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1. 
DRAFT TIME AND ATTENDANCE POLICY 
 
4/2/B 
L Bucchianeri (028) 3138120 Hermanus Administration 
9 October 2017 

 
1. Executive Summary 

 
The purpose of this report is to recommend to Council the adoption of the draft 
Time and Attendance Policy. 

 
The draft Time and Attendance Policy was developed to provide a uniform 
standard of attendance and punctuality for all employees, which will ensure 
consistent and effective management of employees’ time and attendance at 
work. 

 
2. Service Delivery and Budget Implementation Plan - IGNITE 

 
Directorate:  Management Services 
Department:  Human Resources 

 
3. Compliance with Strategic Priorities 

 
 Provision of democratic, accountable and ethical governance 
Provision and maintenance of municipal services 

 
4. Delegated Authority 

 
None 

 
5. Legal Requirements 

 
Basic Conditions of Employment Act, 1997 (Act 75 of 1997) [BCEA] 
Overstrand Municipality Delegation of Powers and Duties Policy 
South African Local Government Bargaining Council (SALGBC): Main 
Collective Agreement, 2015 
Constitution of the Republic of South Africa, 1996 
Labour Relations Act, 1995 (Act no. 66 of 1995) 

 
6. Background/Discussion/Evaluation/Conclusion 

 
Background 

 
Record keeping in the workplace is a legislative requirement in terms of the 
BCEA. Section 31(1)(b) of the BCEA stipulates that an employer must keep a 
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record of the time worked by each employee.  Section 35 (1) of the Act further 
states that an employee’s wage is calculated by reference to the number of 
hours the employee ordinarily works. 

 
This policy operates within the context of all relevant legislation and collective 
agreements. The purpose of the policy is to provide a uniform standard of 
attendance and punctuality for all employees.  

 
7. Financial Implications 

 
 None 

 
8. Staff Implications 

 
None 

 
9. Comments from other Departments, Divisions and Administrations 

 
The policy was discussed at: 

 the local Human Resources Technical Working Group; and 

 the Local Labour Forum (LLF) 
 

10. Annexures 
 

Annexure A: Draft Time and Attendance Policy 
 

RECOMMENDATION TO THE COUNCIL: 
  
that the Overstrand Municipality: Time and Attendance Policy be adopted. 

 
 
RESPONSIBLE OFFICIAL : L BUCCHIANERI 
 
TARGET DATE FOR IMPLEMENTATION : NOVEMBER  2017 
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THIS MATTER SERVED BEFORE THE JOINT PORTFOLIO COMMITTEE ON 
21 NOVEMBER 2017, WHICH COMMITTEE RECOMMENDED AS FOLLOWS: 
 
RECOMMENDATION TO THE COUNCIL: 
  
that the Overstrand Municipality: Time and Attendance Policy be adopted. 
 
 
RESPONSIBLE OFFICIAL : L BUCCHIANERI 
 
TARGET DATE FOR IMPLEMENTATION : NOVEMBER 2017 
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