments will be submitted to provincial legislatures and Parliament by the PSC.

Through this process all departments should be held accountable by their relevant portfolio

committees for non-adherence to the PSR. 

5. CONCLUSION
The results of previous investigations by the PSC into human resource management practices such

as leave, overtime, career management, probation and performance agreements, indicate that

departments are not in all instances coping with the demands placed on them through the new PSR.

The findings of this report too indicate that this is still the case. Questions have been raised in this

report regarding the capacity of departments to deal with devolved authority, not only in respect of

conditions of service, but also in respect of other human resource management practices.  The PSC

is of the opinion that greater care should be taken in future to determine the impact of regulatory

amendments, not only on the specific objectives that these attempt to address but also on the ability

of departments to put the necessary processes and resources in place to implement the regulatory

requirements.
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1.1 BACKGROUND
The implementation of the new Public Service Regulations (PSR) with effect from 1 July 1999

ushered in a new approach to human resource management in the Public Service. The new PSR

devolved the responsibility for the day-to-day management of employees, including the conditions

of service applicable to them, to executing authorities. This authority may be delegated further to

heads of department. Departments are expected to develop and implement departmental policies

on various human resource related matters previously covered by national policies issued by the

Minister for Public Service and Administration (MPSA). 

One such area in which executing authorities have the authority to develop policies is remuner-

ated overtime. Whilst the tariff for remunerated overtime is determined at national level through

the collective bargaining process, all other aspects relating to the management of overtime are

left to the discretion of executing authorities.

Apart from the devolvement of the authority to develop policies on remunerated overtime, the

PSR also provide for an executing authority to set the salary for a post above the minimum notch

of the salary range indicated by the job weight. This applies in instances where an executing

authority has evaluated the job, but cannot recruit or retain an employee with the necessary com-

petencies at the salary indicated by the job weight.

The burden placed by personnel expenditure such as salaries and overtime remuneration on the

budget of Government has steadily increased in previous financial years. The development and

implementation of departmental policies in order to guide decision-making by departments

regarding such conditions of service, and to ensure accountable additional expenditure, are

therefore of utmost importance.

1.2 COMMISSION�S MANDATE TO UNDERTAKE THE PROJECT
In terms of section 196(4)(b) of the Constitution, 1996, read with sections 9 and 10 of the

Public Service Commission Act, 1997, the Public Service Commission (PSC) is empowered to

investigate, monitor and evaluate the organization, administration, and personnel practices of

the Public Service.

In addition, section 196(4)(f)(iv) of the Constitution, 1996, stipulates that the PSC may of own

accord or on receipt of a complaint, advise national and provincial organs of state regarding per-

sonnel practices in the Public Service including those relating to the recruitment, appointment,

transfer, discharge and other aspects of the careers of employees in the Public Service.

1.3 OBJECTIVES
The main objective of the investigation (study) is to monitor, investigate and evaluate how depart-

ments deal with the authority on conditions of service and remuneration that was devolved to exe-

cuting authorities through the introduction of the PSR in 1999.
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This report deals with two of these conditions of service, viz overtime remuneration and the awarding

of salaries above the minimum notch of the salary range indicated by the job weight. The

development and implementation of policies and practices applied by departments to manage

overtime and the awarding of salaries above the minimum notch of the salary range were specifically

targeted. The following motivation informed the decision to focus on overtime remuneration and the

awarding of salaries above the minimum notch of the salary range for purposes of this investigation:

a) An overtime policy is one of the easiest policies to put in place given the regulatory framework

and collective agreement which guide the performance of overtime in departments.

b) The awarding of higher notches, on the other hand, is one of the more complex issues which

departments have to cater for. The fact that the development of a policy is not specifically

prescribed by the PSR served as further motivation in that it allows an assessment of departments�

ability to take initiative in establishing frameworks that would enable accountable decision-making.

In conducting the investigation the PSC endeavored to 

a) determine which departments have developed and implemented written policies on overtime

and the awarding of salaries above the minimum notches of salary ranges;

b) analyse and evaluate the contents of departmental policies already in place (in accordance

with the requirements of the PSR) and determine whether such departmental policies are

effective in the manner that the policies enhance accountability;

c) determine how departments have managed overtime and the awarding of salaries above the

minimum notches of salary ranges in the absence of departmental policies;

d) determine the number of officials in the Public Service that have been awarded salaries above

the minimum notch of the salary range indicated by the job weight since July 1999;

e) obtain the reasons for the awarding of such higher salaries; and

f) develop and provide advice on best practices.  

1.4 METHODOLOGY
The investigation focused on the period 1 July 1999, the date on which the new PSR was

implemented, to 31 June 2001 and covered all national and provincial departments. Departments

were requested by means of two separate circular minutes to provide the Office of the Public

Service Commission (OPSC) with information pertaining to the management of overtime duty and

the awarding of higher salaries respectively. 

As far as the management of overtime duty is concerned, departments were requested to indi-

cate the following:

a) Whether a formal overtime policy had been developed and implemented.

b) In cases where no such policies existed, when overtime policies would be developed and

implemented.

c) In cases where no such policies existed, in terms of which prescripts overtime was managed.
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In cases where formal overtime policies have been developed, departments were requested to for-

ward copies of such departmental overtime policies to the OPSC. The contents of these overtime

policies were analyzed and evaluated in order to determine whether they are in compliance with

the requirements of Part V.D.5 of the PSR.

In addition to the above, information on the cost attached to remunerated overtime was obtained

from the Personnel and Salary Administration System (PERSAL). This information is reflected in

paragraph 2.1.3 of the report.

Information regarding the awarding of higher salaries on appointment and promotion was obtained

by means of a questionnaire forwarded to departments under cover of an explanatory circular

minute. The questionnaire was designed to obtain the following information:

a) Whether policies, procedures or guidelines are in place to inform the granting of higher salaries.

b) What informed the granting of higher salaries in the absence of such policies, procedures  and 

guidelines?

c) The number of persons to whom higher salaries have been granted.

d) The salary levels involved.

e) The notches that were granted.

f) Whether the posts involved were job evaluated.

g) The additional financial implications.

A period of ± three months was allowed for departments to complete the questionnaire and to

return it to the OPSC by the middle of September 2001.  Initially only 36% of the departments

adhered to the request for information.  Departments were again requested in writing by means of

a circular minute to complete the questionnaire. After this request a total of 72% of departments

returned completed questionnaires to the OPSC. Information forwarded by departments up to the

beginning of 2002 was still accepted and processed with a view to include as many departments

in the investigation as possible.
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2.1 OVERVIEW OF OVERTIME IN THE PUBLIC SERVICE
2.1.1 INTRODUCTION

The performance of overtime is a continuous practice in the majority of departments and affects the

day-to-day managerial functions of many managers. The development of overtime policies is therefore

one of the more basic requirements that departments should have met in terms of the PSR.

2.1.2 REGULATORY FRAMEWORK

The Basic Conditions of Employment Act, 1997, defines overtime duty as the time that an

employee works during a day or a week in excess of ordinary hours of work.

In terms of Resolution 3 of 1999 of the Public Service Co-ordinating Bargaining Council (PSCBC),

executing authorities may authorize compensation for overtime on condition that a written policy

has been negotiated beforehand indicating, amongst others, the conditions under which

compensation for overtime shall be provided as well as the kind of compensation. The

Resolution furthermore addresses issues such as periods of rest, meal breaks, travel, Sunday

work, normal overtime and night overtime, i.e. overtime performed between 20:00 and 06:00

hours.  

Supplementary to the provisions of the Resolution, the PSR provide for employees to be

compensated for duties performed in specific circumstances in excess of their normal hours of

attendance.  In terms of Part V.D.2 of the PSR, an executing authority may compensate an

employee for overtime work if -

� the employee does not belong to the Senior Management Service (SMS); 

� the department has a written policy on overtime;

� the executing authority has provided written authorization in advance for the work; and

� except in exceptional circumstances, the monthly compensation for overtime constitutes less

than 30 per cent of the employee�s monthly salary.

Clear and effective control mechanisms are very important, taking into account the fact that

according to statistics provided by PERSAL the cost of remunerated overtime was in excess of one

billion Rand per year investigated. Part V.D.5 of the PSR therefore prescribes that the following

issues must be addressed as a minimum by departmental overtime policies:

� The categories of employees that may not receive compensation for overtime due to the nature

of their work and responsibilities.

� The circumstances under which a supervisor may authorize overtime work for an individual 

employee.

� If an employee shall receive payment or time-off as compensation for authorized overtime.

� How much overtime an employee may work in a given period.

� How a supervisor should record authorization for overtime.

� Other control measures, if necessary.

