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1. Purpose

I.1. The purpose of this policy is to guide Nhariep District Municipality in the admimistration of
salaries and allowances, payroll schedules, payment methods as well as: payment intervals to - ensurce

accurate and timely payment of salartes and allowances.

2. Scope

2.1, This policy will apply to all emplovees ot Xhariep District \Municipality with the exception ot the
Municipal Manager and Mamagers reporting direetly to the Municipal Manager 1 terms of
sections 36 and 37 of the Municipal Systems Act of 2000 and Councillors in terms ol the
Remunerationol Public Office Bearers Act, 1998 (Act No. 201 of 1998) as well as the annual
GovernmentNotices on the Determination of Upper Limits of Salaries, Allowances and Benetirs of
Different Members of Municipal Councils as issued by the Department of Co-operative

Governance and Tradirional Affairs (CoGTA).
3. Definitions
3.1 The tollowing detinimions will ;lf)p]'\f in this policy:

3.1.1.Basic salary it refers to the cash component ot monthly remuneration without bencetts and

prerequ 1SHtes.

L
ro

. Total cost of employment rcfers to a combination of basic salary and employee benefies,

.1.3.Employment benefits include pension/provident fund, travelling allowance, housing

(P}

allowance, cell phone allowance, medicald, leave, ete.
4. Principles
4.1, The following principles underpin this payroll policy:

411 The payroll policy and practice will support the execution of the Municipality’s strategic

objectives.

4.1 2. Payment of operaronal allowances will be paid i terms of the respective mdividual policies as

listed but not limired to the tollowing:

e Remuneration and Benetits Policy
o Travelling and Subsistence Policy; and

o lcave Policy

4.1.3. The payroll poliey will e intluenced by atfordubility and sustunability tactors.

e —— e e e ——————
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Policy Provisions

5.1

tN

6.

The Municipality will remuncrate its emploved’s: salaries, taking, nto cognisance prevailing
Salary and Wage Collective Agreement and SALGBC Conditions of Scervice Collecrive

\greement.

Councilors, senior management and other contracted emplovees will be paid on atotal cost of
employment basis and will be allowed to structure their packages (within lumies ot the law)

ror suit thetr mdividual needs.

Remuneration levels of section 36 and 37, Le. Municipal Manager and Sentor Managers, will be
guided by, and adhere to Local Government: Regulahons on - Appointment and
Condifionsof Employment of Sentor Managers in conjuncrion with annual Government
Notices on the fotd Remuncration Packages Payable to Municipal NManagers and
\Managers direetly accounrable ro Nunicipal NManagers from fo rime.

Remuneration of Councillors will be gutded by, and adhere o the Remuncration of Public
Office Bearers Act, 1998 (Act No. 201 of 1998) as well as the annual Government Notices on
the Determination of Upper Limits of Salarics, Allowances and Benetits of Ditterent
AMembers of  Municipal Councils as issued by the Department ot Co-operatve
Governance and Traditional Affurs (CoGUAY from ime to fime.

Where neither the Remuneration of Public Otfice Bearers Act nor the Regultions on rthe
Appointment and Conditions ot Employment of Sentor Managers 1s stlent on how to

administer a particular payvroll aspect, the provisions of this policy will fake precedence.

Confidentialine will be observed mall matters relating; to individual salaries.

Procedures

0.1

The Human Resources Function

6.1.1. NMandare

‘The payroll management process originates i the Municipalins human resources
department/unit. Tt s the human resource department/unit that authorizes the
formal fransacrions to appomnt new employees, adjust salaries or wages, establish
payroll deductions and promaote, manster or rerminare emplovees through retirement or

othenvise.
6 1.2, New appointments

One of human resource department/unit important funcrions, s adding nawv
emplovees to the pavroll svstem, this s a crineal control pont e the pavroll
management process. Internal controls must be established ro ensure thar new
appomtments  and  other payroll transactions have  been approved by rhe
Municipality’s serior management ot other authorized mdividuals in compliance with
mternal municipal procedures and other legislative and regulatory requirements
mcluding tunding and budgetary restrictions.
6.1.3. NMonitoring
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Because the Municipaliny’s human resources department/unit authorizes the mputs
that add employees 1o the payroll, change pay and cffect other key transactions, this
dcpnrrmcnr/unir must not have access to the pnyroll functions or must not he
authorized to enter or change payroll data.

