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A. ACKNOWLEDGEMENT

The Provincial Human Resource Policy Manual was developed and approved on 12 May
2021 by EXCO. This policy manual is the latest version of a series of continuously updated
editions, which guides all the employees on the use and management of human resources.
This portable edition explains concepts and other issues relating to the human resource
management in simple and understandable terms.

The Limpopo Provincial Government thanks members of the staff for their comments and
suggestions that continue to help sharpen many of the issues addressed in this policy
manual.

B. PREFACE

This Provincial Human Resources policy manual contains guidelines for HR policies issued
by the Premier and the Director-General of the Limpopo Province on matters within their
power of authority.

The policies in this manual have to be read in conjunction with the Public Service
Regulations. Where any provision in this manual contradicts the Public Service Act
and/or Regulations, the latter shall prevail. The provisions of this manual are binding on
all employees of the Provincial Administration, subject to the approval of the Executive
Authority, to the extent indicated in the different policies of this document.

Executive Authorities and Accounting Officers must ensure that all policies in this manual
are implemented. The Office of the Premier should continue to coordinate, monitor,
evaluate and provide support.

C. PREAMBLE

EAs have all those powers and duties necessary regarding the internal organization of the
department concerned, including its organizational structures and establishment, the
transfer of functions within that department, human resource planning, the creation and
abolition of posts and provision for the employment of persons additional to the fixed
establishment. It is the responsibility of each department to ensure that organizational
design norms and standards on the changes to organisational structures and the approved
organizational structure through the MPSA are implemented and a developed job
evaluation system to assist with work organization to ensure that work of equal value is
remunerated equally is implemented. The Limpopo Province is fully committed to
implementing the job evaluation system as efficiently and efficiently as possible, thereby
giving effect to Public Service Regulations 2016 as amended.
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Employment practices shall ensure employment equity, fairness, efficiency and
achievement of a representative. public service. | It is the responsibility of each department
to ensure that recruitment and selection practices are aligned to the legisiative and
regulatory framework. Fiexibility in addressing various challenges, which may be confined,
to different departments should not compromise the integrity of the department and /or the
province regarding how the recruitment and selection processes are handled.

The existing challenges should not hinder the lprocess of attracting suitable candidates
and retain appropriaté employees.
Education and training is a prerequisite for improved employee performance, for career
development, for organizational growth and iconsequently overall economic growth.
Human Capital Investment Policy will ensure that relevant and quality skills ‘acquisition
initiatives, education and training are offered, and that the benefits that accrue from these
are. always adequately recorded to ensure that the Provincial Skills Profile is updated
regularly. A policy statement ensures. that all HRD initiatives are relevant, appropriate,
delivered at the. appropriate time, and in the mole.t effective way.

This: policy statement results from both extensi ve internal discussions of HRD issues in
relation to the development challenges-and opplortunities in Limpopo, as contained in the
Limpopo Province's Human Resource Develbpment Strategy. The policy document
advances the view that HRD is a vital strategy for promoting-wider social and economic
development: however, it emphasizes that human beings are not merely the means to
such development - they are the object of all developmental activities.

The Provincial Administration acknowledges the existence of employees’ personal and
work-related problems that may have a negative influenceon service delivery, as. a result
it recognizes its. responsibility to create and memtam a hea[thy and- ‘supportive worklng
environment through the establishment of Employee Health and Wellneéss Programmes
(EHWP). EHWP is aimed at enhancing servlce delivery and quality of life for all
employees in the Provincial Administration. Thq Health and Wellhess programime entails
Employee Assistance Programme (EAP), Occupational Health and. Safety (OHS) HIV &
Aids at the workplace-and employee health andproductivity management.

The Limpopo Provincial Administration subscribes to the view that conilicting interests do
occur in any organisation and that this is a natural consequence of inferactive processes
between groups, which, while having conflicting interests, also share a mutual
dependence, common interests and common goals.

D. PURPOSE
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D. PURPOSE

- To provide a framework for implementing the Organizational development principles
and job evaluation system in the province;
- To create an appropriate procedure framework for recruitment, selection and

appointment;
- Implementation of the implementation of the Human Resource Development Strategy

in the Province;
- To provide guidance on the establishment and management of Employee Health and

Wellness Programmes;
- aims at promoting sound labour relations between the Provincial Administration and

the employees;

E. TABLE OF CONTENT

SECTION 1: Organizational Development and Job Evaluation
SECTION 2: Human Resource Management

SECTION 3: Human Resource Development

SECTION 4: Employee Health and Wellness Programmes
SECTION 5: Labour Relations

ANNEXURE A: SERVICE STANDARDS

Approval of the Provmc:al HRM and D Pollcy Manual
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VDate |

53/95/20’?/

J [ {ZEA
nr. Mthabatha C.§ Déte
Premier: Limpopo Provincial Government
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SECTION 1

ORGANIZATION DEVELOPMENT AND JOB EVALUATION POLICY

1.1 ACRONYMS
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Minister for Public Service and Administration

EA Executive Authority
DG Director General
HoD ‘Head of Department
pDDG ._'Dep.uty Director General
CFO | Chief Financial Officar
cb Chief Director
EXCO Executive Council
SMS Senior Management Services
MINMEC Ministers and MEC’s
'PSCBC | Public Service Co-ordination Bargaining Council
QoDP Organisation Design Practitioner
CCPLP Coordinating Chamber of the PSCBC in Limpopo Province:
DPSA Department of Publiq Service and Administration
| otP Office of the Premier
M&E Monitoring and Evaluation
NDP National Development Plan
| LDP Limpopo Development Plari
0sD Occupatibnal Specific ﬁis_pensatio_n
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‘CORE Code of Remuneratign
SP Strategic Plan
MTEF Medium Term Expentliture Framework-
MTSF Medium Term Strategic Framework
SDG Sustainable: Developrnent Goals
PERSAL Personnel Salary System
JE Job Evaluation

“SONA State of the Nation Address.

“SOPA- State of the Provincel Address
SDM Service Delivery Modgl
SDip Service Délivery Improvemient Plan
LRA Labour Relations Act) 1995

| PFMA Public Finance Management Act, 1999
PSA Public Service Act, 1994
PSR Public Service Regulations, 2016
OFA Organisational Functipnality Assessement
OMF Operations Management Framework

1,2DEFINITIONS




Organisation architecture/structure

An organizatiopal structure means a system that outfines
how certain aclivities are directed in order to achieve the
goals of an or anization,

Organizational Design

Organisation design' means a process of aligning the
structure of the organisation with its objectives, with the,
ultimate aim o}‘_improvfing the efficiency and effectiveness of
the orga nisatic‘n.

i

Job Evaluation

Job evaluation means a process of comparing jobs with one
another with arf aim of providing a defensible and equitable
basis for determining and managing pay relativity between

jobs..

Legal Mandates and Policies

Means key legislation and/or policies that inform the
development of a structure or function

Stakeholders

Means Clients of the depa rtment/'components' Or units

Delegated authority

Means to assign a function, duty, authority and
responsibility td another for prompt handling and
accomplishment of the task or process

Division of labour

Means the divisjon and distribution of work between
different positidns or employees involved in-performing a
certain job/fundtion. '

Empowerment

' Empowermerit means giving people the authority, resources |
and technical know-how to do a certain job and holding.
_them accountable for results.

Formal organisation structure

Formal ergnisatjon structure functional/process
arrangement as depicted on a structure/organogram. It
means, inter alia, the formal lines of authority, decision
_making and ch'a?n of command.

Governance structures

The governance structures refer to all the procasses,
policies, forums, committees and teams (task teams, _
decision making teams, review teams.advisory teams) which
are utilised to ensure the flow of information, quick decision
making, effective collaboration, integration and
coordination, collective measurement and rewards

“Flat structure

Means a S'ttuctu{'e with few links, has a shorter and simpler
communication éfha_in (reporting lines) and has a wider span
of contiol. , '

‘Matrix/Expert/Project structure

Centres on m_ultffple expertise that is focused on solving a
particular problem/challenge or for the provision and
achievement-of just in-time/shorter span projects. It is good

for technical staff career opportunities:




Divisional structures

services |

Each unit in this type of structure is responsible-for the
design, implémentation and the delivery of specified

Hierachical/tall structures

-delivery, Meanstis a simple form of structure that only

Means a st_rué:tute which is established around functions
necessary to enable the Department to render service

gives emphagis to the basic functions.

Functional structures

Means a strugture that has Grouped specialised resources to
optimize the gllocation of scarce resources and drive quality
within a unit by the separation of specialist areas. e.g. HR,
finance, Health Professionals specialists)

Geographical structures

Means a struycture that depicts the operation of each
district/institution (i.e. where each district/institution has full
control of alf activities within its geographic boundaries).

Process/value chain orientiented
structures

‘optimal solutipns and lack of common focus among business

This structure focuses on the customer to prevent sub-

units and it isia major contributor to the departmental value
chain (Customer focused structures), e.g.- Forensic Services)

' Hybrid structures

Means more than one organizational design is used.

Business Process Re-engineering

/Management

Means a critical and total transformation/reshaping of-
processes, technology, management.systems, organisational
structures and values to achieve quantum leap/radical
improvement in performance throughout the department.