P S C J a n u a r y  2 0 0 4 5

Devolved authority on overtime



Public Service Commission OvertimeP S C

P S C J a n u a r y  2 0 0 4 6

2.1.3 OVERTIME AS PART OF PERSONNEL EXPENDITURE

According to data obtained from PERSAL, the cost of remunerated overtime to the State as employ-

er amounted to R 987 million during the 1997/98 financial year. This cost increased significantly

during the financial years 1998/99, 1999/2000 and 2000/01.  An analysis of overtime expendi-

ture during these financial years is provided in Table 1:

This increase in overtime expenditure is better illustrated graphically in Figure 1:

Table 1: Overtime expenditure

Financial year

1998/1999

1999/2000

2000/2001

Expenditure

R1,041,789,860

R1,057,543,618

R1,700,917,411

Percentage increase

from previous

financial year

5,5%

1,5%

60,84%

Total personnel

expenditure of the

Public Service

R74,385,447,807

R72,240,276,787

R82,850,782,787

Overtime expressed

as a percentage of

total personnel

expenditure

1,4%

1,5%

2,1%

The expenditure attached to overtime and the fact that this expenditure is continuously on the

increase, illustrates the need for effective policy frameworks to guide the management of overtime.  

Figure 1: Cost of overtime for the Public Service



2.2 DEVELOPMENT AND IMPLEMENTATION OF OVERTIME POLICIES
2.2.1 ADHERENCE TO THE REQUIREMENTS OF THE PUBLIC SERVICE REGULATIONS

Prior to the implementation of the new PSR in July 1999, the PSC undertook a comprehensive

investigation into the management of remunerated overtime. At the time a number of funda-

mental problems were identified with the administration and management of overtime, including

issues such as -

� non-adherence to prescripts;

� inadequate control measures;

� in some cases a fictitious need for overtime; and

� the inconsistent application of the criteria for the approval of overtime.

Given the problems identified, one of the key recommendations that was made was the develop-

ment and implementation of comprehensive departmental policies on overtime. It is the view of

the PSC that departments have had ample opportunity since July 1999 to act on the provisions of

the new PSR and this recommendation.

However, it will be noted from the tables provided below that overtime policies have been

developed and implemented only in a small number of departments. The situation in national and

provincial departments is reflected in tables 2 and 3 respectively:

(a) National Departments

A total of 25 out of 30 national departments responded to the request for information on overtime

policies. All of those who responded have already developed draft policies on overtime. However,

only five of these departments (20%) have implemented policies. Although the remaining depart-

ments did not implement their draft policies, it was indicated that the policies would be imple-

mented either by the end of 2001 or at the beginning of 2002.

Table 2 provides an overview of the responses received. An indication is also provided of departments

who did not respond.
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Table 2: The current status with regard to the development and implementation of overtime policies

in national departments 

Departments

Agriculture

Arts, Culture, Science & Techn.

Communications

Correctional Services

Environmental Affairs & Tourism

Foreign Affairs

GCIS

Health

Policy developed

Implemented Not Implemented
No policy No response
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Graphically the information contained in Table 2 can be illustrated as follows:

Copies of 25 overtime policies, five that have been negotiated in departmental bargaining cham-

bers, agreed upon and implemented as well as 20 still in draft format were submitted to the PSC.
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Departments

Home Affairs

Housing

ICD

Justice & Const. Development

Labour

Land Affairs

Minerals & Energy

National Treasury

Public Enterprises

Provincial & Local Government

Public Works

Secretariat for Safety & Security

DPSA

SAMDI

SAPS

Social Development

Sport & Recreation

Statistics South Africa

The Presidency

Trade & Industry

Transport

Water Affairs & Forestry

Policy developed

Implemented Not Implemented
No policy No response

Figure 2: The development and implementation of overtime policies in national departments

Table 2: The current status with regard to the development and implementation of overtime policies

in national departments (continued)



Having analyzed the information received from national departments, the main reason cited for not

finalizing overtime policies is delays in the collective bargaining process at departmental level.  

A further reason cited for not having implemented draft policies that have already been developed, is

the merging and restructuring of departments. Departments would first like to finalize restructuring

processes prior to finalizing overtime policies that would reflect their unique needs and circumstances.

However, it is with some concern that the PSC noted that departmental policies in the majority of

national departments have not been put in place by August 2001. This is more than two years after

the implementation of the new PSR on 1 July 1999. No transitional arrangements were also

incorporated in the PSR to allow for the delayed implementation of departmental overtime policies.  

(b) Provincial Departments

At provincial level 80 out of 97 departments responded to the request for information. Of these depart-

ments, only 21 have implemented overtime policies. The feedback obtained is illustrated in tables 3 to 9:
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Table 3: The current status with regard to the development and implementation of overtime policies

in Kwazulu-Natal

Table 4: The current status with regard to the development and implementation of overtime policies

in Limpopo

Departments

Agriculture & Environmental Affairs

Economic Development & Tourism

Education & Culture

Provincial Treasury

Health 

Housing

Office of the Premier

Safety & Security

Social Welfare & Population Dev.

Traditional & Local Govern. Affairs

Transport

Works

Policy developed

Implemented Not Implemented
No policy No response

Departments

Agriculture & Environment

Education

Finance, Econ. Affairs & Tourism

Health & Welfare

Local Government & Housing

Office of the Premier

Safety, Security & Liaison

Transport

Policy developed

Implemented Not Implemented
No policy No response
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Table 4: The current status with regard to the development and implementation of overtime policies

in Limpopo (continued)

Departments

Public Works

Sport, Arts & Culture

Policy developed

Implemented Not Implemented
No policy No response

Table 7: The current status with regard to the development and implementation of overtime policies

in Gauteng

Departments

Agric., Conservation & Env. Affairs

Development Planning & Local Gov.

Policy developed

Implemented Not Implemented
No policy No response

Table 5: The current status with regard to the development and implementation of overtime policies

in the Northern Cape

Departments

Agric., Nature Cons. & Land Reform

Economic Affairs

Education

Finance & Treasury

Health

Housing & Local Government

Office of the Premier

Civilian Secr. for Safety & Liaison

Sport, Arts & Culture

Transport, Roads & Public Works

Social Services & Population Dev.

Policy developed

Implemented Not Implemented
No policy No response

Table 6: The current status with regard to the development and implementation of overtime policies

in North West

Departments

Agric., Conservation & Environment

Economic Development & Tourism

Education

Finance

Health

Local Government & Housing

Office of the Premier

Safety & Liaison

Social Services, Arts, Cult. & Sport

Traditional & Corporate Affairs

Transport, Roads & Public Works

Policy developed

Implemented Not  Implemented
No policy No response
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Table 7: The current status with regard to the development and implementation of overtime policies

in Gauteng (continued)

Departments

Education

Finance & Economic Affairs

Health

Housing

Office of the Premier

Safety & Liaison

Social Services & Population Dev.

Sport, Recreation, Arts & Culture

Transport & Public Works

Policy developed

Implemented Not  Implemented
No policy No response

Table 8: The current status with regard to the development and implementation of overtime policies

in Mpumalanga

Departments

Agriculture, Conservation & Environ.

Econ. Affairs, Gaming & Tourism

Education

Finance

Health

Housing & Land Administration

Local Gov., Traffic Control & Safety

Office of the Premier

Public Works, Roads & Transport

Safety & Security

Social Services & Population Dev.

Sport, Recreation, Arts & Culture

Policy developed

Implemented Not  Implemented
No policy No response

Table 9: The current status with regard to the development and implementation of overtime policies

in the Free State

Departments

Agriculture

Dev. Planning & Local Government

Education

Finance, Exp. & Economic Affairs

Health

Local Government & Housing

Office of the Director-General

Public Safety, Security & Liaison

Public Works, Roads & Transport

Social Development

Sport, Arts, Culture, Science & Tech

Tourism, Environ. & Economic Affair

Policy developed

Implemented Not  Implemented
No policy No response
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The Eastern Cape indicated that a provincial policy was developed and implemented on 23

February 2001 in all 11 departments.  The Western Cape, on the other hand, indicated that no policy

has been implemented in any of its 11 departments.

In terms of provinces the following should be noted �

� 21 departments have developed and implemented overtime policies;

� 20 departments have developed overtime policies, but still have to implement the policies;

� 39 departments do not have overtime policies at all; and

� No feedback was received from 21 departments.

As was the case with national departments, it is of great concern that nearly half of the provin-

cial departments that participated in the survey had not developed overtime policies as yet.  It

is assumed that this figure would have been much higher had all provincial departments

adhered to the PSC�s request for information in this regard.

The information regarding the development and implementation of overtime policies in provin-

cial departments, as outlined in the above tables, is summarized by the following graph:

The main reason for not finalizing overtime policies experienced at national level, namely the pro-

tracted consultation process in departmental bargaining chambers, also applied provincially.

Another prominent reason cited was that departments were in the process of restructuring and that

this process delays the development and implementation of departmental policies on a number of

human resource issues.

The fact that departments continue to approve and pay employees for the performance of remunerated

overtime in the absence of overtime policies is effectively a disregard for the provisions of the PSR.  The

actions of departments in this respect are also ultra vires in that overtime duty can only be
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No response

Figure 3:  The development and implementation of overtime policies in provincial departments



compensated if an agreed upon policy is in place. It was, however, not the intention with this

investigation to embark on a witch-hunt to vilify specific departments, but rather to examine the ability

of departments to exercise the responsibilities entrusted to them through the new PSR.  

