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1.2

13

3.1

3.2.

PREAMBLE

Rustenburg Local Municipality is committed to provide career development
opportunities for its employees and further recognises that employee motivation,
productivity and retention are dependent upon people working in jobs that are well
suited to their interests and therefore offers and encourages transfer opportunities for
current employees.

In seeking to foster an open and supportive environment which will assist personal
growth, the municipality takes the position that individuals are responsible for the
planning and management of their careers. To facilitate this individual responsibility,
the municipality has established a wide range of policies and programs, including study
aid policy.

The municipality encourages employees to take advantage of development
opportunities whether such careers are aligned to the work they are employed for or
not. Transfer from one position to another in this municipality is part of this process.
Employees are welcome to discuss opportunities in confidence with their Managers at
any given time.

SCOPE OF APPLICATION OF THIS POLICY
This policy shall be applicable to the municipality as the employer and its employees

excluding councillors.

INSTANCES UNDER WHICH TRANSFER CAN BE DONE
Transfer in itself refers to the movement of employees from one job to another within

the same organisation where salary level is the same.

Production transfer

Production transfer may be done by filling the position in the directorate to address
operational needs in the directorate. This is to prevent the layoffs from the municipality
and is also good to adjust existing staff rather than to employ new ones.

Remedial transfer

Remedial transfer may be done where rectification of wrong selection or placement of
employee is sought or advised. If an employee cannot reasonably adjust and or be kept
in the given job for any other reason he can be transferred to the job where he can use
his/her skills and abilities accordingly.
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3.3.

3.4

3.5

5.2

5.3

5.4

5.5

Shift transfer

In multi-shift disciplines like essential services employees may be transferred from one
shift to another due to their personal reasons like health problems, studies or other
sound and confirmed family problems.

Individual request for transfer

Individual request for transfer is to be considered by Directorate Corporate Support
Services in consultation with the relevant directorate based on the merits of each case
and consideration of operational requirements.

Other transfers

Transfers due to sanctions following disciplinary cases etc.

ELIGIBILITY FOR TRANSFER
Only permanent employees with a minimum of three (3) years’ service are eligible for

transfer.

INITIATION OF TRANSFER AND TRANSFER PROCEDURE
Employees may find opportunities within their own Directorates or elsewhere in the

municipality and request that a transfer be done in terms of clause 3.4.

Any request for transfer shall be concluded within a period of three (3) months. The
period for the accomplishment of transfer shall remain the prerogative of the employer.
Any difficulties which arise in the working relationship as a result of an employee’s
decision to seek another position should be discussed with the Director Corporate
Support or his/her nominee to seek immediate resolution.

Transfer dates should be arranged through two directorates involved, with support of
the Director Corporate Support Services or his/her nominee. At least two weeks’ notice
should be given to the transferee directorate before the date of transfer for it to
prepare reasonable accommodation for the employee being transferred. Further
logistical human resource related arrangements shall be taken care of by the transferee
directorate together with Unit Manager Human Resource and the relevant directorate.

Transfer shall not be utilised by any official and, or applicant as means for procedural
promotion but must be used solely as a change in job responsibility in lieu of the type
of transfer that will have been done, (refer to instances under which transfer can be
done).

All delegations and nominations relating to the implementation of the policy shall be in
writing.
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6. DISPUTE RESOLUTIONS
An employee who holds that a transfer initiated in terms of this policy is handled
unfairly by the municipality is entitled to lodge a complaint/grievance in terms of the

grievance procedure of the municipality.

7. APPROVAL OF TRANSFERS
All transfers shall be approved by the Municipal Manager.

8.  UPKEEP OF THIS POLICY
The Office of the Director Corporate Support Services shall be responsible for the

upkeep of this Policy.

Signed by the Parties and witnesses on the following date and place:

a. Municipal Manager
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