Business Process Mapping

A structured process or tool used for documenting and
communicating “as is” and “to be” business processes

Staffing norms

means sta ndq‘rds which are calculated based on the specific
quality, quantity and risk requirements of a specific job or
task '

Centralisation

Means functions and powers are concentrated and
controlled at dne level of decision-making or accountability

De-centralisation

Functions and; powers are spread geographically through
delegation of power and authority to various line managers

Departmental systenis

Means Tools that are used in the department such as
financial (BASior FINEST), human resources (PERSAL) and
other information technology systems that support the
achievement ¢f strategic objectives '

Full-scale investigations

Investigations;that-are planned or projected for a specific
period

Ad-hoc investigations:

Investigationsithat are unplanned or un-projected

Recommended/Proposed
structure/establishment

Establishment that is proposed for approval




Approved/Authorised/Current/Exist
| ing establishment (structure)

Means structure that an executive authority has approved to
carry-out the core and support functions of the department

*SILO” culture

Means A cui’ture that functioninging / operates in an unco-
ordinated or un-integrated manner

Process.

Process refers to an organised group of tasks/related.
activities that are performed by an individual, group or
technology and together creating a service or product of

value to cusiomers

Role or job design

Rolé or job design means to the designing of specific roles

‘or jobs to be performed in the department.-

Span of control

Means the number of persorinel directly or indirectly
reporting toia supervisor/manager.

Work design

Work design means the designing and grouping of tasks in
such a way that it optimises the effort and eliminates
obstacles and duplication.

Core posts

Mean posts without which the department will not be able
to achieve ilis..strategic objectives or provide services as
needed.

Sarvice posts

This reféers ‘qo posts without which professionals will not be
able to prowde services effectively and efficiently.

Support Services

Means po : that operate as hack office services but play a
crucial and &ritical rolé in the provisioning of

core/professional services.

Employee Organisations’

Means emplbyee organisation admitted to the Provincial
Bargaining Chambers
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1.3INTRODUCTION

The South African public sector is important for the sustainable growth and development of
the country. One of its major responsibilities is to ensure that all citizens have access to
and receive the services they need. The way in which public sector institutions are

structured has an impact on how effectively they can deliver services to citizens.

The policy contains guidelines for Organizational Design and Job Evaluation policies issued
by the Premier of the Limpopo Province on matters within their powers of authority.

The policy has to be read in conjunction with the Public Service Regulations. Where any
provision in this policy contradicts the Public Service Act and/or Regulations or MPSA
Directives, the latter shall prevail. The provisions of this policy are binding on all
employees of Limpopo Provincial Administration, subject to the approval of the Executive
Authority, to the extent indicated in the different policies of this document.

The Office of the Premier will continue to coordinate, monitor and evaluate the
implementation of the policy.

1.4PURPOSE AND OBJECTIVES OF THE POLICY

1.4.1 PURPOSE

To regulate the implementation of Organisational Designs and Job evaluation systems in

the Province.
1.4.2 OBJECTIVES

The objectives of the policy are:

e To serve as a mechanism that will support the designing, implementation and

maintenance of the organisational structures.
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* To establish or maintain adequa_te',_ appropriate and integrated functional and service

level areas;

» To provide for restructuring procedures that will assist departments with decision-

making; and

* To assist Departments with guidelines on the identification of structural defects that

hamper service delivery.

» Toensure that posts necessary to perform the relevant functions of the Depariments
are defined, to promote the economical, effective and efficient organisations.

1.5AUTHORITY OF POLICY

This Policy is issued under the authority of Prémier as the chairperson of thie Executive Council

of Limpopo Province.

1.6LEGISLATIVE MANDATES AND POLICIES
» South African Constitution, 1996
» Public Service Act, 1994 as amended
» Publi¢ Service Regulations, 2016
» Public Finance Managemernt Act, 1999 and Treasury Regulation
‘s Labour Relations Act, 1995
e NDP
» LDP
« Organisational Functionality Assessmerit (OFA)
« Operations Management Framework
» Ministerial Determinations
» Guideline on Job Evaluation

s Guideline on Job Description




1.7SCOPE OF APPLICATION

This framework / provincial policy guideline |

Departments.

1.8 POLICY PRONOUNCEMENT

This policy is-premised on the Public Sery

1.8.1 ROLES AND RESPONSIBILITY.
The roles, responsibilities, and powers for
Provincial Government.are outlined in the
and powers apply to depariment policies.

ice Act and Regulations.

s applicable to all Limpopo Provincial

policy management within the Limpopo
table below. These roles, responsibilities

IAuthorit_yI Formulation & | Policy Policy Monitoring &
Office Drafting Approval Implementation | Evaluation
Policies.
Executive | Might direct Can approve Oversees policy [ Approves
Authority | that certain policies relevarit | relationship of amendment of policy

policies be. to the policy resulting from a
formulated or department in implementation review
drafted. line with powers | with electoral
conferred by f[aw | mandates.
or delegation
Accountin | Recommends | Can approve Oversees Can approve
19 Officer | approval of policies relevant | implementation of ;| amendments to
draft policy to to the policies policies relevant to
the EA-on department in the department in
-advice of line with powers line with powers
Executive conferred by law conferred by law or
Management or delegation delegation
Executive | Recommend None Implement policy | Monitor and evaluate
Manageme| the drait policy withinareaof = | implementation of the
nt/ Senior | before ' responsibility policies at a sirategic
Manageme| submission to level
nt Accounting

QOfficer or EA




Labour | Recommend None Check whether Monitor
Organizati | the draft policy the rights of implementation
on hefore. employer and.
submission. employee are
justifiably served
in terms of policy
implementation.
Transvers |« Supports | Shallmotivate | Provides support | Supports units in all
al OD& JE units: in | for the approval | to all Provincial Departments, the
IDirecto_rat' Department | of the policy to | Departments on Executive: Authority/
e s in the | the relevant the | Accounting Officer in
implementat | -authority implementation of | monitoring &
ion of the the policy. evaluating /
policy; alternatively analysis
L implementation of
. .t%t;ordmate policies
consultation
‘process
during policy
formulation.
Departme |« Provide None Ensures that all Supports fine
ntal OD& input during employees are managers, Executive
LJE Units the  policy informed of the and the Executive
formulation/ new policy “Authority/ Accounting
review (Create ] O_fﬁcer_'in_rponltorlng
o awareness). & evaluating /
process. - o .
alternatively analysis
implementation of
policies
LEmponee o Provide None - Ensures that they | Support
input during comply to the management in the
the policy implementation of | implementation of the
formulation/ the policies. policies
review process
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The principles of Job Evaluation are:
a. Professionalism
b. Confidentiality.
c. Fair and Objective Décision-makiny.
d

. Consultation

1.8.3 JOB EVALUATION REQUESTS
Departments shall consider job evaluation requests from Management, Individual
employees and recognized employee organizations in line with the following

guidelines:

a. Oznf:.e an existing post has been evaluated, at least 60 calendar months shall
expire before it is evaluated again unless there is clear evidence that the job
content of a post has changed to such an extent that an evaluation could lead

to a re-grading of the post.

b. All requests for evaluation of jobs/ posts on salary levels 1 -12 must be fully
motivated and approved by the Head of the Branch. For SMS posts the request
must be approved by the Head of Depariment.

¢. Requests from employee organiza ions, regarding the evaluation of categories
_Of'_pos’ts-, must be handled at Provincial Chamber and submitted to the relevant -

department for further processing.

d. Requests from employee organizations shouid be submitted through the HoD’s

office.

1.8.4 JOB EVALUATION PRESCRIBED INSTRUMENTS/ TOOLS




o

Departments-shall use/ utilize the folioWin_g_ prescribed tools when conducting job.

evaluation:
i}  Signed Job descriptions
Executive Authorities shall ensure that all empl

by both the supervisor and the supervisee:

i) Approved Organisational structure

oyees have formal job descriptions signed

Executive Authorities shall ensure that jobs/pgsts are evaluated in line with the relevant

organisational structure on which the relevantijobs/posts appear.

iii)  The prescribed job eévaluation system

Executive Authorities shall utilize the MPSA’s prescribed job evaluation system to

evaluate different types of jobs/posts.

iv})  Pre-interview questionnaire

Pre-interview Questionnaire may be required as a prerequisite priorto the job evaluation

process:
1.8.5 COMPOSITION AND FUNCTIONS OF T
1.8.5.1 COMPOSITION
The job evaluation components shall consist of
Job Evaluation Certificates issued by the Depa

-Administration (DPSA) or the National School

A Central Job Evaluation Unit shall be establis

evaluate all SMS posts in the province (As per
2003) as well as monitoring and coordinating Job Evaluation activities in the province.

HE JOB EVALUATION COMPONENTS

trained job analysts who are holders of
irfment of Public Service and
0f Government (NSG).

hed in the Office of the Premier to
the Executive Council Decision No. 102 of




1.8.5.2 FUNCTIONS OF THE DEPARTMENTALJE UNIT
The Departmental job evaluation unit shall execute the following functions;

Advise on policy and procedures fot the evaluation of jobs in the department;
Receive and prioritize requests for évaluation;

Evaluate jobs by means of the pres¢ribed Job Evaluation System;:

Make preliminary recommendations| on grading to the Job Evaluation Panel;
Serve as the secretariat of the Job Evaluation Panel;

A D Tow

Keep records of ail'evaluations done, I,e recommendations of the Job Evaluation
Panel and minutes and

g. -Assist in the redesign of jobs.
1.8.6. DEPARTMENTAL JOB EVALUATION PANEL
1.8.6.1 COMPOSITION
The Departmental Job Evaluation Panel is established as a part-time standing committee

and shall consist of SMS, MMS and Assistant; Director who are trained as job evaluation

panglists.

