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POLICY ON ACTING ALLOWANCE

Date first issued: 28 September 2005

Date reviewed: 

Date approved by EMC/ Senate:     

This policy and its rules, guidelines and procedures replace all previous policy and/or circulars pertaining to acting allowance.

1.
POLICY ON ACTING ALLOWANCE
It is the policy of the Tshwane University of Technology (TUT) to pay an acting allowance to a staff member who acts in the position of a Dean, Head of Department (academic), Section Head (academic) or any senior support staff member where such supervisory, staff member is absent from the workplace for an extended period of time.
2.
DEFINITIONS

“Senior support staff member” refers to post levels P6 and above.

3.
RULES

3.1 The acting allowance may only be paid to staff members who act in a supervisory post.

3.2 The staff member who acts in the position of his/her senior, should do so for a continuous period of at least 30 (thirty) calendar days to be eligible for the payment of an acting allowance.

3.3 It is not compulsory to appoint a person in an acting capacity, however, if it is deemed necessary to make such an arrangement, the senior concerned shall confirm such an appointment of the direct report in writing.  The senior shall inform the Human Resources Division in writing of the appointment and Human Resources shall arrange for the payment of the acting allowance.

3.4 An acting allowance shall be debited against the entity funds of the division/department concerned and be paid as a non-pensionable allowance to the direct report concerned.

3.5 If a staff member has been appointed in a acting capacity for a member of the Executive Management Committee (EMC), the Human Resources Division shall announce it by means of a general circular.

3.6 The acting allowance is calculated to be equal to 50% (fifty percent) of the difference between the senior and acting person’s full remuneration package. 

3.7 An academic staff member who acts as head of department shall receive an acting allowance equal to the allowance of a head of department.

3.8 An academic staff member who acts as academic sectional head shall receive an acting allowance equal to the allowance of a academic section head.

3.9 A staff member may only act in the higher position for a maximum of six month, with the understanding that the acting period can only be extended for one more period of six (6) months.

4.
PROCEDURES

Relevant HR procedures.

5. DOCUMENTS 

None.
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