2.2.2 THE MANAGEMENT OF OVERTIME IN THE ABSENCE OF DEPARTMENTAL POLICIES

As indicated, some departments have not as yet developed their own policies to regulate the

management of overtime duty. Policies developed by some are furthermore in draft format and have

not yet been implemented. It was determined that overtime in these departments is managed by

making use of the following:

� The former Public Service Staff Code

It contains details regarding control measures to be applied when overtime duty is performed

as well as the extent and periods of overtime duty that are allowed. The only method of

compensation specified by the former Public Service Staff Code (PSSC) is remuneration, no

mention is made of time-off.

� Resolution 3 of 1999 of the PSCBC

The Resolution addresses issues such as rest/meal breaks, traveling, Sunday work, normal

overtime, night overtime and sets out the overtime allowances/tariffs. It also specifies that the

employer may provide compensation through time-off or additional pay. According to the

Resolution, time-off is granted equal to the number of hours overtime duty performed. 

� Measures contained in the PSR

An indication is provided in the PSR of the circumstances under which an employee can be 

compensated for overtime duty performed. The PSR also regulates who qualifies for overtime and

to what extent.  

� The Basic Conditions of Employment Act, 1997

Section 10 of the Act sets limitations in terms of hours of overtime duty to be performed and

specifies the basis of compensation, i.e. remuneration and/or the granting of time-off.

However, in cases where time-off is granted, the Act specifies that it should be granted within

one month of the employee becoming entitled to it.

� Circulars

In some provinces circulars guiding departments when dealing with overtime have been

issued. Examples in this regard are Mpumalanga, Northern Cape and Kwazulu-Natal. Although

control measures and delegations are not always addressed by these circulars, limitations and

overtime tariffs are normally captured. The circulars, however, do not constitute a negotiated pol-

icy as envisaged in the PSR and Resolution 3 of 1999 of the PSCBC.

The use of documents as listed above may facilitate the basic administration of overtime.

However, it does not cater for all the information required to effectively manage overtime. 
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An effective overtime policy should contain all the details that managers require to effectively

manage overtime. It should provide for, amongst others, exceptional circumstances such as

emergency work to allow informed decisions to be taken at short notice if and when required.

Managers need to know when approval for overtime must be obtained, what procedures should

be followed and with whom the authority to approve overtime is vested.

2.2.3 EVALUATION OF DEPARTMENTAL POLICIES 

The contents of policies submitted to the PSC were evaluated from two perspectives, namely

compliance with regulatory provisions and sound management practice.  

(a) Adherence to regulatory provisions

The overtime policies submitted to the PSC were scrutinized with a view to determine adherence

to the statutory requirements of the PSR, Resolution 3 of 1999 of the PSCBC and the Basic

Conditions of Employment Act, 1997. In general, all policies conformed to these requirements. The

findings, per regulatory requirement, are as follows:

� Categories of employees that may not receive compensation for overtime

All of the policies received from national and provincial departments addressed this issue

explicitly. Employees who qualify for overtime are categorized. Where appropriate, the cate-

gories of employees that may not receive compensation for overtime due to the nature of their

work and responsibilities, were also listed. These mainly included emergency services person-

nel and shift workers such as security guards/officers and nursing staff.

� Circumstances under which a supervisor may authorize overtime work for an individual employee

In terms of Part II.B of the PSR the authority to approve overtime, vested in the executing

authority, may be delegated to the head of department or to an employee on a level lower than

that of the head of department.  

A number of overtime policies provided that this authority might, in compelling and exceptional

circumstances, be cascaded down to supervisors at different levels (compelling and exceptional

circumstances include those circumstances that could not have been foreseen). However, in all

cases the policies stated that the authorization of overtime work in such exceptional

circumstances should be well motivated and reasoned. 

� Method of compensation (i.e. time-off or payment)

Both the PSR and Resolution 3 of 1999 of the PSCBC state that the MPSA determines the

rate of compensation for overtime work through the collective bargaining process. In this

regard, the majority of the policies specify the following rates that were applicable:

Normal time Salary notch p.a X 7/365 X 1/40 X 4/3

= Rate per hour
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Double time Salary notch p.a X 7/365 X 1/40 X 2

= Rate per hour

The majority of departmental policies specifically mention the following two limitations

placed by the PSR on the remuneration of overtime:

- The  monthly compensation for overtime should constitute less than 30% of the relevant 

employee�s monthly salary.

- A member of the SMS may be compensated for overtime if such compensation constitutes

1% or less of the salary bill on the relevant salary level.

In addition, these policies provide for remuneration and time-off as methods to compensate

employees for overtime work. Some policies even provide for a combination of remuneration and

time-off, subject to certain conditions.

� Duration of overtime

In terms of the Basic Conditions of Employment Act, 1997, an employee may not be required

or permitted to work more than three hours overtime a day or 10 hours overtime a week. In

all the policies submitted these provisions have been observed.

Not all policies, however, indicated that the expected duration of overtime is to be specified in

the request for authorization to perform such overtime. This is a definite shortcoming as

previous investigations conducted by the PSC into the management of overtime have proven

that in certain departments employees have manipulated the need and duration of overtime

duty in order to supplement their basic income.

� Recording authorization for overtime

In all the policies developed, as part of the control measures, supervisors are required to 

� obtain written authorization from the relevant person to whom the authority in this regard 

has been delegated prior to the conducting of overtime work; and

� keep records of all documents related to the performance of overtime.

� Authorizing overtime for members of the SMS

It is not allowed for a member of the SMS to authorize overtime for him/herself. Not all

departmental policies addressed this issue. Although this stipulation of the PSR seems
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obvious, departments should not assume that managers are aware of this. Departmental

policies need to address this issue specifically.

� Control measures

One of the main reasons for developing and implementing a policy document is to provide

guidance to employees and supervisors in so far as the management and administration of

that specific issue is concerned.  In this regard, the importance of providing adequate control

measures in order to prevent or limit fraudulent action of corrupt employees and supervisors

speaks for itself.

All the policies provided for control mechanisms/measures. The following is a synopsis of the

most common control measures observed:

- Compensation/no compensation for traveling time.

- Clearly defined and measurable outputs for overtime work to be undertaken.

- Reporting on the outputs of overtime work performed.

- Person responsible for adequate supervision and control at all times.

- Recording of all overtime duty performed.

- Submitting claim forms for overtime compensation, indicating the total number of verified

hours overtime work performed.

In addition to the above, provision was also made in general for fully motivated requests to perform

remunerated overtime work, addressing issues such as the circumstances necessitating overtime,

steps taken in order to prevent overtime, names and ranks of persons to perform overtime, the

expected duration of overtime, the estimated total expenditure, etc.

(b) The application of sound management practice

Having examined the contents of policies on overtime submitted by departments, the PSC is of the

opinion that the framework set by the PSR and Resolution 3 of 1999 of the PSCBC allows for the

application of sound management practice. This detailed national framework guides the development

of overtime policies by departments by indicating the topics that should be addressed.  The topics

must only be fleshed out by departments in the formulation of their policies.

The policies were found to be user-friendly and covered most of the areas that would enable

managers to effectively discharge their responsibilities in respect of the management of

overtime. One area, however, not covered by the PSR and consequently not by any of the

departmental policies is the monitoring of overtime performance and expenditure. As illustrated

by the rising costs attached to overtime, there appears to be a growth in the frequency that

overtime is performed. Departments where overtime is performed frequently could through the

incorporation of monitoring mechanisms, identify problematic components and address the

reasons for the performance of overtime. This could have a positive impact on the escalating

costs attached to overtime.
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2.3 DEALING WITH DEVOLVED AUTHORITY ON OVERTIME
As previously indicated, the development of departmental policies on overtime is one of the easiest

requirements that departments had to meet emanating from the implementation of the new PSR.

The fact that so many departments failed to do so raises serious questions about the ability of

departments to deal with the authority devolved to executing authorities on conditions of service.  

The main reason for not implementing departmental policies, namely the protracted negotiation

process at departmental level, points to the ripple effect that the implementation of the new PSR

has had on the capacity required on the part of departments to manage conditions of service.  In

the case of overtime and other human resource management policies, the new PSR by implication

required the following of departments:

� The establishment of capacity to deal with policy development in addition to policy imple-

mentation. Employees either had to be reoriented to develop skills in policy development or 

establishments had to be revised to accommodate the appointment of persons skilled in 

policy development.

� Capacity had to be created to deal with the negotiation and consultation process at departmental 

level. Employees had to be provided with training in negotiation skills and departmental 

chambers had to be established and activated where they were not in place.  

In addition to the impact that the new PSR has had on departments, it may have also created

capacity problems for employee organizations as a result of the added demands placed by the

consultation and negotiation processes at departmental level.

In respect of overtime, the feedback obtained from provincial departments may point to a lack

of confidence in the ability of individual departments to develop policies as intended by the PSR.