6.2. Basic salary

62 1 Basic salary will also be  determined in accordance with national collective

agreements.
6.3. Total Cost of Employment
6.3.1. The Municipality will pay a total package (total cost of employment) for Councillors and
all positions designated and occupicd by scnior management and contractusl

cmployees.

6.3.2. Total Cost ot Imployment includes:

° Baste Salary:

3 Contribution to pension or provident fund:
° Contribution to medical aud;

) Housing or rental allowance:

° Travelling allowance:

] Cellphone allowance

o Annual bonus; and

® Orther allowances.

6.3.3 Qualifying emiployees will be allowed flexibility to structure thetr total cost packages 1o
suittheir needs within the parameters ot the Income Tax Act, the Municipahin’s
policies andrelevant collective agreements.

7. Payment of Monthly Remuneration

7.1 All payroll inputs from various departments should be submitted on or betore the 10th of
cachmonth to allow payroll staft to process them in fime so that any crrors are detected
carly duringthe salary trial run. No late payroll inpurs shall be considered.

7.2, Salaries are pavable on the 25" of each month.

7.3 Where the 23" falls on aweekend or a public holiday, salaries will be paid ona business
dayimmeduarely hetore the weekend or public holidays.

74 Where the 25" falls on a Monday, salaries will be paid on a business day immeduarely
beforethe weekend or public holiday.

7.5 All chaims for subsistence in respect of the preceding month must be submirted within

e ——
DRAFT XDM PAYROLL POLICY 26/27 Page 5



month of the succeeding, month: for example, claims in respect of January must he
submitted duringlicbruary. Failure to comply will result in the clum not being honored

7.6. Payroll third party payments shall be paid on or before the last day of the month during
which salaries relare, i respect of medical aids on or hefure the 37 of the following maonth, in
respectof. employee taxes, pension contributions as well s other statutory: payments and
varnishees on or betore the 7 of the following month

7.7 tvery Councllor or lmployee shall have amounts payable ro him/her mrespect ot salary
andall other payments deposited to a personal account ar any branch of a banking
institution as he/she muay nominate. In the cvent of death ofa respective Councillor or
mplovee, any oufstanding monics shall be paid o personal bank account of a nominared
beneticiary or dullyappointed exsceutar ob estate.

8. Other Matters

8.1. Voluntary deductions such as i respect of personal msurance premiums, external loans,
cteavill not be administered through payroll.

82 Councillors and employees are ennitled to receve tree copies of payslips {on 2 monthly
basis) and IRP3 / "Tax Certiteates (onan annual basis).

8.3. Any changes to pension and medical wd arrngements, e.g. new mrakes, addmg or
removingdependents and/or terminations should be done through the IHuman Resources
Unit.

8.4 Asa rule, child dependents turning 21 are charged the adult dependane rate on the medical
scheme. Dependents from 21— 27 may pay child rates 1t they meer the qualifying chgability
criteria. I'rom the age of 27 all (except disabled) dependants pay adult rates and they do
not need to submit proot of cligibiliry documents. Please note that the suppornng

documents to keep the dependants over 21 as child dependants arc needed every year,

8.5, All salary related queries will be artended to by the Payroll staff every Tuesday and
Thursday except tor the week during which salaries are bemg, pad.

8.6. Al erplovees should collect their payslips from the Payroll Uit monthly.
8.7 All confidential payroll related information should be requested by only authonsed
personnel and shall be released upon approval granted by the Chiet Financial Otticer
(C1FO) or Senior Offictal designated by the CFO.
9. Policy Adoption

This policy has been considered and approved by the Council of the Xhariep District
Municipality.

10. Short and Commencement

This document is called the Municipal Payroll Policy and takes effect from 1 July 2026.

P
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