CEDERBERG

RB9.1.2/31-05-2019 TABLING OF THE 2019/2020 ANNUAL BUDGET

RESOLVED:

1. Council approves the annual budget tables as prescribed by the
Budgeting and Reporting Regulations, as set out in APPENDIX B.

2. Council approves the annual budget supporting tables as prescribed
by the Budgeting and Reporting Regulations, as set out in
APPENDIX C.

3. Council approves the Quality Certificate signed by the Accounting
Officer, as set out in APPENDIX D.

4. Council approves the revised budget related policies, as set out in
APENDIX E.
» Absenteeism and Desertion Policy

» Accounting Policy to the AFS

» Asset Management Policy

r Borrowing Policy

> Budget Policy

> Cash Management Policy

» Cederberg Risk Management Policy Annex A - rating scales

Amended

Rig alle korrespondensie aan die Munisipale Bestuurder / Address all correspondence to the Municipal Manager
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Circular No 01-2018 - Disciplinary Procedure Collective

Agreement
Code of Ethics Policy
Consumer Service Charter - Cederberg LM

Customer Care Improvement Policy

Customer Care, Credit Control and Debt Collection Policy

Development Contributions Policy
E3-Sexual Harassment policy

Education Training and Development Policy

Employment Equity Plan - Cederberg Municipality 2018-2023

Employment Equity Policy

Enterprise Risk Management Policy
Enterprise Risk Management Strategy
EPWP Policy

Finance Management Internship Policy
Fleet Management Policy

Fraud and Corruption Prevention Policy
Fraud and Corruption Prevention Strategy
Free Basic Energy Policy Guidelines
Funding and Reserves Policy
Grants-In-Aid Policy

HIV AND AIDS Workplace Policy

ICT Data Backup and Recovery Policy

ICT Disaster Recovery Policy
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ICT Municipal Corporate Governance of ICT - Cederberg
ICT Operating System Security Controls Policy

ICT Security Controls Policy

ICT User Access Management Policy

indigent Support Policy

Insurance Management Policy

Investment Policy

Job Evaluation Policy

Kollektiewe ooreenkoms rakende Dissiplinere Prosedure
Long-Term Financial Plan Policy

Out of Pocket Expenses Policy

Overtime & Standby Policy

Performance Management Framework Policy

Petty Cash Policy

PPE Procedurs 1

Property Rates By-Law Cederberg

Property Rates Policy
Records Management
Relocation Policy

Revenue Enhancement Policy

Risk and Ethics Management Commitiee Terms of Reference

Risk assessment Methodology
Risk Management Commitiee Charter
Risk Management Policy

Risk Management Register



» Risk Management Risk Appetite Framework
» Risk Management Strategy

> Selection of Housing Beneficiaries Policy

» Sexual Harassment Policy

> Social Media Policy

#  Special Rating Areas Policy

- Study Aid Policy

> Study Bursary Policy

w

Substance Abuse Policy

> Supply Chain Management Policy - Cederberg Municipality —
Amended May 2019

e Tariff Policy

» Travel and Subsistence Allowances Policy

» Virement Policy - MSCOA compliant

> Watermeter Vervangingsbsleid

» Write-Off Palicy

5. Council approves the property rates and charges on properties,
tariffs, tariff structures and service charges for water, alectricity,
refuse, sewerage and other municipal services, as set out in
APPENDIX F.

6. Council take note of the Budget Circulars, Dora, Provincial Gazette
and approves the Service level standards frameworks, Procurement
Plans and Budget Locking Certificate, as set out in APPENDIX G, H, |
&J.



Proposed: Clir. R Pretorius
Seconded: Clir. J Meyer
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CEDERBERG

MUNICIPALITY

ABSENTEEISM & DESERTION
POLICY

Purpose and scope

The purpose of this policy is o provide g standard of aitendance
and punctudlity for aii employees. The very basis of an employment

ot work during the agreed hours

Because employees are vital to the work / operations of the
Cederberg Municipality, refioble and consistent attendance is g
condifion of employment, This policy applies to aft employees of the
Cederberg Municipdlity.

Absentecism

Regardless of the redson, employess ars not enfified to be
dbsent without leave from work or from thejr work stations
during working hours. The Council’s disciplinary code provides

21 Scheduled Absences:

Employees are to nofify their supervisors as early as
possible obout schedullng time off from work (eg
dactor's appointment, personal days efc), whether
paid or unpald. Scheduled absences are arranged at
fne mutual  converience of the Employer and



employee, based on the operational needs of the
Employer. Absence can be considered scheduled ifa

2.2 Unscheduled Absences:

2.2.1

unscheduled absence {e.g. Calling-in due to sickness),
he must follow prescribed procedures for calling in.
Failure fo follow prescribed procedures (informing his
superior) may result into instituting disciplinary action up
to and Including distnissal. After three consecutive
days of unscheduled absence, fallure 1o notify ang
receive approval will be considered job abscondment,
and the employee’s status can be terminated effective
from the day following the Iast day of work.