This point is substantiated by the fact that the Offices of Premiers in certain provinces still take

it upon themselves to develop or co-ordinate the development of human resource policies. The

following practices were observed in this regard:

� The establishment of a task team by the Office of the Premier to co-ordinate the development 

of human resources policies, including overtime.

� The development of policies in the Office of the Premier for adoption by provincial departments.

� The development of a framework by the Office of the Premier within which departments could 

develop their own policies, having regard to their unique circumstances.

Whilst these practices may definitely have contributed to adherence to the PSR and the

promotion of sound management practices by certain provincial departments, it does indicate

that there was a realization in certain provinces that its departments might not be geared to fully

implement the new PSR.
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2.4 RECOMMENDATIONS ON GOOD PRACTICES TO ASSIST DEPARTMENTS 
This investigation revealed that only 25% of departments have developed and implemented

overtime policies (see tables 2 to 9).  The PSC noted the problems experienced by departments in

implementing their overtime policies and therefore deemed it appropriate to provide a good

practice example to assist departments. The legislative framework applicable to the Public Service,

i.e the PSR and the Basic Conditions of Employment Act, 1997, informed the development of the

example.

The example is attached at Annexure A of this report and provides for the following:

� Scope of applicability.

� Circumstances under which overtime work may be authorized.

� Manner of compensation: Payment or time-off.

� Procedure to obtain approval for compensated overtime.

� Control measures, including the keeping of registers.

� Claims for overtime compensation.

� Rest, meal brakes and traveling.

� Monitoring, evaluating and reporting.

The intention with this good practice example is not to prescribe to departments how an overtime

policy should look like, but to assist them in developing their own policies.  Departments have to

take care when developing their own overtime policies to ensure that such policies accommodate

their unique needs and circumstances.

2.5 SUMMARY
The majority of departments were clearly not in a position to comply with the requirements of the

new PSR as far as the development of overtime policies is concerned. The main reason provided,

namely negotiation processes at departmental level, raises a matter that merits further

investigation by the PSCBC. The PSCBC should probe to what extent departmental bargaining

chambers are equipped to handle the increase in their activities emanating from the

implementation of the new PSR. It appears that definite intervention is required to assist

departments in this regard.
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3.1 BACKGROUND
Prior to the implementation of the new salary grading system for the Public Service, the awarding of

salaries on appointment and promotion was highly regulated through the Personnel Administration

Standard (PAS). PASs provided the basis for appointment, including which notches should be award-

ed to persons in possession of specific qualifications and experience.

The new grading system implemented in 1996 provided that only the minimum of salary ranges

could be awarded on appointment or promotion to employees. However, the introduction of the new

PSR with effect from 1 July 1999 gave executing authorities flexibility regarding the awarding of

salaries on appointment and promotion. This newfound flexibility could be exercised at the discre-

tion of executing authorities with the only requirement being that the reason(s) for the awarding of

higher salaries should be recorded.  

The onus for providing an accountable framework for such decisions (previously provided by the PAS)

now suddenly rested with executing authorities. Given the financial implication of awarding higher

salaries and the possible labour relations implications, it follows that any such decisions would have

had to have a sound basis. This significant responsibility placed on executing authorities was there-

fore evaluated by the PSC as part of its endeavors to determine how effectively departments are suc-

ceeding in handling devolved authority regarding conditions of service.

3.2 REGULATORY FRAMEWORK
In terms of PSR V.C.3 an executing authority may set the salary for a post or an employee above

the minimum notch of the salary range indicated by the job weight

(a) if he or she has evaluated the job, but cannot recruit or retain an employee with the necessary 

competencies at the salary indicated by the job weight; and

(b) he or she shall record the reason why the salary indicated by the job weight was insufficient.

The awarding of salary notches higher than the minimum of the salary ranges on appointment

and promotion differs from the system for the awarding of 2nd and 3rd notches of salary levels.

The latter is referred to as the Personal Profile System and is used to give recognition to those

public servants who have distinguished themselves by way of personal profiles based on

experience, skills and other appropriate attributes that are markedly higher than the norm set

for the relevant posts. 
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3.3 EXTENT TO WHICH DEPARTMENTS PARTICIPATED IN THE SURVEY
The following national and provincial departments did not provide feedback as requested by the PSC:
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� Correctional Services

� Government Communications (GCIS)

� Housing

� Justice and Constitutional Development

� Labour

� Land Affairs

� Office for Public Enteprises

� Secretariat for Safety and Security

� South African Police Service

� Social Development

� Statistics South Africa

� Trade and Industry

NAME OF DEPARTMENT

� Eastern Cape (7)

� Free State (2)

� Gauteng (3)

� Mpumalanga (6)

� Northern Cape (4)

Finance and Provincial Expenditure

Health

Housing, Local Government and Traditional Affairs

Office of the Premier

Safety and Security

Sport, Recreation, Arts and Culture

Welfare/Social Development

Local Government and Housing

Finance, Expenditure and Economic Affairs

Education

Finance and Economic Affairs

Safety and Liaison

Economic Affairs, Gaming and Tourism

Education

Health

Housing and Land Administration

Social Services and Population Development

Sport, Recreation, Arts and Culture

Economic Affairs

Finance and Treasury

Health

Office of the Premier

Table 10: National departments from whom no feedback was received

Table 11: Provincial departments from whom no feedback was received

PROVINCE NAME OF DEPARTMENT



3.4 STATISTICAL ANALYSIS
3.4.1 AWARDING OF SALARIES HIGHER THAN THE MINIMA OF SALARY RANGES

The information obtained from those departments that responded to the survey by forwarding com-

pleted questionnaires to the PSC was processed and analyzed. Of these departments, 38% awarded

salaries higher than the minimum of salary ranges, on appointment or promotion, to certain officials

between 1 July 1999 and 31 June 2001. 

At national level 74% of the departments (14 out of the 19 departments that responded to the

request for information) indicated that salaries above the minimum notches of the salary ranges have

been awarded since the implementation of the new PSR. The congruent percentage for provincial

departments amounted to only 34%. Tables 12 and 13 depict the awarding of higher salaries per

Code of Remuneration (CORE), post and salary range.  An indication is also provided of whether the

relevant posts had been subjected to job evaluation as required by the PSR:

P S C J a n u a r y  2 0 0 4 2 3

PROVINCE NAME OF DEPARTMENT

� Limpopo (2)

� Western Cape (3)

Finance, Economic Affairs and Tourism

Transport

PAWC

Education

Transport, Roads and Public Works

Table 12: Awarding of higher salaries in national departments

Management &

General Support

Personnel

Administrative Line

Function & Support

Personnel

Secretary

Accounting Clerk

Senior Secretary

Personal Assistant

Assistant Director

Deputy Director

Director

Chief Director

Deputy Director General

Director-General

Senior Admin Clerk

Admin Officer

Personnel Practitioner

Assistant Director

Assistant Director

1

2

1

1

3

1

13

9

4

2

1

1

1

2

1

3

6

7

7

10

11-12

13

14

15

16

3

7

7

8

9

None

1

None

1

2

1

None

4

1

None

None

1

None

None

None

CORE POST No of persons

that received

higher salaries

Salary range

attached to

post

No of post

subjected to

job evaluation
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Number of employees that received higher salary notches: 49

Number of posts subjected to job evaluation: 13 (26,5%) 

Number of posts not subjected to job evaluation: 36 (73.5%)
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HR & Support

Personnel

Professionals &

Managers

Natural Science

Related & Support

Personnel

IT Related

Personnel

Policy Advisor

Assistant Director

Media Liaison Officer

Assistant Director

Assistant Director

1

1

1

2

1

CORE POST No of persons

that received

higher salaries

9-10

8

13

10

10

None

None

1

1

None

Salary range

attached to

post

No of post

subjected to

job evaluation

Management &

General Support

Personnel

Agricultural

Related & Support

Personnel

Security Guard

Secretary

Communication Officer

Driver

Executive Secretary

Senior Clerk

Training Officer

Senior Admin Officer

Assistant Director

Deputy Director

Principal Specialist

Director

Chief Director

Deputy Director General

Director-General

Head of Department

State Veterinarian

Deputy Director

1

4

1

1

1

1

1

1

1

7

1

7

7

4

1

4

4

1

2

4-6

6

6

7

8

8

9

9

11-12

13

13

14

15

16

9

10

11-12

None

2

1

None

1

1

None

None

1

2

1

6

5

3

1

None

None

None

CORE POST No of persons

that received

higher salaries

Salary range

attached to

post

No of post

subjected to

job evaluation

Table 12: Awarding of higher salaries in national departments (continued)

Table 13: Awarding of higher salaries in provincial departments 



Number of employees that received higher salary notches: 73

Number of posts subjected to job evaluation: 31 (42,5%) 

Number of posts not subjected to job evaluation: 42 (57,5%)

Data provided in tables 12 and 13 above is summarized as follows:

Total number of employees that received higher salary notches: 122

Total number of posts subjected to job evaluation: 44 (36%) 

