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1. DEFINITIONS

ACTING: For purposes of this policy acting is defined as when an
employee on a lower grade takes full responsibility as well
as accountability for a; higher graded position. In other
words, the person who acts must occupy the higher position
completely. If a person does not take full accountability for a
higher position it must be seen as a learning experience for
career development to attend to certain functions of a

higher position.
SHORT-TERM Short-term acting is defined as acting in a position where
ACTING: the incumbent of the higher position is absent from duty due
to leave and is only needed for a period of one month or
less.
LONG-TERM Long-term acting is defined as acting in a vacant position
ACTING: but is limited to six consecutive months. The CEO may

however approve the payment of acting allowance for a
period longer than six months, provided such acting shall
not create a right or a legitimate expectation to be appointed
into the position when the vacant post is advertised.

All acting shall be subject to budget availability and shall be
approved by the CEO or Board in consultation with the Human

Resource Department/ Corporate Services Committee.

ACRONYMS
“CEQO”: Chief Executive Officer

“HR”: Human Resource
“SDBIP™ Service Delivery Budget Implementation Plan
“IDP”; Integrated Delivery Plan

“SALGBC”: South African Local Government Bargaining Council
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2. PURPOSE
The Board of Directors acknowledges that from time to time an employee, due to
certain circumstances {such as death, resignation, leave, etc.) may not be in a
position to discharge his/her duties and re;sponsibilities in terms of the contract of
employment. The Board further recognizes that from time to time there would be a
need to appoint another employee to discharge the duties of that particular
employee in their absence, hence the need to enter into an éecting arrangement

and acting allowances. In this regard the following is applicable:

2.1 An employee is deemed to be acting in another post when he/she is duly
appointed by the CEO to do so.

2.1.1 Anemployee who acts in anoth'er post must also be required to execute
his/her original duties, functions and powers. The purpose of the policy
is the following:

2.1.2 To ensure continuity of operations in the Entity is maintained during the
absence of the incumbent.

2.1.3 To promote on-the-job experience and exposure to other employees.

2.1.4 To provide a policy guideline within which acting arrangements can

OCCur.

3. LEGISLATIVE FRAMWORK
The Entity remains responsible to continually align this policy content with all
the relevant legislation. Appointing staff in acting positions is regulated amongst

other in the following legislation and collective arrangement:

3.1 Local Government Municipal Systems Act no 32 of 2000.
3.2 Divisional Conditions of Service Collective Agreement.

3.3 In the event of conflict between the policy and the Systems Act and/or

the
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3.4  Collective Agreement, then the Systems Act and/or Collective

Agreement will prevail.

3.5 Leave and Remuneration Policies and Audit Requirements as per
MFMA.1.

4. POLICY STATEMENT

UEDA acknowledges that circumstances that require from time to time
that employees be required to act in a higher position may arise. The

- CEO must evaluate the situation timeously and decide if acting in a
certain position is really needed according to the criteria in this

document.

4.1 POLICY SCOPE

This policy is applicable to: all employees of the Entity

4.2CONDITION OF PAYMENT

Should an employee be required to act in a position for a minimum of one (1)
full month, an acting allowance equivalent to 10% of his/her current salary shall
be paid in addition to his/her salary for the period during which he /she is

acting.

No acting allowance shall be paid for acting that is less than one (1) full month.

4.3 CRITERIA
Before a decision to allow any employee to act in a position, the following key

criteria should be taken into consideration:

4.3.1 Critical position, where the functioning of the organization may be
adversely affected by the absence of an incumbent in the position.
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4.3.2

4.3.3

4.3.4

4.3.5

436

4.3.7

Decision-making, the absence of a knowledgeable person in the position
may affect service delivery and circumstances are such that it will be
difficult to direct the decision-making to another employee, or a more
senior position.

Distribution of work, the workload of the position cannot be split and
distributed to different employees.

An employer shall not require an employee to act for longer than 6
months in the post unless an application for exemption is made by the
entity to the specific division of SALGBC. During the period of the
application for exemption the employee will continue to receive and
acting allowance

Any acting appointment does not guarantee a permanent appointment to
that particular position.

Individuals considered for acting position should declare any conflict of
business and other related interest that must be considered before the
acting appointment is finalised.

Appointing individuals that have conflict of business and related interest

must be avoided.

4.4 PERFORMANCE MANAGENMENT

Acting responsibilities must be included in the performance agreement of individual

and be assessed against pre-agreed criteria for the acting period.
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The individual performance indicators for both the actual position and
the acting position must be adjusted in alignment with priorities and
objectives outlined in the IDP and SDBIP this will apply for a period of
Acting.



4.5 TERMINATION OF ACTING

When the acting position is terminated a specially designed exit interview should be
conducted with the individual to gather information on the difficulties experienced, the
objectives achieved and the recommendations for improving the effectiveness of
acting assignments.

4.5.1 HR should analyse the data collected during the “exit” process,

implement relevant improvements and report accordingly.
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