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APPLICATION FOR AN ALLOWANCE FOR ADDITIONAL WORK ASSUMED
Please submit this form to the HR Generalist for your area.
DETAILS OF MANAGER/HOD

	Name 
	
	Department
	

	Job title
	

	e-mail address 
	
	Telephone 
	

	Date form completed
	
	Signature
	


DETAILS OF ADDITIONAL DUTIES/WORK
	Reason for current staff needing to assume additional duties
	

	Job title of duties to be assumed
	
	Grade
	

	For what period will these additional duties be assumed?
	


NECESSARY CONDITIONS FOR THE PAYMENT OF A RESPONSIBILITY ALLOWANCE OR OVER-TIIME

	
	Considerations
	Your response
	Question trace

	1
	Is the person picking up extra responsibilities going to be doing this for at least one month or more?
	Yes
	No
	If no, then no responsibility allowance is paid. This can be used as evidence in a merit award application.

If yes, go to question 2 below.

	2
	Is the person going to be doing work at a higher grade?
	Yes
	No
	If no, then refer to question 3 below.

If yes, then refer to question 4 below.

	3
	While person is doing work at a same or lower grade, will thn person do this additional work during work hours? i.e. no additional hours will need to be worked. 
	Yes
	No
	If yes (to be done during work hours), then no additional remuneration is paid. This evidence can be used in a merit award application.

If no (to be done after working hours), then if at lower or same grade, over-time is paid at the relevant grade for additional hours authorised.

	4
	If person is doing work at a higher grade AND this is for more than one month, then a responsibility allowance will be paid. Need to take into consideration if this is over shut-down period and if there is a period of annual leave during this time. The HR Generalist will advise.


RESPONSIBILITY ALLOWANCE TO BE PAID (work done at a higher grade):
DETAILS OF WORK TO BE ASSUMED AND STAFF MEMBER/S TO ASSUME ADDITIONAL DUTIES AT HIGHER GRADE
	Work to be delegated (please list the various aspects of the job)
	% of job to be assumed
	Grade of work

(if you are unsure of this, leave this out and the HR Generalist will assist)
	Name of person to assume this task/duty
	Job title of this person
	Grade of this person

(if you are unsure, leave this out and the HR generalist will assist)

	Example: Full job as per job profile

	100%
	16
	Themba Fundani
	Assistant Manager
	14

	Example:  Full job except for strategic responsibilities.
	70%
	15
	Themba Fundani
	Assistant Manager
	14

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TEMPORARY ASSISTANCE IN THE FORM OF OVERTIME (work done at same or lower grade):

DETAILS OF WORK TO BE ASSUMED AND STAFF MEMBER/S TO ASSUME ADDITIONAL DUTIES AT LOWER OR SAME GRADE OUTSIDE OF NORMAL WORK HOURS
	Work to be delegated (please list the various aspects of the job)
	Grade of work

(if you are unsure of this, leave this out and the HR Generalist will assist)
	Name of person to assume this task/duty
	Additional hours to be worked per week
	Number of weeks 
	Total number of hours for the period specified above

	Example: Filing, diary management
	7
	Themba Fundani
	4
	3
	12

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


HR Division Authorisation – To Be Completed by the HR Division
	Date received
	
	Date completed
	
	Signature of HR Generalist
	

	Supporting documentation attached
	Schedule for determination of responsibility allowance and/or over-time