Total number of posts not subjected to job evaluation: 78 (64%)

The information contained in tables 12 and 13 highlights the following:

(a) In the departments that responded to the survey, salaries above the minimum notches of

salary ranges were awarded to 122 officials on appointment or promotion during the period

1 July 1999 to 31 June 2001.

(b) The number and percentage of officials to whom higher salary notches were awarded, broken

down to notches, are as follows:
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Administrative

Line Function &

Support Personnel

HR & Support

Personnel

Legal & Support

Personnel

Engineering

Related & Support

Personnel

Professionals &

Managers

Economic Advisory

Nursing & Support

Personnel

Chief Admin Clerk

Admin Officer

Deputy Director

Head: Musician

Admin Secretary

Deputy Director 

State Law Advisor

Deputy Director

Student Industrial -

Technician 

Industrial Technician

Deputy Director

Assistant Director

Deputy Director 

Senior Planner 

Deputy Director

Director

Professional Nurse

1

2

3

1

1

1

1

1

2

1

1

1

5

1

1

1

1

7

7-8

11-12

11-12

11-12

11-12

11-12

11-12

3

8

11-12

10

11-12

8

11-12

13

6

None

None

None

None

None

None

1

None

None

None

1

None

3

None

None

1

1

Table 13: Awarding of higher salaries in provincial departments (continued)

CORE POST No of persons

that received

higher salaries

Salary range
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No of post
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� 46 employees were awarded the 2nd notch;

� 44 employees were awarded the 3rd notch; and

� 23 employees were awarded other notches e.g. the 1st and 2nd notches of the next higher 

salary range or the 2nd higher salary range.

� It is not clear what notches were awarded to the remaining 9 officials as no indications were

provided to this effect by the relevant departments.

� Converted to percentages, 36% of all officials to whom higher salary notches were awarded,

were awarded the 2nd notch, 34% the 3rd notch and 18% notches on the next higher salary

ranges.

Graphically the number of officials to whom higher salary notches were awarded, broken down to

notches, is illustrated as follows:

3.4.2 ADDITIONAL EXPENDITURE INCURRED THROUGH THE AWARDING OF HIGHER SALARIES

Departments indicated that they incurred the following additional expenditure through the award-

ing of higher salaries:

P S C J a n u a r y  2 0 0 4 2 6

Figure 4: The number of officials to whom higher salary notches were awarded

Table 14: Additional expenditure emanating from the awarding of salaries above the minimum

notches of salary ranges

1 July 1999 to 31 June 2000

1 July 2000 to 31 June 2001

TOTAL

96 403

342 963

439 366

422 534

822 661

1 245 195

518 937

1 165 624

1 684 561

Period Nationally

Estimated additional expenditure (Rand per annum)

Provincially Total Public Service post
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3.5 REASONS PROVIDED FOR THE AWARDING OF HIGHER SALARIES
The main reasons provided by departments for the awarding of salary notches above the minimum

notches of salary ranges are the following:

� In some cases the most suitable candidate for a post received a higher salary at his/her 

previous position, thereby necessitating a higher salary notch as a counter offer.

� Certain candidates received allowances in addition to their remuneration, e.g: a car allowance.

Whilst not offering such allowances, some departments offered higher salary notches to equate

with the total remuneration package that the relevant candidates received.

� To recruit and retain suitably qualified persons in scarce fields/ disciplines.

� To recruit affirmative action candidates with the required experience, skills and qualifications.

� To compensate for additional responsibilities attached to a particular post.

The reasons provided all appear to focus on the retention of persons whose services might

otherwise have been lost to the relevant departments. This is, in the opinion of the PSC, in line with

the intention of PSR V.C.3.

3.6 ADHERENCE TO REGULATORY REQUIREMENTS
Part V.C.3(a) of the PSR stipulates that an executing authority may set the salary for a post or an

employee above the minimum notch of the salary range indicated by the job weight if she or he has

evaluated the job, but cannot recruit or retain an employee with the necessary competencies at the

salary indicated by the job weight. The determination of a job weight for a post by applying the Job

Evaluation System is therefore imperative.

Departments were probed as to whether all vacant posts were evaluated in terms of the Job Evaluation

System prior to the awarding of salaries above the minimum notches of salary ranges. In those

departments that responded only 36% out of 122 posts where higher salaries were awarded were

subjected to job evaluation.  

A further requirement set by Part V.C.3(b) of the PSR is the recording of the reason(s) why the salary

indicated by the job weight was insufficient. Five departments, however, indicated that they do not

record reasons for the awarding of higher salaries. Once again this is in non-compliance with the

requirements of the PSR. 
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3.7 POLICY FRAMEWORKS THAT GUIDE THE AWARDING OF HIGHER SALARIES
Departments were requested to indicate whether any policies, guidelines or other procedural

frameworks are in place that inform the awarding of higher salaries. Only three departments indicated

that they have developed and implemented formal policies. All these departments, Public Works, the

Department of Public Service and Administration (DPSA) and Environmental Affairs and Tourism are at

national level. 

A further 20% of the departments that participated in the investigation indicated that whilst they do

not have formal policies in place they have developed basic guidelines to assist decision-making.  

The majority of departments that have a policy or guidelines in place were of the opinion that these

policies or guidelines ensure accountable decision-making and help avoid unnecessary dissatisfaction

by staff as well as employee organizations. However, 71% of the departments that responded operate

without any policy or guidelines. This is an alarming state of affairs, especially if it is taken into account

that this is a practice with the potential for abuse and that has short and long term financial

implications.

As with all human resource practices, the awarding of salaries above minimum notches of salary

ranges is susceptible to abuse if not managed effectively. There is, however, no requirement in the

PSR or any collective agreement compelling departments to have a formal policy on the awarding of

higher salaries. Departments are therefore not transgressing the PSR by not having developed and

implemented such policies. The point, however, is that without a policy or procedural framework,

departments can easily be questioned about the accountability of decisions taken to award higher

salaries given the financial implications involved.  Without an appropriate framework in place to guide

such decisions, departments also expose themselves to labour relations implications. Employees may

demand similar treatment where colleagues have been awarded higher salaries. 

3.7.1 ISSUES INFORMING THE AWARDING OF HIGHER SALARIES

In the absence of formal policies or guidelines, departments indicated that the awarding of salaries

above the minimum notches of salary ranges are informed by the following:

� The current salaries of successful candidates.

� Sufficient evidence of the circumstances under which departments were not able to recruit

and retain candidates with the required skills, experience and competencies, i.e. the scarcity

of the discipline.

� The outcome of the job evaluation process.

� The fact that employees had to be compensated for the loss of allowances previously received,

as a result of organizational restructuring.

� Parts V.A(2)(e) and V.C.3 of the PSR, dealing with the determination of an employee's salary

scale in order to recruit and retain a person with the necessary competencies.

� Guidelines issued by the DPSA as well as the CORE and former PASs.
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� In terms of section 37(2)(c) of the Public Service Act, 1994, it is stipulated that, amongst 

others, the salary of an employee of exceptional ability or possessing special qualifications, 

may be specially advanced within the scale applicable or that he/she may be paid a salary

in accordance with a higher scale.

None of the criteria listed above provides decision makers with clear procedures and alerts them to the

factors that should be taken into consideration when taking such decisions.  A consolidated policy with

clear procedural frameworks and well defined criteria would provide a sound basis for decisions that

can be accounted for. 

3.8 PROBLEMS EXPERIENCED BY DEPARTMENTS IN DEVELOPING POLICIES ON
THE AWARDING OF HIGHER SALARIES

Departments who have not developed or implemented policies or guidelines to inform the award-

ing of higher salaries indicated that the following factors inhibited them from doing so:

� The development and implementation of other policies received higher priority.  

� The lack of personnel practitioners dealing with policy formulation.

� The lack of knowledge on policy development.

� Consultants that were appointed for this purpose, but who failed to deliver.

� Human resources components that were only recently established as a result of transformation 

of departments.

� The lengthy negotiation process at departmental level that must be undertaken to implement 

policies.

� A provincial approach taken in certain provinces where policies are developed centrally.

The nature of reasons provided corresponds to a large extent with the reasons provided in respect

of the development of overtime policies. Common factors appear to be the protracted negotiation

process at departmental level and the lack of capacity to deal with policy development. 

3.9 DEALING WITH DEVOLVED AUTHORITY ON THE AWARDING OF SALARIES
The nature of responses received from departments during this investigation illustrates a lack of under-

standing regarding the importance of putting procedures in place to ensure accountability even where

it is not required by the PSR. It is important to note that any decision taken by an executing authority in

this regard could have labour relations implications, in addition to the obvious financial implications. If

a higher salary was for example awarded to recruit a person in a scarce discipline, a whole hornets nest

could be opened if current incumbents occupying posts on equal job weights were to demand equal

treatment. A clear and unambiguous policy framework that guides decision-making regarding the

awarding of higher salaries could help avoid unnecessary grievances.

