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1. INTRODUCTION
1.1 The Company applies the principles outlined in the Basic Conditions of Employment Act (BCEA) of 1997 as amended with regard to the management of Overtime.
1.2 The Company regards Overtime as hours worked in excess of 45 hours per week.
1.3 The Company encourages its employees to maintain a healthy work life balance and therefore discourages excessive or regular Overtime unless in exceptional circumstances.
2. AIM OF THIS POLICY

The aim of this policy is to:

· define the different groups of employees who are eligible to claim Overtime.
· define the circumstances under which employees may be required to work Overtime.
· provide equitable and consistent compensation or time off, to those employees who are required to work Overtime.
3. SCOPE OF THIS POLICY

3.1 This policy applies to all employees at various levels of employment, i.e. Permanent, Fixed-Term and Casual employees as defined by the Labour Law.
3.2 The following employees are eligible to claim paid Overtime: 

3.2.1 employees who earn less than R172 000 CTC per year, and
3.2.2 employees who work more than 24 hours per month.
3.3 The following employees are NOT eligible to claim paid:
3.3.1 senior managerial employees;
3.3.2 employees engaged as sales staff who travel to the premises of customers and who regulate their own hours of work.
3.4 It is expected of some employees to occasionally work Overtime due to exceptional circumstances. In such cases the employee and Manager need to agree on the following:
3.4.1 remuneration in accordance to paragraph 4.5; or
3.4.2 additional leave in accordance to paragraph 4.6; or
3.4.3 a combination of the above.
4. GUIDING PRICIPLES 

4.1 The BCEA provides that for employees earning less than R172 000 CTC per year, Overtime may not exceed 3 hours per day or 10 hours per week. Employees earning above this threshold are not limited in terms of the Overtime they may work.
4.2 No agreement may require or permit an employee to work more than 12 hours on any day.
4.3 A temporary agreement may however increase overtime to 15 hours per week for up to two months in any period of 12 months.
4.4 In order to claim an hour’s Overtime the employee must work in excess of 60 minutes continuously at any one time. Adding up portions of an hour worked over a period of time does not constitute Overtime. 
4.5 Remuneration for Overtime worked will be paid at the following rates: 
4.5.1 One and a half times the employee’s normal rate of remuneration if the Overtime is worked from Monday to Saturday.
4.5.2 Double time of an employee’s normal rate of remuneration if the Overtime is worked on a Sunday or Public Holiday. 
4.6 Overtime may also be compensated as Leave in Lieu of Overtime Remuneration (Overtime Bank) to be taken at a later date. 
5. RECORDING AND REQUEST OF OVERTIME

5.1 All Overtime must be approved in principle by the relevant Manager before any Overtime can be worked and subsequently claimed. Appendix O-9-2: Overtime Approval Form can be used to ensure that no confusion exists for approved overtime.
5.2 To claim remuneration for Overtime, the employee must complete and sign the Overtime Claim Form (see Appendix O-9-1).
5.3 The completed Overtime Claim Form must be handed to the relevant Manager for approval and signature. Claims must be presented to the Manager on a weekly basis.
5.4 Remuneration for Overtime will be added to the employee’s monthly remuneration which is paid in accordance to Policy Nr. C-1: Remuneration. 

6. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.

Directors:  S.S. Hine


Directors:  S.S. Hine