As a general guideline, members must serve ft){-a renéwable period of 60 calendar months.
to ensure consistency and continuity. 'EmpIOyée's--acti_ng in posts of which the incumbent
normally serves on the panel as a resuit of'he'r/ihis position shall serve on the Panel for the

relevant period, provided the relevant emp_loyeie is trained as a panel member.

1.8.6.2 DEPARTMENTAL JOB EVALUATION UNIT SHALL EXECUTE THE FOLLOWING
FUNCTIONS:

a. Evaluate all Middie Management Service jobs in the province:




‘The members must serve for a renewable
consistency and continuity. Employees actin

Chief Directors, appointed and trained on Job

a) SMS members, trained and appointed on J

b. Benchmark all generic jobs within the province;

c. Perform all functions as indicated in paragraph (a);

d. monitor and coordinate job evaiuation pr¢
Public Service and Administration;

cess as determined by the Minister of the

e. handle benchmarking related issues in the prov'ince;_

f serve on the:Inter-Provincial Job Evaluatipn Forum as well as any other

Central/National Job Evaluation Committees.

1.8.7 COMPOSITION, ROLE AND FUNCTIONS OF THE CENTRAL JOB EVALUATION

PANEL COMMITTEE FOR SMS (13 - 1

1.8.7.1. COMPOSITION

5) POSTS

The Central Job Evaluation Panel is established as a part-time standing committee and

shall consist 6f SMS members who are traine
the Director General of the. Provirice.

sefves on the panel as a result of herhis

d as job evaluation panelists_,_ appointed 'by

period: of 60 calendar months to ensure
g in posts of which the incumbent normally
osition shall serve on the Parnielist for the.

relévant period, provided the relevant employee is trained as a panel member.

The panel shall consist of:

i) Chairperson whoisa

i) Members:

b) at least or minimum of three members inclu

Evaluation Panel training.

ob Evaluation Panel
ding the Chairperson

1.8.8 COMPOSITION OF JE COMMITTEE AND EVALUATION OF HOD POSTS




1.8.8.1 COMPOSITION
a. The panel shall consist of trained Heads of Departments and Deputy Directors General

(DDGs).

b. The Chairperson for the paneling of HoD posts shall be the Director General of the

Province or any HoD trained on JE paneling.

1.9 OTHER POLICY MEASURES

a. The panel's recommendation must be submitted to the Executive Authority or any

delegated person for approval.

b. If the Executive Authority agrees with the recommendation of the panel regarding
specific job/ post, the decision must be forwarded to Human Resources Management

for implementation.

c. The Executive Authority reserves the right to deviate from the recommendation of the
panel, without referring the matter back to the panel. In such a case the decision maker

must record the reasons for her/his decision in writing.

d. The “promotion” of an incumbent whose post has been upgraded shall not be
backdated (Regulations 45(2) and 45(3) of Public Service Regulation 2016). The higher
salary applicable to the incumbent employee in the higher-graded post, as provided
under regulation 45(2) of the PSR 2016, shall take effect on the first day of the month
following the month of approval by the Executive Authority in terms of Regulation 45(1)
of the PSR 2016.

e. A post shall only be upgraded if sufficient funds, including funds in terms of the medium
term expenditure framework, are available. The relevant responsibility manager must

certify that funds are available.




1.2.

Any employee/ employee organizations/ ma

be reduced.

Where a filled post is to be downgraded, 3

n attempt shall be made to redesign the job,

by addingr_du_t'ies- or responsibilities to it, 1 prevent its downgrading:

- As an aiternative to redesigning the job, the incumbent shall be transferred to a

suitable funded vacant post with an equivalent grading to the incumbent’s :eXisfing

post.

REVIEW/ APPEAL

The salary and benefits of an employee, whose post has been downgraded, shall not

tagement who is not satisfied with the

results of the evaluation conducted shall request a review of the evaluafion in terms of

the following:

a. Reviews/appeals shall be based on valid reasons supported by the supervisor or

- Where appeals are to be considered, fair

. The Executive Authority shall appoint

employee organization;

analyst must be ensured;

representation for the jobholder and the job

Onily related information and the procedures followed when determining the grading

applicabl_e to the relevant job shall be co

reviews/appeals. The appointment of JE

level of the jobs/posts to be reviewed.

nsidered;
a different JE panels to consider the

= review panel shall be determined by the

1.41. JOB EVALUATION RESULTS IMPLICATIONS
The Executive Authority may grade any_j_obs/fp_osts on the basis of Job Evaluation

results as follows:




1.11.1. UPGRADING
a. Where a filled post is upgraded, the Executive Authority may continue to employ
the incumbent in the higher graded post/job without advertising it, provided the
incumbent meets the following criteria:
i. Already performs the duties attached to the higher graded job/post’
ii. Has received a satisfactory rating in her/ his most recent performance
assessment; and meets the inherent requirements of the job/post;
ii. Has been in the post at least 12 calendar months;

b. The absorption of the incumbent into the higher graded job/post shall take effect
on the first day of the month following the month of approval by the Executive
Authority;

c. The commencing salary shall be set at the minimum notch of the higher salary
level or at such salary that he/she received prior to the re-grading, whichever is

the higher grading;

d. The Executive Authority shall ensure sufficient budgeted funds including funds
allocated within the MTEF period to fund upgrading.

e. If an incumbent/ employee is not continued to be employed in the upgraded post
as provided for above or if funds are not available, the Executive Authority shall

consider:
i. Re-designing the job to equate with the job grade; or

i.  Transfer the incumbent to another suitable post of an equivalent grade to

the post that he/she occupied before it was re-graded.

1.11.2. DOWNGRADING
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If the job weights demonstrate that a filled post is over graded, an Executive Authority

shall:

-a. Re-design the job to:equate with the g!

ade of the post before it was re-graded;

b. Reduce the grade of the post in line with the job weight and transfer the

incumbent to. another suitable post that he/she occupied before it was re-graded

1.11.3. TRANFERS

Any transfer of the employee in terms of the u

pgrading or downgrading shaii:

a. Not alter the place of work of the employee without his/her consent:

b. Take place by the first day of the mont

1 following the month of approval by the

Executive Authority of the grading of the post

1.11:4. JOBS /POSTS RETAINING THE SAME LEVEL

instances where a job/post has retained the s
in the same salary range.

1.11:5. RE-ORGANISATION
Upgrading /downgrading may in some instanc

or a unit.

ame level, the EA shall keep the incumbent

es require re-organization of a component

1.12. ROLES OF THE JOB EVALUATION REVIEW PANEL




a. The Job Evaluation Review Panel is resppnsible for quality assurance in the paneling
process by the Central Job Evaluation Committee and the consistent application of the
Evaluation system. _

b. The panel shall conduct itself in such a way that it will support/ enhance the credibility
and .acceptability of the system.

¢. The panel will review the results from the Central Job Evaluation Panel Committee

and make recommendations with regards to the levels thereof, and the salary range
that: shall be attached to the specific job/groups of jobs to the decision-maker (Head
of Department or any other person desigrjated to acton her/his behalf).

1121 FUNCTIONS OF THE JE REVIEW PANEL

The Job Evaluation Review panel shall;
a. Review/moderate: evaluations results carried out by the Central Job Evaluation

Commitiee.
b. Ensure that reports have been moderated objectively and consistently relative to other

jobs previously evaluated. This would include determining the need for information/job
analysis to enable the panel to make an -iélfcir_m_ed recommendation on a specific job.
Examples in this regard are wherd the: panel is concermned about the
representativeness of jobs in a sample (if job evaluation was done on a sample
basis) or additional information is neededon any aspect of the evaluation.

c. Make final ;ec'o_mmendations on the grading, ensuring that salary levels-are not placed
above the entry level.

d. Review and approve p'o_ficiés and procedures to ensure a consistent approach with
regard to recommendations on grading. _

e. Point out possible implications, should the recommendations on grading be

implemented.

1.13. RECORD -KEEPING




P

a. The EA shall keep a record of all jobs evalyated in a Department including respective
Job descriptions for annual reporting, as required in terms of Regulation 31 of PSR 2016.

b. The Office of the Premier shall keep records of all evaluated SMS jobs and coordinated
jobs and posts including such information /from all. departments within the Limpopo
Provincial Administration for monitoring and gvaluation by the DPSA and PSC.

1.14. ORGANISATIONAL DESIGN
1.14.1. WHAT IS ORGANIZATION DESIGN

a. How work or tasks are homogeneouslygrouped, and allocated, to standardize work
of to create specialized functions;

_ b. Organization structure defines positions in the organization and the relationship
between these positions. It defines th‘é locus. of decision-making and authority in
organizations;

¢. Organization siructure creates a framework for order and for the coordination of the
myriad of tasks that are carried out;

d. It assists managers fo plan, organize, diréct and control the activities in the
organization;

. In simple terms, organization design ig the process: of structuring or restructuring
an organization.

1.14.2 WHAT TRIGGERS / INFORMS ORGANISATIONAL DESIGN IN DEPARTMENTS
a. Amended mandate or change to the strategic focus of the department
. Splitting of Departments;
. Transferring of functions;
. Establishment and or abolition of Departments and Government components;
. Executive Decision;
Performance improvement

@ ™ o o o o

. 8tructuring based on amended mandate or change to the strategic focus.i.e.

based on 3- 5 year strategic review processes.




h. Organizational structuring based on a
determined by the President.
i. Adverse findings of an organizational 1

organizational performance improvemet;

macro-organization of the state, as may be

unctionality assessment (OFA) and

it processes.