Apart from the few departments that have policies and guidelines in place, the PSC must express

the opinion that the Public Service at large is not dealing effectively with the authority devolved to
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them on the awarding of higher salaries. The relatively small financial implications indicated at

paragraph 3.4 should not detract from the importance of managing this provision effectively. The

financial implications are misleading in view of the limited response received and the fact that it is

a new provision that many departments may not have had the need as yet to apply.

3.10 RECOMMENDATIONS ON GOOD PRACTICES TO ASSIST DEPARTMENTS
Neither the PSR, nor any collective agreement, explicitly require departments to develop and

implement policies that will regulate the awarding of salaries above the minimum notches of salary

ranges on appointment and promotion. However, taking into account the financial implications

attached to the awarding of higher salaries, it is advisable from a sound management perspective

that decisions be based on an accountable framework.

Given the poor response to this survey, the PSC identified the need to assist departments by

providing a good practice example of a policy on the awarding of salaries above the minimum

notches of salary ranges on appointment and promotion. This example was developed with due

regard to the regulatory requirements set by the PSR and is attached at Annexure B of this report.

It mainly deals with principles to be considered when granting higher salary notches,

responsibilities in this regard and specific conditions for granting higher salary notches.
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4.1 INTRODUCTION
The results of this investigation clearly indicated that the majority of departments in the Public

Service have not put in place the systems necessary to deal with two of the areas in which they

have authority regarding conditions of service and remuneration. The non-adherence to the PSR

as far as the development and implementation of overtime policies are concerned is problematic

in itself, but also raises serious questions about a possible larger problem area which is discussed

in detail in this Chapter, namely the ability of departments to deal with the additional responsibili-

ties placed upon them through the new PSR.

This investigation particularly focused on two areas where departments have authority regard-

ing conditions of service and remuneration.  The PSR and Resolution 3 of 1999 of the PSCBC,

however, require the development of a multitude of policies and procedures regarding human

resource management practices by departments. The development and implementation of

these policies and procedures are an absolute necessity to ensure accountable human resource

management in the Public Service. This investigation and the results of previous investigations

by the PSC into human resource management practices such as leave, overtime, career man-

agement, probation and performance agreements, clearly indicate that departments are strug-

gling to cope with the additional demands placed on them. 

An obvious question that arises from the findings of this investigation is to what extent public

service managers are succeeding in managing change.  This chapter discusses the responsibilities

of managers in dealing with change and also reflects on the ability of departments to deal with

authority devolved through the introduction of the new PSR.

4.2 THE ROLE OF PUBLIC SERVICE LEADERSHIP IN MANAGING CHANGE
Following the dawn of the democratic order in South Africa in April 1994, a process unfolded to

transform, rationalize and restructure the Public Service. Government identified institutional trans-

formation and reform as one of the key medium and long-term programmes to drive the imple-

mentation of the Reconstruction and Development Programme. Change in the Public Service was,

and still is, supported by numerous legislative and regulatory documents such as the -

� Constitution of the Republic of South Africa, 1996;

� Public Service Act, 1994;

� Labour Relations Act, 1995 and accompanying Regulations;

� Basic Conditions of Employment Act, 1997;

� Employment Equity Act, 1998;

� Public Service Regulations;

� Various collective agreements reached in the PSCBC;

� White Paper on the Transformation of the Public Service;
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� White Paper on Human Resource Management in the Public Service; and

� White Paper on Transforming Public Service Delivery (Batho Pele White Paper).

In order for Government's endeavors of transforming the Public Service to succeed, it is imperative that

managers in the Public Service align their views, attitudes and actions in terms of the revised

administrative framework, policies and regulations. The question can rightfully be posed: Are managers

adequately informed, trained and oriented to set the pace of change? This report does not attempt to

provide an unqualified answer to this question but attempts to illustrate the challenges facing public

service leadership.  

4.2.1 DEMANDS ON LEADERSHIP

Key to the transformation of the Public Service was a systematic process of organizational change.

Dale and Michelon (1986: p 58) state that organizations often outgrow organizational structures

because many new products and new functions have been added, requiring a thorough reorganization.

However, due to the disruption brought about by reorganization, such reorganization should occur as

gradual as possible. This is also the case with the Public Service. A total of 11 public services

amalgamated into one in 1994 and, nine years later in 2003, it is still in the process of change and

transformation. Departments are continuously restructuring to best meet the needs of society and

managers are required to deliver on their mandates within this ever-changing environment.

Together with the organizational changes, the legislative frameworks that regulate public

administration changed dramatically from a highly centralized system to a system where individual

departments have responsibilities in terms of policy development and implementation. This obviously

placed additional demands on leadership in departments, as it required a change in focus from

solely implementation issues to include the establishment of an enabling regulatory environment.  

The transformation of the Public Service coincided with an additional challenge that emanated from

the demographics of the country, namely the need to manage a diverse workforce as effectively as

possible. The management of diversity is defined by Thomas and Robertshaw (1999: p 10) as "a

planned, systematic and comprehensive managerial process for developing an organizational

environment in which all employees, with their similarities and differences, can contribute to the

strategic and competitive advantage of the organization, and where no one is excluded on the basis of

factors unrelated to productivity".  

Human, Bluen and Davis (1999: p 107 and 109) are of the opinion that managing diversity is a

competence required by line managers in particular that is crucial for the effective management

and development of people. According to them effective diversity management requires that

managers adopt a truly multidisciplinary approach.

4.2.2 CHANGE MANAGEMENT

It is clear from the challenges facing public service leadership that they have to be equipped to manage

change. "Change management" refers to the making of changes in a planned and managed or
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systematic manner in order to effectively implement new methods and systems (Nickols, 2000:

p 1-13).  

According to Nickols (2000: p 5) a person's placement in an organization typically defines the

scope and scale of the kinds of changes with which he or she will become involved, and the nature

of the changes with which he or she will be concerned. The higher up a person is in the hierarchy

(such as managers in the Public Service), the wider-ranging the issues with which he or she must

be concerned.

Responsibilities that managers have in successfully managing change are the following:

� Developing a clear sense of the mission or purpose of change that is to take place.

� Careful planning of the intended change providing for, amongst others, buy-in, support and 

commitment from staff.  While most organizations focus on deciding what to change, the 

human element of executing these decisions is often left unattended (Conner, 1994: p 1).

- The development of analytical, people (interpersonal) and system skills.

- Setting flexible priorities that can be adjusted according to prevailing circumstances.

- Ensuring effective communication.  Heathfield (2002: p 1-4) states that one can never over-

communicate when asking an organization to change. She suggests the following in 

this regard -

(i) Communicate consistently, frequently and through multiple channels.

(ii) Communicate all that is known about the changes, as quickly as the information is 

available.

(iii) Communicate the vision, mission and objectives of the change effort.

(iv) Communicate the reasons for the changes in such a way that people understand 

the context, purpose and the need.

(v) Hold interactive workshops where all employees can explore the changes together. 

In order to assist managers with managing departmental change processes, lessons learnt from

other institutions need to be noted.  Sanborn (2002: p 1-3) identified the following reasons why

organizational change fails:

� Miss-starts that occur when a change is ill-advised, hastily implemented or attempted without 

sufficient commitment. 

� Making change an option. When leadership commits to change the message must be that 

change is not an option.

� The activity becomes more important than the results - managers can get so caught up on 

planning and managing change that they don't notice that no tangible results are being 

achieved.

� The human pain of change is sometimes ignored. People's morale and loyalty could be destroyed 

in the process.

� Employees (subordinates) are not involved in planning the change process.
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� Change is often delegated to "outsiders" although it is an inside job. Whilst consultants might 

provide valuable ideas and inputs, people inside the system must accept responsibility for 

the change.

� Leadership does not show the same commitment that they expect from others. 

The results of this investigation, as further discussed in this chapter, illustrate that departments

in the Public Service have not all been successful in providing for their responsibilities emanat-

ing from the revised regulatory framework. This may indicate that public service leadership has

been less successful in managing the change to a more decentralized approach to human

resource policy formulation. Obviously reference to leadership in this context refers to heads of

department and managers of human resource management components.  

The ability of leadership to deal with the changes emanating from the new regulatory framework

may, however, be influenced by much more than the capabilities of managers. The impact of the

new regulatory framework and the pace of change could also be determinant factors. This is

addressed in the remainder of this Chapter. 

4.3 FINDINGS REGARDING THE DEVELOPMENT OF POLICY AND PROCEDURAL 
FRAMEWORKS

A number of reasons were provided by departments why policy development and implementation

have not been concluded. However, the PSC would like to make the following observations from an

analysis of the feedback obtained during this and previous investigations regarding factors that

inhibit the ability of departments to comply with the PSR and to develop policies:

(a) Operational line function priorities may place a strain on the ability of departments to give attention

to human resource related matters. Funds are not necessarily allocated to human resource

components to establish the capacity required for policy development and implementation. Human

resource management components may still be designed to focus on policy implementation.

(b) Human resource practitioners in departments are not in all instances skilled in policy development.

