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JOZINI LOCAL MUNICIPALITY
PROMOTION PROCEDURE MANUAL INTERNAL CONTROLS

	NO
	CONTROL PROCEDURE
	RESPONSIBILITY
	TURNAROUND TIME
	FREQUENCY

	1
	The HOD must identify individuals that are eligible for a promotion and drafts a recommendation report with supporting documents and send it to HRM 

	HOD

	
	When a promotion opportunity occurs

	2
	HRM must take the recommendation report to ED Corporate who then puts it as the agenda item to Corporate Portfolio Committee, LLF and Council
	HRM / 
ED: Corporate
	Within 5 days after receiving the recommendation report from the HOD
	On going

	3
	The Council must pass the resolution which must be sent to HRM, who then informs the promoted employee in writing of the details of the promotion such as new position with its new terms and conditions, date and salary and send the promotion letter to Payroll Clerk.
	Council /
HRM
	Within 2 days after receiving the Council Resolution
	On going

	4
	The Payroll Clerk must capture the relevant details of the promotion on the system and stamps the documentation as evidence of capture
	Payroll Clerk
	Immediately after receiving  the recommendation documents from the HRM
	On going

	5
	The HR Clerk must put the signed promotion documents in the employee personal file 
	HR Clerk
	Within 3 days after the payroll Clerk has captured it on the system
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