1.14.3 OUTPUTS/DELIVERABLES OF ORGANISATIONAL DESIGN

a. The services delivered by the public sector
goal, delivering vaiue to its shareholders a

b. Agovernment department is able to implen]
department to deliver on its-mandate and g

1. -have an effective’ structure that
Depariment;

Assist in efficiency and in the optim

o 2w b

mandate and strategic priorities.

© ® N o

organization.

organization must contribute to the common
d the citizens.

ent its strategic priorities. For a government
n the priorities set, it should:

is aligned with the strategic plan of the

have an effective organization structure necessary for effective service delivery;

al utilization of resources;

Boost/ influence the morale, energy and enthusiasm of the employees;
Assist in fostering the appropriate 0rgan'izat'i0nal culture: for delivering the

Provides individuals with a clear definition of their roles;
Helps individuals and teams to organize their work and achieve thei_r'goal's_;
Provides individuals with clarity on decision-making structures and processes;

Directs individual towards the kind of behavior expected of them in the

1.14,4 ORGANISATIONAL DESIGN APPROACH
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related to service deliVery.

b. Full review. of the structure shail be aligned

. Organizational design shall be dynamic as it has to respond to ever changing needs

with Strategic planning and MTEF cycle and

shall not automatically lead to restructuring but only align the strategic plan with the
existing structure. (“Structure follows strategy”);

¢. Organisational structure shali:

i serve as a meansto achieve set objectives necessary for service delivery;

ii.  strive to promote inter-governmental

relations and co-operative governance;

iii. strive to address ‘SILO” (un-coordingdted functions) culture/mentality;

tv. form part of the broader HR manage

ment framework; and

v. strive to address organisational needs instead of individual needs.
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1.14.5 STAKEHOLDER, ROLES AND RESPONSIBILITIES IN ORGANIZATIONAL
DESIGN

The following table summarises different stakeholders and their responsibilities
towards organisational structure design.

Stakeholder
MPSA

Roles and Responsibilities :
Establish norms and éitandards- and issues directives.on restructuring.
i

hd

May in consultation with the Premier, make a determination on the:-
- allocation of any ifunction to ‘a department;
-~ abolition of a function;

- transfer of a function from one department/body to any other
‘department/body;

Make comments and recommendations on the proposed changes of
the organisation structure, on mandatory posts, i.e. post levels' 9 -
16.

Premier May in consultation with the MPSA, make a determination on the:-

- allocation of any function to a department;
- abolition of & function in any department;

- transfer of a function from one department/body to-any other
department/body;

- Merge / separate any functions./ departments in the Provincial
Administration.
» Establishment of newipublic entity or agency.

« Make comments-and fecommendations on the proposed changes. of
the organisation structure.
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Stakeholder

Rolds and Responsibilities

Executive Authority

May in consultation with the Premier/ MPSA, make a determination

on the:-

- Determines the c[epartment’s_o‘r_jganisationa‘l".structure based on.

the strategic plan.

- Establish new public entity or agency.

Transfer of functions between components/units.

Confirm that he/she
objectives.

requires the post to meet the department’s

Define posts needed to carry out functions.

Final determination '.;and implementation of organisation structure
and staff establishment.

E

Approvals of orgarisational structures and initial or append signature

on each page of the structure for authenticity purposes.

HoD

and commitment, buy

;

;
Carry. out ofganisation structuring functions under delegated

authority from the EA.

Determine critical milestones during structural diagnostic and design:

phase.

Submit proposed structure and business case tothe EA,

Consult the EA to obtain his/her strategic and political perspective

within delegated auth

-in and support.

Ensure the carrying out of functions on the organisation structure:

ority.

Accountable for ensuring that the organisational structire is funded

inthe current budget

Apply working metho;
co-ordination of work

Consult and seek writ
a new function.

and within MTEF.

ds-such as the re-allocation, simplification-and
_and eliminate unnecessary functions.

tten ‘authority/consent if intending to establish




Stakeholder

Rolds and Responsibilities

Initial or append ijnature on each page of the structure for

authenticity purpose !
|

CFO

Ensure that the chan

es as approved are captured and appropriate-

abolishment of the old structure.

Ensure adherence
processes/procedures
and the implementati

Continual financial m
‘compensation of emp

to appropriate. financial management
-in order to meet the requirements of PFMA
DN Process.

pnitoring and integration of the structure and
loyees.

Integration of the structure with financial management planning.

Ensure that the pr
requirements.

pposed: structure complies with the MTEF

Involved in budget ptanning and in the pricritization of posts to be
filled in terms of the MTEF periad.

Prepare a detailed fi
structure.

Link the approved s
PERSAL system.

nancial impact assessment for the proposed

tructure/computerised spreadsheet with the

Management

» Provide comments, in

+ Provide strategies a
changes.

« Provide commitment

puts and ideas on the proposed changes.
hd managerial perspective to the proposed

and support to the process.

Organized Labour

» Provide inputs to the

organizational structure




Stakeholder

Rolds and Responsibilitiés’

Consult. relevant stakeholders during the diagnostic phase of
restructuring for their inputs, comments and views to ensure
provision of correct information, ownership of the end-product and

suggestions.

Analyse and advise g

n the impact. of the organisational structure if

service delivery is likely to be affected.

Ensure effective management ‘of the desigh process and ‘its

associated review po

nts.

Promote the fundamental principles of organisational design.

Review and restructy

re the department focusing on organisational

development holistic ‘approach and principles.

Define a framework
and implementation.

Desigh Mmodels/tem(

of holistic transformation for structure review

lates for organizational structures that will

address identified service delivery model (e.g. flat, matrix/expert;
hierarchical, functional, geographical, process (value chain).

Develop and design
achieve on identified

structures that will enable the department to
strategic objectives.

Design an orga‘n‘i's_atiional structure t'hat will contribute to high
performance and epable employees to contribute to their full

potential, talents, :s'l(if

Ensure the merger {
people behaviour
restructuring.

Integrate and enstire
processes into the or

Is, ideas, creativity and energy..
of the core principles, i.e, strategy, process,
and service delivery optimisation during

o continuous alignment and improvement of
Janisational structure.

Other government  |Provide bench-marking:on best organisational design practices.
departments '
Office of the
Premier
(Transversal OD)

Quality assure all departmental organisational structures for consultation
with the MPSA.




1.14.6 PRINCIPLES

Organizational Design in all departments shall be based on the following guiding

principles:

Organisational design shall always strix
by focusing on constifutional values an
the promotion of fairness and €
accountability, economic, efficient and

Past provisioning norms in the determi
to be provided in the structure;

Focus on government strategic prioritie

re to address Chapter 10 of the Constitution
d principles of public administration through

quitable service delivery,. transparency,
effective use of resources;.

s;

nation- of the size/quantity/number of posts

Organisational design shall ensure integration of services horizontally and vertically,

. b -
from head.office level, district level and institutional/facility level;

‘productivity and workflow;
Organisational design shall take cognis:
Organisational design shall consider cel
to allow proper-decision-making and d
and

Organisational design shall depict more

. . Structure model/type shall depict the 'cip_r_rect,chain_of command;

Grouping of similar or homogenous functions to improve communication,

ance the span of control;
htralization vs. decentralization of functions
clegations attached to the proposed posts;

of Core functions than Support.

1.14.7 CONSULTATION

a. Executive Authorities shalf consult with the Premier and Provincial Treasury before
submitting the proposed changes tothe MPSA.
ry, the OTP would then further submit the
If of the provincial department.

b. After consultation with OTP and Treasu

proposed changes.to the' MPSA on behz




c. The provincial department/EA’s shall then be notified of the consultation with the
MPSA on changes that have been made on the organizational structure for his/her
comments as mandated in terms of the MPSA Directive on organizational structures
by Departments. In terms of the Directive, “the EA shall consult with the MPSA on
all changes to the organizational structires affecting all units/posts from salary level
9-16.

d. EA’s are required to submit the following wheri consulting with MPSA:
|

i. Consultation request signed hk/ the Executive Authority;

ii. The business case attached t’é provide understanding of the changes that
informed the proposed organisational structure;

fii. The strategic plan of the Department;

iv. The service delivery model; f

v. An assurance letter of budgetifunds‘).-availabi!ity signed by the Head of
the Internal Audit, CFO and HoD as supported by Provincial Treasury;.

vi. The approvéd (current) Orgarfisational structure;

vii. The proposed organisational structure ;

viii.Post establishment information identifying existing funded and newly
created posts;

ix. Sumimary of the job evaluatioh outcomes (from level 9 -16) and the
recommendation of the panelion the newly created and redesigned
posts; and

x. Staff establishment implications as a result of changes.

€. EA’s shall regard the conclusion of theiprocess only if:

i. A letter of concurrence /tecommendation/comments or advice is
received from the MPSA;
ii. The organisational structlre is approved and ail pages initialled by
the EA.

‘f. The approved and signed structure from the EA shall be submitted to the OTP
and MPSA for record keeping.




e

g. EA’sshall inform the MPSA in writing ahd provide reasons why he/she can't

implement the-advice of the MPSA.

1.14.8 DELEGATION

The authority to approve the reviewed organizational structure rests with the EA.

1.14.9 MONITORING, EVALUATION AND R

a. The Office. of the Premier shall monitor

EPORTING

the implementation of this policy. The Office.

of the Premier shall also provide requisite support to enhance the maximum

compliance to the directives of this policy.

b. Compliance, monitoring and reporting.

pn the changes to organizational structures

and implementation of the approved organizational structures shall be conducted

in line with section: 16 (A) of the Public

c. Departments shall keep updated OD.

approved organizational structures.