The new PSR provided a radical shift from policy implementation to policy development and the

necessary training and reorientation of staff may not have occurred.
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(c) Departmental bargaining chambers, both from an employer and employee perspective, may not 

be equipped to handle the sudden increase in policy related issues to be negotiated or consulted.

The uncertainty regarding the functioning of departmental bargaining chambers may have

further contributed to the delays in concluding necessary agreements or consultations.

d) Many departments have placed the development of departmental policies in the hands of

consultants. It is questionable whether the necessary knowledge and skills transfer occurs

when such policies are formulated. This may again have a negative impact on the ability

of departments to implement - hence the number of developed but not implemented policies.

It is also more difficult to implement a procedural or policy framework if you were not party to

its development and therefore do not have insight into the reasons for the inclusion of specific

sections thereof.

These observations raise serious concerns on whether the Public Service was prepared for the

extent to which authority regarding human resource management was devolved to executing

authorities and heads of department with the implementation of the new PSR on 1 July 1999.

4.4 EFFECT OF THE IMPLEMENTATION OF THE NEW PSR ON DEPARTMENTS' ABILITY TO DEAL

WITH DEVOLVED AUTHORITY REGARDING REMUNERATION AND CONDITIONS OF SERVICE

The implementation of the new PSR took place five years after the establishment of the rationalized

Public Service.  Departments were at that stage, and some to an extent are still today, occupied with a

process of restructuring to meet the service delivery demands of government.  A clear need, however,

existed to transform the archaic and over-centralized manner in which human resource management

issues were dealt with which was inherited from the pre-rationalized Public Service.

A number of transformation initiatives preceded the implementation of the new PSR. Notably in the

field of remuneration and conditions of service, the revised salary grading system was

implemented together with a system where salary increases were granted on the basis of personal

profiles. However, up to the implementation of the new PSR, remuneration related issues were

highly regulated and structured through the PAS and former PSSC and Regulations.  Departments

were severely restricted by the national policy framework. They could, however, concentrate on

implementation issues and had the assurance that each decision was taken within a clearly

defined accountability framework.

The new PSR also provided a broad framework for accountability but placed the onus on executing

authorities and heads of department in a broad spectrum of matters to ensure that the necessary

detailed policy frameworks are put in place to ensure accountability. Having conducted a number

of investigations into human resource management practices, including the one reflected in this

report, the PSC has to express the opinion that many departments were not ready and are still

today not ready to effectively deal with all of the authority that has been devolved through the PSR.

The observations made in paragraph 4.3 serve to support this opinion.  
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This fact was recognized by the Ministry for Public Service and Administration who put into place

a number of key initiatives to support departments, particularly in the provinces.

4.5 INTEGRATED IMPLEMENTATION PROGRAM
Prior to and in preparation for the implementation of the new PSR, the DPSA put in place an

Integrated Implementation Programme.  This programme was mainly focused on determining

readiness and providing assistance in respect of the following key intervention areas:

� Service delivery.

� Human resource planning.

� Strategic planning.

� Organisational planning.

This programme was mainly focused on the provinces of Eastern Cape, Limpopo and KwaZulu-

Natal. Obvious limitations were found during this programme and interventions were put into place

to assist departments.

4.6 INTEGRATED PROVINCIAL SUPPORT PROGRAMME
Recognising the fact that many provincial departments were not in a position to comply fully with

the provisions of the PSR, the DPSA launched the Integrated Provincial Support Programme (IPSP)

during 1999 (the year in which the PSR was implemented). This programme is a needs driven

programme and relies on provincial administrations/departments coming forward to request

assistance. The programme is funded through a number of donor agencies and has assisted

numerous provincial departments with aspects relating to the implementation of the new PSR

specifically as it relates to human resource management.

Through the involvement of the DPSA in various provincial departments it has built up institution-

al memory regarding the circumstances facing provincial departments. It is therefore in a position

to assist departments with draft human resource policies that can be implemented with slight

adjustment to accommodate unique circumstances.

The following provinces have already been assisted through the IPSP: 

� Eastern Cape

� Free State

� Kwazulu-Natal

� Limpopo

� Mpumalanga 
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4.7 RECOMMENDATIONS REGARDING COMPLIANCE WITH THE PSR 
Whatever the reasons are for departments not complying with the provisions of the PSR, the fact

remains that the PSC has a constitutional duty to assist in ensuring that Public Service rules and

procedures are complied with. The PSC is of the opinion that whilst it is necessary to provide assis-

tance to departments with the development of the necessary policies, they should also be aware

that they will be sanctioned if they do not comply with the provisions of the PSR.  The following is

therefore proposed:

(a) The DPSA should issue a list of all policies and procedural frameworks that should be developed

emanating  from the PSR, whether prescribed or implied.

(b) Based on its interaction with provincial departments, policies that have been implemented

should be made available on its web-site by the DPSA.

(c) Departments that have not developed certain policies should use the examples provided by

the DPSA and customize them for implementation.  Such examples should be supplemented by

guidelines developed by the DPSA.

(d) Where assistance beyond the mere development of policies is required, the assistance of 

the DPSA through the IPSP should be requested.

(e) Based on the list mentioned in sub-paragraph (a) departments would then be requested by

the PSC on a six monthly basis to indicate progress with implementation.  Reports on all provincial

and national departments will be submitted to provincial legislatures and Parliament by the PSC.

Through this process all departments should be held accountable by their relevant portfolio

committees for non-adherence to the PSR. 
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CONCLUSION

T
he results of previous investigations by the PSC into human resource management practices such as

leave, overtime, career management, probation and performance agreements, indicate that

departments are not in all instances coping with the demands placed on them through the new PSR.

The findings of this report too indicate that this is still the case. Questions have been raised in this report

regarding the capacity of departments to deal with devolved authority, not only in respect of conditions of

service, but also in respect of other human resource management practices. The PSC is of the opinion that

greater care should be taken in future to determine the impact of regulatory amendments, not only on the

specific objectives that these attempt to address but also on the ability of departments to put the necessary

processes and resources in place to implement the regulatory requirements.

Conversely, departments cannot sit back and plead that they simply do not have the ability to comply with the

requirements of the PSR. Once regulatory amendments are made known, departments should deploy the nec-

essary resources for implementation or immediately seek assistance.
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Annexure A

1. PURPOSE
To compensate an employee through time-off or additional pay if he/she is expressly required to

work in excess of the normal hours of work per week or month that he/she is contracted to work.

2. AUTHORISATION
Paragraph 3.1 of Part VII of Resolution 3 of 1999 of the Public Service Co-ordinating Bargaining

Council and Part V (Paragraph D.2(b)) of the Public Service Regulations mandate the

development of a departmental policy on overtime.

Section 10 of the Basic Conditions of Employment Act, 1997 specifies, amongst other, the number of

hours that an employee may perform overtime duty as well as the compensation in this regard.

3. SCOPE OF APPLICABILITY
3.1 An employee who does not belong to the Senior Management Service (SMS) may be

compensated for overtime work.

3.2 An employee who is a member of the SMS may be compensated for overtime only in

exceptional cases and subject to the following conditions:

3.2.1 The compensation for the overtime should constitute one percent or less of the

salary bill on the relevant salary level.

3.2.2 The relevant SMS member should motivate clearly in the written request for

approval of overtime, why he/she should be compensated for such overtime.

3.2.3 Particulars regarding the number of hours involved as well as the expenditure

must be included in the motivation.

3.2.4 A member of the SMS shall not authorize overtime for herself or himself.

4. CONDITIONS FOR COMPENSATED OVERTIME WORK
4.1 Circumstances under which a supervisor may authorize overtime work for

an employee:

4.1.1 Managers should only authorize compensated overtime when their components

have to take on substantial additional tasks for a period of time. This could be as

a result of vacancies, transformatory projects and/or short-term requirements due

to changes in circumstances.

4.1.2 Overtime should not be allowed when employees have to attend courses, when

employees perform work voluntarily during a period of leave, and/or when a

manager thinks that an employee deserves a higher salary.
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4.1.3 An employee may not be required or permitted to work more than three hours

overtime a day or 10 hours overtime a week, with the exception of paragraph

4.1.4 below.

4.1.4 During the month of March employees in the Component: Finance (or similar

section) may be required to work a maximum of 20 hours a week to complete

year-end financial issues.

4.1.5 If an employee took vacation, sick or special leave on a Friday that employee shall

not be allowed to book overtime for either Saturday or Sunday.

4.2 Compensation: Payment or time-off:
4.2.1 Unless a specific agreement is concluded with an individual or collectively,

the Department must provide paid compensation for overtime.  Managers could

agree on time-off if an employee wants to and if work circumstances permit,

or if funds are limited.

4.2.2 The employer shall compensate authorized normal overtime by paying the employee

concerned one and one third times his/her normal hourly remuneration or by

granting him/her time-off equal to time worked.

4.2.3 The employer shall compensate authorized Sunday work (or overtime worked

on a public holiday or between 20:00 and 06:00 hours) by paying the employee

concerned two times his/her normal hourly remuneration or by granting time-off

equal to the time worked.