Employees who are absent from work on an Monday,
Friday or the day preceding or just affer o pbublic
holiday must submit o medical certificate.

Excessive Unscheduled Absences:

Excessive unscheduled  absences may result in
instituting disciplinary  action up fo and including
dismissal. Supervisors will notify an employee when
patterns or concerns develop that may place them of
fisk of being reprimanded. The following factors should
be considered in determining if unscheduled absences
are excessive:

22.1.1 Paftems of obsence: A pattern  of
gbsence demonsirates a predictable routine. For
example, is the employee consistently absent the day
affer pay day, or o parficular day, e.g. Monday or
Fiday, or dlways on the day before or affer o holiday,
etfce



2.3

2.4

22.1.2 frequency of absence: How offen does
the employee have Unscheduled absence? Repeated
nstances of unscheduled absences, such as call-ing,
early depariures, not reporfing  efe, should be
considered. Even though the absences may not
consfitute o predictable patiern, is the emplovees often
absentz

Poor fime keeping (lack of punctuality):

It Is imperative that alt employees report for duty on
fime. and handles o high standard of punctuality. An
employee is considerad fardy when he/she fails 1o

where an employee nanages o get fo work, byt can’t
be found. Work stafions are left for long periods without
permission,

Aftendance Register;

Where applicable, employees must use a fime
reporfing system or attendance register to document
work fime and breaks from work, Absences, icte arrivals,
early deparures, and extended breaks in the workday
are dccounted for on employees’ fime record. Failure
to adhere fo fime reporting  procedures may be
grounds for instituting disciplinary Procedures up o and
including dismissal.



2.5

2.5,1

Absence due fo ilI-h_ealfh / unavoidapble fedsons

Where an employee is absent Unexpectedly for reasons
of l-health or other unavoidable reqasons, the
employee must complete o leave form on his first day
of retum to work and submit it to his / her immediate

2.52  The reason forthe absence:
253 The eXpected duration of the cbsence;

2.5.4  Inihis regard, should an employee fail to speck
directly to his / her Director / manager /
supervisor / feamfeader) In respect of the
abave, the employee will be held responsible
should o message not reach his manager;

255 Any absence from  work  without prior
authorization or good reason will result in the
employee not being entiled 1o any
remuneration for the period of absence;

2.5.6  The council wil not pay an employee who s
absent for more that two days, or for one day
Or more, on more than two occasions during an
eight week period, unless the employee
produces a valig medical cerlificate from ¢
practitioner  registerad with  the Hedlth
Professions Council, on his returm to work,
stafing that the employee wgs, according to
the medical practifioner, unable to work for the
duration of the employees! absence from work.

257  Employees who abuse sick leave or who fender
fraudulent medical cerlificates  will  be



disciptined, which may be serious enough fo
wdrrant dismissal:

258  An employee who breaches the above
requirements will be subject o discipline in
ferms of the Council's disciplinary code.
Sanctions against employees found guillty of

259 The withholding of payment for absenteeism is
not a sanction; therefore the employer i still
enfitled to instifute disciplinary aclion;

2510 A medical ceriificate must be issued ahd
signed by a medical proctitioner or any other
person who is cerfified to diagnose and treat
pafients and who s registered with o
professional council established by an Act of
Pariament,

3 DESERTION

3.1

3.2

3.3

3.4

An absent Employee can only be established as a deserter affer
three days of absence without leave. The employees services will

.

be suspended pending a disciplinary hearing.

If the employee does not return to work after being absent for three
days following his ast working day, and Ne / negative /
Unaccepfable response was received from the employee, the
employee will be deemed 1o have no intention to retum fo work;

If after the period menfioned above, the employer is safisfied that
an employee has no intention of retumning to Work, a deserfer
enquiry (which will foliow the siructure ang procedure of g
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disciplinary hearing as per the council's disciplinary code) will be
insfifuted, and may/will commence in the absence of the deserer.

4. Shopsteward Leqve

Leave for shopsteward activifies will be governed by the Organisational
Rights Agreement {ORO). However, ¥ must be mentioned that
Shopstewards must ot o] fimes obiain permission from their supervisor(s) for
any leave of absence from there place of work. Should a shopsteward fail
to inform his supervisor, such leave will be deemed unscheduled and
therefore unpaid. Shopstewards must stay within their leave alfocation.

5, Genergi

The onus fo inform the employer of any leave of absence, rests with the
employes, and the employee will / must do anything that can be
reasonably expected of him / her to inform his/her immediate supervisor
Gs per this policy. The employer may set sfandards for acceptable levels
of absenteelsm, and if an  employee’s absenteeism s deemed
unaccepiable, it could ulimately result in dismissal.