1.15 ENQUIRIES

Service Act and section 38 of the PFMA;

registers that capture the changes to the

Enquiries regarding this policy must be directed to OD unit in the office of the
Premier. '




SECTION 2

HUMAN RESOURCES MANAGEMENT POLICY
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2.1 ACRONYMS AND ABBREVIATIONS

AO Accounting Officer
CCMA Commission for Congciliation, Mediation and Arbitration
CFO Chief Financial Officer
CORE Code of Remuneration
DG Director General
DPSA. Department of Public Sérvice and Administration
EA Executive Authority
EE Employment Equity
EHWP | Employee Health and Wellness Programme
HOD Head of Department
HRD Human Resource Development
HRM { Human Resource Management
HRP Human Resource Planring
mMEC Member of the Executive Council
MPSA Minister for Public Service and Administration
MTEF Medium Term Expenditure Framework
NDP National Development Plan
NSG National School of G‘ov_?mment-
oSsD Occupation Specific Dispensation determined by Minister
PERSAL Public Service Salary Payment System
| PFMA Public Finance Management Act
PILIR Policy and Procedure on incapacity leave and lli-Health
Retirement
PMDS Performance Management and Development System
PSA | Public Service Act
PSC Public Service-.Gommis%ion
PSR Public Service -Regula_tie:ms
SMS Senior Management Services




2.2DEFINITIONS

“Accounting officer” means a body or person mentioned in sections 36 and 49 of
the Public Finance Management Act, 1999 (Act No.1 of 1999);

“Annual Division of Revenue Act” means the Act of Parliament which must annually
be enacted in terms of section 214 (1) of the Constitution;

“Bargaining council’ means a bargaining council registered in terms of the Labour
Relations Act, 1995, (Act No. 66 of 1995) and, in relation to the public service, includes
the bargaining councils referred to in section 35 of that Act;

“Basic condition of employment” means the provisions of the sectoral
determination that stipulates a minimum term or condition of employment;

“Child” means a person who is under 18 years of age;

“Comparable post at a South African mission” means a post at a South African
mission in the city or country in which the employee is employed that is at an equivalent
level to that of the employee;

"Competency" means the combination of knowledge, skills, behaviour and aptitude
that a person can apply in the work environment, which indicates a person’s ability to
meet the requirements of a specific post;

“Competency test” means a set of exercises in a controlled environment to establish
the competence of a candidate to solve problems and situations of a strategic and
operational nature;

“Compliance order” means a compliance order issued by a labour inspector in terms
of section 69(1) in terms of the Basic Conditions of Employment Act, 1997;

“Constitution” means the Constitution of the Republic of South Africa, 1996 (Act No.
108 of 1996);

“council” includes a bargaining council and a statutory council;

“Contract workers” means an employee employed for a specific period, with a pre-
determined start and end date to the period of employment;

“Conditions of service” means any service benefit, remunerative allowance or
compensation paid or granted in accordance with the applicable provisions in the
Public Service, to an employee over and above the employee’s basic salary;

“Critical occupations” means occupations or sub-categories within an occupation-

a) in which there is a scarcity of qualified and experienced persons currently or
anticipated in the future, either because such skilled persons are not available or
they are available but do not meet the applicable employment criteria;

b) for which persons require advanced knowledge in a specified subject area or
science or learning field and such knowledge is acquired by a prolonged course
or study and/or specialized instruction;

c) where the inherent nature of the occupation requires consistent exercise of
discretion and is predominantly intellectual in nature; and

e ———
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d) in respectof which a department exy
or retain the services of employees;

“Critical skills” means the operational
occupations that are required, or the top
to enable employees to competently pe
occupations. Critical skills include tra
management skilis or “soft” skills like cor
and functional skills. associated with
categories;

eriences a high degree of difficulty to recruit

or generic abilities needed within existing
up skills that are required; to fill a skills gap
fform the roles/tasks associated with such
nsversal skills (“hard” skills: like project
Wict management or communication skills)
barticular jobs or particular occupational

“Delegated Official (DO)” means any ihcumbent of a posts to whom .a power has

been delegated or who has been author
delegation - This includés an official who
“Delegation” means, the allocation of a

imposed by a Principal Functionary to a Delegated Official —

function or duty to somebody else;

“Department” means a national or prov
government component;

“Designated groups” means as defined
(Act No. 55 of 1998);

“Development” means to purposefully
competence;

zed to perform a duly in terms of a formal
awfully act'in the capacity of the DO;

power and authority conferred -or a duty
{0 entrust a power,
ncial department or a national or provincial

nterms of the Employment Equity Act, 1998

engage in the increase of an employee’s

“Director-General” means the Director—Gg

"Disabled person” means a person suffe

eneral of Limpopo Provincial Administration;
ring from leaving with a physical intellectual

and or sensory lmpalrment medical condition or mental illness, which may be

permanent or fransitory in nature;
“Dispute” includes an alleged dispute;
“Dwelling™ means -

a) in relation to being sold or purchas
the seller accepts the written propos!

ed at the earliest on the date upon which
al of the buyer.

b} In relation to being erected, if an émployee erects a dwelling on the date

upon which:-

i.  The financial institution from whigh the buiiding loan was obtained, releases-

the funds: or

ii. Building activities are commeniced where the financing is not supplied

by aninstitution, and

¢} Not in relation regarded as bheing
or leased.

50ld or purchased for as long as it is rented

“Employee” means employee as deﬁneqi in terms of the Public Service Act, 1994
“Employee initiated transfer”: Where the employee requests to be fransferred;
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“Employers’ organisation’” means any number of employers associated together for
the purpose, whether by itself or with other purposes, of regulating relations between
employers and employees or trade unions;

“Employer initiated transfer” Where the employer, for operational reasons,
requires the transfer of an employee or where the employer appoints or transfers
an employee from another government department or entities.

“Employment Equity” is defined as additional corrective measures, which must be
taken in order that those who have been historically disadvantaged by unfair
discrimination are able to derive full, benefit from an equitable employment
environment;

"Employment Equity Act" means the Employment Equity Act, 1998 (Act No. 55 of
1998);

“Empowerment” means increased autonomy within the scope of work, decision-
making and broader scope of responsibility;

“Executive authority”—

a) in relation to a national department, means the Cabinet member who is
accountable to Parliament for that department;

b) in relation to a provincial department, means the member of the Executive
Council of a province who is accountable to the provincial legislature for that
department;

c) in relation to a national public entity, means the Cabinet member who is
accountable to Parliament for that public entity or in whose portfolio it falls; and

d) in relation to a provincial public entity, means the member of the provincial
Executive Council who is accountable to the provincial legislature for that public
entity or in whose portfolio it falls;

"Family member", means as defined in terms of the Public Service Regulations, 2016

“Furnished accommodation” means a hotel or boarding room, a rented
furnished private house or official quarters furnished with the basic and essential
furniture.

"Grade" means the relative value of a particular job as reflected by the job weight,
which is linked to a salary level in a salary scale used in the public service;

“Headquarters” means an employee’s centre of operation or the place of work
which may be indicated as his/her headquarters by the Employer;

“Horizontal transfer’” means a lateral transfer as defined in Section 14 of the Public
Service Act, 1994;

“Immediate family” spouse, life partner, minor child and or relative who lives with
the employee, except when attending an educational institution, and who relies on
the employee for the bulk of his or her subsistence;
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“Inclusive costs of the secondment”

expenses, incurred where applicable, by

employee’s. secondment:

a) The basic salary plus conditions of
employee.

eans the monstary value of the following
the Department during the period of the

service paid by the Department to the

b) The monetary value of any annual leave that the employee is entitied to during the.

period of his or-her secondment.
¢) The State’s contributions in respect of
d) The State's contributions in respect of
e} Any compensation paid by the Depart

the employee to a pension or similar fund.
the.employee to a medical aid scheme.
ment or the State to the employee if he or

she obtains an injury or ¢ontracts an iliness that originates from the performance

of his.or her duties during the period of
"Inherent requirements of the job™

secondment.

means the competency, experience,

dualifications and any other requirement that an employee needs in order to perform

a job;

“Interim accommodation” means
temporarily whilst permanent accommaod:
accommodation, which has already been
for occupation;

"Job" means the functions according to w
are creaied;

furnished -accommodation occupied
ation is being sought or until permanent
obtained, becomes vacant and availabie.

hich one or more posts of the same grade

"Job weight” means a numerical value assigned to reflect selected characteristics of

a job as measured by a job evaluation and
“Minister” means the Minister forthe Pub

“Ordinary hours of work” means the hot

job grading system;
ic Service and Adrninistration:;
irs of work permitted in terms of sections.S

and 12 of the Basic Conditions of Employment Act, 1997;

“Organ of state” means-
a) any department of state or-administra

b) any other functionary or institution- sg
or-performing a function in terms of th

c) Exercising a public: power or perfor
provincial constitution; or legislation,
officer.

tion in the national, provingial.or local;
here of government; or exercising a power
e Constitution or;

ming a public function in terms of any a
but does not include a court or a judicial

“QSD” means revised salary structure that are unique to each identified occupation

in the Public Service.

“Overtime”” means the time that an emplo
of ordinary hours of work;

yee works during a day or a week in-excess

“Personal Effects” means movable asse}ts of the relocating official and his or her
immediate family with the exclusion of anm;als
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“Prescribe’ means to prescribe by regul
meaning;.