4.2.4 On recommendation by the Responsibility Manager and approval by the Head of 

Department (or his/her delegate), the employer shall compensate authorized 

overtime by paying the employee concerned a fixed monthly overtime allowance to

compensate for overtime if -

(a) the employee performs reasonably similar amounts authorized overtime 

or Sunday work from month to month; and

(b) the employee agrees in writing.

The allowance shall equal the average monthly compensation the employee

received for overtime in the six months preceding the establishment of the

allowance. Authorization for a fixed monthly overtime allowance should be obtained

for every new financial year and will only be valid for a period of 12 months.
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4.3 Procedure to obtain approval for paid overtime:
4.3.1 The Responsibility Manager should, if he/she is convinced that remunerative

overtime is justified, draft a submission to request approval in this regard. If

the period of overtime falls in two financial years, approval should be granted

separately for each financial year.

4.3.2 The submission should contain the names and ranks of the employees who

will be required to perform overtime duty as well as the reasons for the need to

perform overtime duty.

4.3.3 The authority to approve remunerated overtime is vested in the Programme

Manager.

4.3.4 The Director/Deputy Director: Human Resources must be informed by the Programme

Manager of all the authorized overtime. To feed this information into PERSAL

timeously, the approved submission must be submitted before paid overtime

is performed.

4.4 Control measures for remunerated overtime, including time-off:
4.4.1 Responsibility managers should ensure that -

(a) overtime work is minimized;

(b) there is adequate control of remunerated overtime duty either through 

supervision or by control of outputs;

(c) remunerated overtime duty is not authorized for trifling or very short periods;

(d) overtime remuneration is cost-effective;

(e) record of all overtime duty is kept in an overtime register (overtime register

attached as Appendix 1);

(f) the register is signed by an employee at the starting and the knock-off time 

and controlled by the supervisor in control;

(g) funds are available to finance expenditure;

(h) staff are not employed on overtime duty to such an extent that the quality 

and quantity of work (productivity) performed during normal hours of attendance

as well as during periods of overtime duty are adversely affected;

(i) the time-off should be managed in such a way that the time-off is utilized 

within one month (30 days) of the employee being entitled to it;

(j) all overtime, as far as possible, be performed at the employee's normal place

of work; and

(k) the work is assessed from time to time to ensure that it will be completed 

within the original estimated time.
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4.4.2 In order to improve control, the responsibility managers must define before hand

the number of hours overtime duty to be performed each day, and as far as

possible, set production targets and/or aims as criteria.

4.5 Procedure to obtain approval for time-off in respect of overtime:
4.5.1 The supervisor should, if he/she is convinced that time-off is justified, obtain

written approval from the relevant manager in this regard.

4.5.2 The Director/Deputy Director: Human Resources (or person responsible for this) 

must be informed by the relevant manager of all the authorized overtime for which

time was given off to employees, for statistical/reporting purposes. (The manager 

shall complete Appendix 2 in this respect).

4.6 Claims for paid overtime duty:
4.6.1 Each employee who worked authorized overtime should complete an overtime 

claim form (Appendix 3).

4.6.2 The claim form must be signed by the relevant supervisor and by the responsibility 

manager.

4.6.3 The claim form must be submitted to the Finance Section.

4.6.4 The payment will be processed on PERSAL and paid into the employee's bank

account within five days of processing.

4.6.5 The finance section will submit a payment slip to the relevant employee.

5. GENERAL
5.1 Rest, meal breaks and travel:

5.1.1 If the Programme Manager authorized overtime, he/she shall ensure -

(a) fair and acceptable limits on the extent of overtime;

(b) periods for rest and meals; and

(c) as far as possible, that employees travel to and from work at a time when

public transport is available.

5.1.2 Overtime shall generally include the following periods:

(a) Meals and tea breaks:

1. An employee who works continuously between three and five hours:

- a period of 15 minutes tea break.

2. An employee who works continuously for more than five hours

- a meal interval of 30 minutes; and

- a period of 15 minutes tea break.

(b) When an employee must stay at her or his place of work but cannot actually 

work due to circumstances beyond his or her control.
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5.1.3 In order to perform authorised overtime, an employee may travel from home 

to his/her normal place of work or from the normal work place to home at a 

time when he/she usually would not travel, i.e early in the morning, late at night

and/or on weekends/public holidays.

5.1.4 If, in order to perform authorised overtime, an employee must travel to a place 

other than her or his normal place of work, the time spent on the journey shall 

count as overtime work.

5.1.5 The department shall consider providing assistance to employees who are required 

to perform remunerated overtime duty in cases where there is no public transport

available and there are safety risks to the employee.

6. MONITORING, EVALUATION AND REPORTING
6.1 All approvals pertaining to authorised overtime will be filed in relevant files and kept

safely at the Human Resources Section for audit purposes.

6.2 Annual reports and statistics will be compiled by the Human Resources Section for the

period 1 April - 31 March of each financial year and forwarded to the Corporate Manager 

(or responsible person) during April of each year.

7. APPENDIXES
Appendix 1: Overtime register (paid overtime)

Appendix 2: Overtime register (time-off)

Appendix 3: Overtime claim form for payment
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Appendix 2



NAME: ........................................................................................................................................................................

COMPONENT:........................................................................................................................

DESIGNATION: ......................................................................................................................

MONTH: ................................................................................................................................

CONTROLLED & APPROVED BY SUPERVISOR: ..................................................................

RESPONSIBILITY MANAGER: ..............................................................................................

NOTE:
Any claim for overtime compensation, whether it is time-off or pay, should be accompanied by a

written description of the task completed. Such a description should be verifiable.

Public Service Commission Appendix 3P S C
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1. PURPOSE
To determine guidelines which will govern the awarding of a salary notch higher than the minimum

notch of the salary range, as indicated by the job weight, to an employee on appointment and pro-

motion.

2. AUTHORIZATION
Part V.C of the Public Service Regulations provides that the commencing salary for a post may be

set above the minimum notch of the salary range indicated by the job evaluation process if an

employee with the necessary competencies cannot be recruited or retained with the salary indicat-

ed by the job weight.

3. POLICY PRINCIPLES
The following principles should be considered and adhered to when granting higher salary notches:

3.1 The awarding of a salary above the minimum notch of a salary range should be a last

resort and managers must first explore all other possibilities to retain and recruit the

services of the relevant employees.

3.2 Care must be taken to ensure that no anomalies and disparities are created in the

application of this provision and it should be justifiable to other serving employees with

similar competencies and skills.

3.3 Sufficient budgeted funds, including carry-through funds in respect of the next financial

year, should be available.

3.4 A higher salary notch should be awarded and not a higher salary range.

3.5 In all cases a higher salary notch is awarded to the individual employee occupying the

post, and not to the post. This will have the result that once the post become vacant,

the minimum notch of the salary range dictated by the job weight will be offered to

applicants. 

3.6 Competencies, skills, qualifications, previous relevant experience and objectives of the

department should form the basis for awarding higher salary notches.
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3.7 It is a statutory requirement that the reasons for such a decision should be recorded

in writing.

4. RESPONSIBILITIES
4.1 The executing authority must approve the awarding of salaries higher than the minimum

notches of salary ranges, as indicated by the job weight, to employees on appointment

and promotion.

4.2 In terms of Chapter 1, Part II.B.1 of the Public Service Regulations the above responsibility

could be delegated by the executing authority to an employee on a lower level, preferably

the head of a department.

Departments should consider the level to which such authority is to be delegated from

a practical point of view. In the case of large departments it could be considered to

delegate this responsibility to the head of the Corporate Services/Human Resources

Component.

4.3 Line managers participating in the Senior Management Services on the level of Director

or higher are responsible for determining and recommending the granting of higher

salary notches to the Department for recruitment or retention purposes.

5. CONDITIONS FOR GRANTING SALARY NOTCHES ABOVE THE MINIMUM
NOTCHES OF SALARY RANGES

5.1 Newly recruited employees

The salary for a newly recruited employee may be set above the minimum notch of the salary

range indicated by the job weight only if the - 

� job was evaluated;

� selection committee considers none of the other applicants more suitable for

employment;

� selection committee is of the opinion that no more suitable candidates would be

obtained by re-advertising the post;

� preferred candidate cannot be recruited at the minimum notch of the salary range; 

� person with the delegation to approve the awarding of a higher salary supports the

request for the granting of a higher salary notch in writing; and

� the  reason for the awarding of the higher salary is captured.
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5.2 Serving employees

The salary for a serving employee may be set above the minimum notch of the salary range

indicated by the job weight only if a written employment offer from another employer was

received, accompanied by a statement from the relevant employee that he/she intends to

leave the department on the grounds of such offer.

In addition, written motivation must be obtained from the relevant supervisor based on -

� the fact that the employee occupies a key position;

� that no suitable substitute is available; and

� the immediate and severe effect of the loss of the skills, competencies and knowledge of 

such persons to the department.

The motivation must be submitted to the person with the delegation to approve the awarding

of a higher salary.
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