“public holiday” means any day. that
Holidays Act, 1994 {(Act No, 36 of 1994),

“Provincial Department’ means—

(a) the Office of a Premier listed in Sche

(b) a provincial department listed in Sck

Public Service” means the departmen
components listed in Schedules 1, 2 and

“Radius” means the distance between ft

ation and “prescribed™ has a corresponding

s a public holiday in terms' of the Public

dule 1 to the Public Service Act,1994;
edule 2 to the Public Service Act,1994;

ts, Offices of Premiers and government
3 of the Public Service Act, 1994;

e new and old centre. If an employee is

transferred to new headquarters which is less than 50 kilometers away from his/her

previous headquarters, the employer w
transfer.

il not meet any costs arising out of the

“Redeployment” means to move an em
to operational reasons / requirements,
requirement.

pp;

oyee to another department or position due
endifg a disciplinary hearing or ili-health

“Reglstered employers’ orgamsatloh” means an employer’s organlsatlon
registered under section 96 of the Labour Relations Act, 1995; “registered trade union”
means a trade union registered under sec‘tlon 96°of the Labour Relations Act, 1995;

“Relocation” means the movement |
headquarters, including the relocation o
centre,

““Remuneration” means any payment. i

‘of an employee from old to new

Ef_th_e employee’s-household to a different

money or in kind, or both-in money and in

kind, made or owing to any person in return for that person working for any other

person, including the State.
“Remunerative overtime” means comp

=nsation for additional official work that an

employee performs under specific circumstances in excess of the employee’s normal

working hours by order or permission

of the Executive. Authority or Executive

Authority’s delegate. Compensation ¢

compensatory measure that the Execut|

n be monetary, time off or any other
ve Authority- or the Executive Authority’s

-delegate may deem appropriate and reasonable
“Rotation” means-a process of deveioplng employees by exposing them to another

scope of work for a specific period in the s
“Screening/profiling” means checkin
requirements as- stated in the advert;
“Sector’” means an industry or a service

“Senior Management Service” refers 1
graded on level 13 orabove, Unless spec
by the Minister;

“Serve” means to send by registered pos

ame (department) unit /component
g of all applications if they mest the

pr a part of an industry or a service;
> employees who are incumbents of posts

fically excluded in terms of a determination

t, electronic mail, telifax or deliver by hand,
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“Statutory council” means a coungcil established under-Part E of Chapter Il of the
Labour Relations Act, 1995;

"Treasury Regulations” means the Treasury Regulations made in terms of section
76 of the Public Finance Management Act| as amended; and

“Workplace” means any place where employees work.




2.3 INTRODUCTION

The Office of the Premier is responsibl
provision of human resource manageme
-and-or prescripts.

The Provincial Human Resources policy ¢

> for the creation of ideal environment for
ht service, in line with. obtainable legislation

ontains guidelines for HR policies issued by

‘the Premier of the Limpopo Provincial Government on matters within his/her power of

‘authority.

The policy has to be read’in conjunction

with-the Public Service Regulations. Where

any provision in this. policy contradicts the Public Service Act and/or Regulations, the

lafter shall prevail. The provisions of thi
Provincial Administration, subject to the
-extent indicated in the different policies ot

Executive Authorities must ensure that al
is. The Office of the Premier shall cont
provide support.

2.4 PURPOSE AND OBJECTIVES
2.4.1 PURPOSE.
The purposes of the policy are o regulate the

service in the Limpopo Provincial Government.

2.4.2 OBJECTIVES
The objectives of the policy are as follows:
a) To establish consistent and fair 1
Provincial Administration.

b_) To create an appropriate procedure.
transfers.

policy are binding on all employees of the
approval of the Executive Authority, to the
 this document.

policies in this policy are implemented as:it
inue to coordinate, monitor, evaluate -and

» provision of human resource management

ecruitment processes across the Limpopo

framework that will guide implementation of

c) To provide mandates and processes according to which a Public Service
employee can be seconded to another Department or Organ of state.

d} To facilitate the -reten_tion of skil
Provincial Administration.

ed and capable employees within the

e) To regulate the administratior of résettlement and related expenditure
incurred due to relocation, transfer, appointments, termination of service
or death.




g)

n

2.5 AUTHORITY OF POLICY

To provide a framework for the compensation of employees for additional duties
they perform in specific circumstancgs of their prescribed hours of work by order
of an Executive Authority or a de!e’ghted' official - Refer latter

To regulate the performance of ovbrtlme duty and the condition under which
remunerative overtime should: be performed; and regulate all issues pertaining
to overtime in the Provincial Admini stration.

To create an ‘appropriately SI;ed Provincial Administration with the
establishment of human capacity that is sufficient in numbers and adequately
balanced between managerial, prdfessuonal and lower skilled staff and that
addresses the distribution of capamﬁy across Depariments.

To provide guidance on the developmerit, implementataon and management of
Employment Equity Plans within the| Provincial Administration.

To provide measures for utilisation (%_f special leave of absence by employees in
all the departments. |

_ ; _ _
To provide for flexible standards apd procedures in the working hours of the
employees in the Provincial Administration.
To regulate the granting of permission to perform remunerative work outside the
public service by employees.

- To determine the conditions under which the Executive Authority should grant or

not grant the permission to perform remunerative work outside the public service.

This HR Policy is issued under the authority of the Premier of the Limpopo.

2.6 LEGAL FRAMEWORK

a)
b}
c)
d)
€)

f

Q)

The Constitution of the Republic of South Africa, 1996
The Public Service Act, 1994, (Proc!Fmatlon 103 of 1994)
The Public Service Regulations, 2016
The Skills Development Act, 1997 (Act No. 97 of 1998)

The Labour Relations Act, 1995 (Act No. 66 of 1995)

Promotion of Equality and Prevention of Unfair Discrimination Act, 2000 (Act No.
4 of 2000)
Employment Equity Act, 1998 (Act No. 55 of 1998)

Public Finance Management Act, 1999 (Act No. 1.of 1993)
SMS Performance Management and Deveiopment System
Applicable Directives and relevant PSBC resolutions;
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e

k) Promotion of Access to Information
)  Promotion of Administrative Justice
m) Occupational Health and Safety Act
n) Financial Manual (Issued by DPSA)
o) Ministerial Directives and the SMS |
p) Executive Protocol;, 2013

q) CORE

2.7 SCOPE OF APPLICATION.
The Human Resource Policy applicable

landbook

Act, 2000 (Act No. 2 of 2000);
Act, 2000 (Act No. 3 of 2000);
1993 (Act No. 85 of 1993);

to all Departments within the Limpopo

Provincial Government and all employees appointed in terms.of the Public Service
Act, 1994, as. amended.

The policy must be read and interpreted |
1994, Public Service Regulations, 2016 a
the Minister of Public Service and Admini

2.8 ROLES AND RESPONSIBILITY,

N conjunction with the Public Service Act,
nd any other directive or circular issued by
stration.

The roles, responsibilities, and powers for policy management within the Limpopo

Provincial Government are outlined in th
and powers apply fo department policies.

& table below. These roles, responsibilities

Authority/ | Formulation & | Policy Policy Monitoring &

Office Drafting Approval Implementation | Evaluation
Policies

|Premier Might direct Approve poligies | Oversees policy Approves
that certain relevant to thé | relationship of amendment of policy
policies be Province in line | policy resuiting from a
formulated or | with powers implementation review
drafted. conferred by law | with electoral

or delegation mandates.

IAcc't_)__untin Recommends | Can approve Oversees | Can approve.

g Officer | approval of policies relevant | implementation of | amendments to
draft policy to | to the | | policies policies relevant to
the EA on department ir{ the department in
advice of line with powers line with powers
Executive ‘conferred by faw conferred by law or
Management or delegation delegation
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REEY

Executive | Recommend None Implement policy | Monitor and evaluate
Manageme| the draft policy within area of implementation of the
nt/ Senior | before responsibility policies at a strategic
Manageme| submission to level
nt- Accounting
Officer or-EA
Labour Consultation None Check whether Monitor
'Organ'i_zati with the the rights of implementation
on relevant Labour employer and
: Organisations employee are
' justifiably served
in terms of policy
implementation.
Transvers | -Supports HR | Shall motivate | Provides support | Supports HR units in
al HR units in | for the approval | to all Provincial all Departments, the
IDirectorat Departments in | of the policy to | Departments on | Executive Authority/
e the _ the relevant’ the Accounting Officer in
implementation | authority implementation of | monitoring &
of the policy, the policy. evaluating /
_Coordinate the glternative:ly analysis
consultation |mplgme_n't_atlon of
process dufing policies
policy
formulation.
Departme | Provide input | None Ensures that all Supports line
ntal HR during the. employees are ‘managers, Executive
Units policy informed of the and the Executive
Directorat | formulation/Rev new policy Authority/ Accounting
e lew process. (Create Officer in .monitoring
awareness). & evaluating /
alternatively analysis
‘implementation of
policies
Employee Provide input | None Ensures that they Support
during the comply to the management in'the
policy implementation of | implementation of the
formulation/ the policies. policies
review process




2.9PRINCIPLES
HR Policies shall be guided by the following principles:
a) Equity
b) Objectivity and faimess
¢) ‘Transparency h
d) Ethical Considerations
e) Effectiveness and Efficiency
f) Representatively

210 RECRUITMENT, SELECTION & APPOINTMENTS
2.10.1 PRONOUNCEMENTS

2.10.1.1. Advertisement of Posts

Basic Information for an advertisement should include:

i. Name, and reference number of the post
fi. remuneration/package

iii.  requirement and duties of the post
iv. Centre where the post is located
v. Closing date & Time

vi. Address to which applications are to be submiitted or posted

vii. Enquiries (that is, contact person cdncerning the advertisement)

2.10.1.2 Administration of Applications

i.  Registry shall receive; stamp and record applications for advertised posts and
subrnit to HR in line with records management prescripts. '

ii. Applications received after the closing date of the advertisement should be
recorded on a separate schedule at the Registry.

ii.  Posted application/s received within five working days will be considered provided

they were posted on or before the closing date.




21013

S,

2.10.1.4 Screening

Selection-

Only candidates who have applied and are on record of applicants for the.

advertised posts shall be consideretl for shortlist.

Where more than one post was advertised, an applicant for another post cannot
be considered for any other post for which an application was not lodged.

Shortlisted candidates must meet the inherent requirements of the posts and
required documents must be attached to the signed application/s. Failure to do
so will result in the application/s being disqualified. Required documents
attached to the signed application

Reference checks should be cohducted on shortlisted candidates before
interviews.
Employment Equity Plan of the Depariment should be presented to the

selection committee by HR/EE representative (A representative from the
Employment Equity unit/ or forum should form part of the selection Committee).

A representative from organised Labour should form part of the selection
Committee as observers (one representative from each organised labour).

The selection committee should remaln unchanged throughout the recruitment
processes, to ensure consistency. |

Every selection committee membe must sign a declaratlon/pledge of interest
before each short listing and mtervu—‘T\w stating that he/she has no interest in any
of the shortlisted/interviewed 'apphcants and will comply with the confidentiality
pledge.

Discussions -and decisions must Et:.c-; treated as highly confidential. i any
member of the selection panel m_akzs himself or herself guilty of breaching such
confidentiality, the Depariment will apply measures as set outin the drsmpllnary
code.

HR should screen all applications received and compile a schedule of applications

that meets the requirements of the advert.

2.10.1.5 Selection Committee

a) The chair of the selection committee should be appointed in line with Reguiation

67(a)and (b)
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b)
c)

d)

e)

2.10:1.6 Interview

a)
b)

c)
d)

e)

2.10.1.7 Personnel Suitability checks and

a)
b)

¢)

2,10.1.8 Competency assessment

‘Only shortlisted candidates should un

A selection committee must consist
relevant field.
HRM component is responsible for lo
will also provide secretarial service a

of individuals who -are conversant with the

gistical arrangements of the interviews and

hd advice to the Selection Committee.

A maximum of seven (7) applicants per posts can be shortlisted.
Labour Organisations shall form part of the selection committee as observers: in

the recruitment process only for leve!

An interview should be structured for

Candidates for.same post, shall be
techniques.

A record of the interview proceedings

records can be available for reference.

1 to 12 posts.

the purpose of consistency.

subjected to same ‘selection instrument or

shall be kept so that in case of any dispute,

A selection committee shall make recommendations of a candidates who is to be
appointed at the end of the interview session.

The secretariat shall record the rec‘on%r_nendation of the selection committee.

All shortlisted candidates are requi
academic and professional qualific

All qualifications must be verified wit
{SAQA) or any accredited service pro

qualification verification

dergo vetting.

ed ‘to submit original certificates of their
ations, service certificates, proof of SA

citizenship, valid work permit or permanent residency, professional registration.

h the South African Qualifications Agency
vider.

The results of Assessment will form part of the recommendation and may aiso be
used for developmental purpose. FHowever, the resuits of the competency
ction with other recruitment practices.

assessment-should be used in conjun




2.10.1.9 Appointment

a)

b)

d)

e)

HRM must ensure at all times that the recommendations of the selection
committee are in compliance with the advertisement and applicable prescripts to
avoid unnecessary disputes premised on unfair labour practices.

The EA or delegated authority shall consider the results of personnel suitability
checks, criminal record and qualification verification before granting approval to

appoint.

Communication on offer of appointment can only be communicated to the
successful candidate after written approval has been obtained.

Unsuccessful candidates shall be informed in writing in terms of Section 5(1) and
5 (2), of Promotion of Administrative Justice Act, 2000 (Act No. 3 of 2000).

A successful candidate shall be issued with a written offer of appointment
(attached an acceptance or decline letter), stipulating the appointment date,
commencement salary, terms and conditions of employment including all service
benefits accruing to the employees offered by the public service.

All newly appointed employees shall be appointed at the minimum notch of a
salary range.

2.10.1.1 Movement of Employees

Internal mobility - (Rotating employees on the same level) may be used to
place an employee to enhance organisational effectiveness and /or multi-
skilling of employees.

Head Hunting — Written approval must be obtained prior to embarking on a
process of head-hunting

Secondment - An employee/ SMS member may be seconded or transferred
(directed in terms of section 32 of the Public Service Act) to perform a specific
function/s in another municipality or any other organ of state. This shall be

done in writing and formally approved by the relevant authority.
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241 TRANSFER

Funded vacant posts in departments may be filled through transfers, within and across.
Departments on the same level in order to enhance the organisational effectiveness,
multi-skilling and/or career enhancement pf employees.

A transfer may either be employee initiate
consensual from all parties.

d or employer initiated and must be mutual .

2.11.1 GENERAL CONDITIONS FOR TRANSFER

2.11.1.1 Employer, Cross and Interdepartn

ental Initiated Tranisfer

a) Requests shall be done through Humap Resource Components.
b) The vacant funded post must be identiﬁed before any transfer can be effect__’ed.

¢) An employee must be transferred to an

equivalent post.

d) The salary level of the employee shall pot be reduced upon transfer unless he/she.

has consented to the reduction
e) Approval of the transfer should be obta

ned before a transfer can take place.

f) The costs of the transfer will be borne by the employer.

g) The employee shall meet the inherent réquirements of the post.
h) Personnel suitability checks should be conducted before approval is granted.

i} The employer shall consult the employee.

) The employee has to consents/agree or disagree with the transfer..

21112 Employee Cross and Interdepartmental Initiated Transfer
a) Requests shall be submitted to the Human Resource ¢components through the line

manager.

b) The receiving department/components shall be consulted on the transfer-

d) The salary level of the applicant must
e) Approval of the transfer should be obt
f) One calendar month notice should be

¢) The funded vacant post must be identified before any transfer can be effected.

be equivalent to that of the post.
ained before a transfer can take place.
served by the employee before transfer.

g). Transfer shall take effect on the first day of the month following the month in which
~ approval was granted by the Apprown,g Authority.

h}. It is the responsibility of HR and the l;ne manager to ensure that the transferred
employee is appearing in the directordte’s payroll.
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)
k)

The costs of the transfer will be borne by the employee.
The employee shall meet the inherent requirements of the post.
Personnel suitability checks should be conducted before approval is granted.

Transfer from other organ of state shall be done with the retention of benefits and
conditions in terms of section 15 of the Public Service Act 1994, as amended.

2.12.1.3 Circumstances under Which a Transfer Is Effected

a)
b)
c)
d)
e)
f)

9)
h)
i)

)

k)

Initiated by the employees

Initiated by the employer

Proper placement

On transfer of functions between departments

On account of promotion/demotion

In the Public interest

On account of changes in organizational structure/operational requirements
On account of Employment Equity/affirmative action

On account of collective agreements

The receiving department should confirm the date of assumption of duty of the
employee.

The relinquishing department should attend to the transfer processes of files and
payment of salaries upon such confirmation.
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242 ‘SECONDMENT OF EMPLOYEES
'2.12.1 CONDITIONS OF SECONDMENT,

a} The secondment of employees will be
Public Service Regulations of 2016.

OF STAFF
processed in line with Reguilation 62 of the

2.12.1.4 Relationship between the Em plo¥ee and the Department
a) The employee remains subject to the émployment conditions and is entitled to the

conditions of service that apply to e
Service. ;

.

ployees in the Department and the: Public

b)
 be applied in conjunction with the domestic laws of the relevant host country. Any

The measure in above in the case of iicondments to workplaces outside the RSA,
implications of such laws on the seconded employee’s conditions of employment

and conditions of service shouid form
the employee (paragraph 10.5.3(h) b
other government or any other bady (g
interferes with an existing right or servi
-sanction for the deviation must be ¢
authority.

The employee continues to occupy h
Department during the period of the
dictate otherwise, in which case the

prescripts; employ the employee in anc
d) The Department must during the seco
with the employee to ensure the

part of the secondment arrangement with

glow) and the department, organ of state,

aragraph 10.5.3(g) below). If the legislatior

ce condition of an employee, the necessary

btained beforehand. from the -appropriate

is or her post on the establishment of the
secondmernit, except if operational needs
Department may subject to the applicable
ther post oradditional to the establishment.

ndment maintain on a regular basis contact
proper monitoring of the secondment

arrangements ‘as well as to keep the e

mployee abreast of departmental and other

‘developments concerning his or'her er;nployment;

The maintenance of the career incilents and secondment conditions' of the

employee remains the responsibility og'-t_he' Bepartment.

No acting allowance will be paid to the§ employee/person acting in the posi/s.

5
%

2.12.1.5 Conduct at the receiving departm
other body

a) The employee must at all times duri

operational

and workplace arrangements determined by the

ent, organ of state, other government or any

:

the period of secondment, adhere to the
receiving

Department, organ of state, other governmerit or any other body.

b) Failure to do so may, depending on th
the employee’s secondment, which de:
Department, organ of state, other gove
Department; with due regard to any
concerning his or her continued sécon

b circumstances, lead to the termination of
sision must be taken jointly by the receiving
sinment or.any other body and the sending
representations made by the employee
dment.




Lottt

¢) The employee will for. the duration of secondment, remain subject to the
disciplinary code and procedure of the releasing Department.

d) The receiving Department, organ of state, other government or any other body
must bring any alleged transgressions by the employee to the attention of the
sending Department. The releasing Department should take disciplinary action
against the employee if it is deemed appropriate.

e) The employee may, subject to agreeﬁent- between the sending Depariment and

‘the recipient department, organ of state, other government or any other body,
utilize the grievance procedure applied by the recipient Department, organ of
state, other government or-any other body.

2.12.1.6 Premature termination of secondment

The employee’s secondment may be terminated-

a) due to inefficiency or misconduct on the part of the employee;

b) ‘due to a change in the operationa"l needs of the reCipi'ent Department, organ of
state, other government or-any other bo_dy or the Department; or

¢} due to the personal circumstances of the em_plc)ye_e.'

d} A decision to terminate a secondment in the circumstances. referred above
should be taken jointly by the Depariment and the recipient Department, organ
of state, other government or any other body.

2.12.1.7 Contractual obligations

a) The services rendered by the emp[qyee..-during-the_period of secondment
shall be:deemed actual services for purposes of redeeming any contractual
obligations in terms. of which the employee is required to remain in the service of
either the Department or the Public Service.

£

b) If a Department has in terms of 'paragf_ap'h 5.3 of Part A of the National Policy.on
the Secondment of South African Pub{ic" Service Employees, above opted to bind
an employee to continue employment in either the sending Department or the
Public Service after expiry-of his or hef period of secondment, the employee must
enter into an agreement to this effect prior to the commencement of his or her
_secondment. Such an obligation to.bé continued employment may only be for a
period not exceeding the period o_f'th? secondment.

¢} Inthe case of an employee not complying with the requirement to continue employment,
he or she may be required to repay the sending Department an amount equal to the
additional conditions of service (i.e. thbse conditions of service that relate directly to the
secondment) that he or she received during the period of secondment, reduced
proportionally by the period he or shelhas served after expiry of the secondment.
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d) The measures in (a) and (b) supra.
dismissals relatéd to misconduct and
health or injury on duty).

2.12.1.8 Secondment agreement with the
govemment or any other body.

bnly in cases of voluntary resignation and

incapacity (excluding incapacity due to ill —

recipient department, organ of state, other

The conditions and arrangements applicable to an emplo_yée's secondment must be
recorded by means of a written agreement between the recipient Department, organ

of state, other government or any other b

ody and the sending Department.

2.12.1.9 Secondment agreement with the employee
The secondment of an employee must be effected by means of a written agreement

between the sending Department and the

212110
An employee must before and after his or
suitability checks and counseling depend

Personnel suitability checks

 employee.

her secondment be subjected to Personnel
ing on the nature of the job/posts.

212411
An employee must, in the case of seconc

Training on diplomatic pro

tocol
ment fo another country or to a multilateral

organization, receive training on diplomatic protocol prior to his or her secondment.

212112
The issue of secondment of employees o
in line 'with the Directive on National Policy
Public Service Employees (principles)..

212113
organizations

Rationale for the secd

Secondment of employees to multilateral organisation

multilateral organizations.should be dealt
on the Secondment of South African

ndment of employees to. muitilateral

a) South A_frica plays a prominent rqle- in the. operations of most multilateral
organizations, especially in regard to the objectives of the New Partnership for
Africa’s development (NEPAD) and African Union (AU). South Africa. is also

often. an important financial contri
organizations..

b) It will be to the RSA’s benefit if

jutor from the African continent to these

;bou’t'h African Public Service employees

participate.in the administrations of multilateral organizations. One mechanism
to facilitate their participation is 1
employees to perform duties at thes

o second suitable RSA Public: Service
B organizations.




2.12 RETENTION
a) The retention of employees shall not

of the Executive Authority as alignec

b) Retention should also be aligned fi
Delivery imperative.

¢) Retention of employees should be in
Department as well as Commitment

be-automatic: and will be at the discretion
to the approved HR Delegations,

y Performance Management and Service

line with the. EE Plan and HR Plan of the
to.all Batho Pele Principles.

d) Personal Attributes should be considered (e.g. Team work, Job knowledge /Job

specific skills, Attitude, Initiative and

2.12.1 ROLES AND RESPONSIBILITIES

Accounting Officer
a)
measures.
To oversee, guide, direct and lead to
achieved.

b)

Head of Corporate Services

Innovative and problem solving).

To provide support to the HR component with the implementation of the retention

ensure that the department objectives are

-a) To moniter and evaluate the implementation of retention measures and the

impact -against the vacancy rate.
b) To ensure consistency in
Department..

2.12.3 CRITERIA FOR RETENTION OF

implem

enting retention measures within the

EMPLOYEES

In order for retention fo be applied consistently across the Depariments,

employees must.comply with the following

a) All requests should be initiated by the

of the Branch before submitting to Hu
b) Human Resources Component/unit s

criteria:

line manager and supported by the Head
man Resources Unit/Component.

E!ould process the request for. approval by

the. Accountmg Officer or relevant Executive Authority.

Page 72




b) SMS member's resettlement must be d

2.13.2 COSTS ASSOCIATED WITH APPO

In cases of an emplover initiated transfer

¢) Thesettingofa higher salary in order:
- in terms. of Regulation 44 (1) — (4) of

d) All requests for the retention of em
subject to written confirmation of avg
expenditure that will be incurred.

to retain an employee should be dealt with
the PSR 2016.

ployees or pofential employees must be
ilability of funds to address the additional

e) The retention of employees or possmée employees should be considered on the

basis of competency, skills, knowled

e of.the employee and a consistent level

of high performance inthe deparimet for existing employees.

f) In a case where retention is require
compulsory retirement age, such
Executive Authority for a fixed

d for an employee who has attained the:
retention shall be: approved by the
term contract with the Depariment not

exceeding twelve (12) consecutive calendar months. Reference.......

213 RESETTLEMENT

2.13.1 CONDITIONS FOR RESETTLEMEM
a) An employee will be paid a resettlement cost if the radius: he/she is transferred to

is 50 kilometres or more away from histher previous headquarters, on condition

that the employee has resettled..

Hand Book.

TRANSFERS

ealt with in terms of Chapter 3 of the SMS

INTMENTS AND EMPL.OYER INITIATED

the employer will assist the employee

‘with the associaied costs as provided below

21321 Travel and Subsistence

The employer will meet the actual costs tf
subsistence during—

a) One visit by an employee OR a mie

at an employee incurs for travel and

mber of histher immediate family o the

new place of work before the date of the transfer. The visit is restricted to 2

night's accommodation at the riew hi

b) The move of the employee and his/h
work. If the family moves after the
immediate family may be claimed, if {
date of transfer of the official. This is
child/ren is/are required to complete
previous place of work.

¢) All fravel will be dealt with in
policy/directives.

padquarters; and

er immediate family to the new place of
employee, the cost of the travel for the
he claim is within a calendar year of the
o allow for cases where the employee’s
schooling in that particular year at the

terms of the Subsisterice and Travel




2.13.3 Transportation and storage _ofhou_ser?old and personal effects

a). The employer, within avaitable ﬁnar{c_i_'al resources, meets reasonable actual
costs of transportation io the new permanent accommodation, packing,
storage, unpacking and insurance gover. This shall occur provided that the
relocation takes place within a perigd of 3 calendar months from the date of
transfer. Deferment of the resettlement costs: may be requested for a total
period not exceeding 12 months. This shall be subject fo written motivation
and approved by the Accounting Ofﬁcer

b) Departmental Supply Chain Manalgement policies and procedures must be
~ foliowed at all times. Conveyance of the most economical means must be-
authorised. The quoted price may include loading and unloading, packing and
unpacking as well as insurance charges for any loss or damage in transit. Three
quotations must be obtained.

c) If the employee wishes to make; use of personal or private transport,
motivation should be submitted to the Accounting Officer for approval thereof,
The request should detail the kilometres to be travelled and the engine
_capacity of the vehicle. The kilon]etres travelled will be paid as per the
prescribed tariff. No insurance cover will be paid by the Department. This
option should be less expensive tﬁ)an the costs of the registered service
provider; otherwise this option may not be approved.

d) An employee's privately owhed mé;tor vehicle/s, motor cycle trailer and
caravan must be transported at the ﬁnost economical rate.

e) The employer shali cover the expense of storage of personal effects as well
as all-inclusive insurance cover ther{eof Storage is limited to one month per
transfer and may be extended up to a maximum of 2 months by the written
approval of the Accounting Officer. The cost of conveying personal effects
from one place of storage to another place of storage may not be paid by the
employer, unless the Accounting Officer of the Department is satisfied that the
removal is unavoidable.

2.13.4 Interim Accommodation

a) The employershall meet reasonable actual costs for inferim accommodationin
rented furnished or unfurnished accommodation at the new place of work, The
employee and his/her immediate family shall be accommodated under such
arrangement for a period not exceec:!ing one month at histher new workplace.

by if the employee makes use of a hot_e| or guest house, the grading of the hotel
should be in line with the Subsistende and Travel policies/directives. The
following expenses may be met from state funds: accommodation, tourism
levy, parking, meals and laundry.

¢y If the employee makes use of private accommodation, the employee may
claim the full Subsistence and Travel according to approvéd rates.
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d) Extension of the initial one-month period by up to an additional one month may
be approved by the Accounting Officer, if the employee was unable to secure-
permanent accommodation within the first month.

i
i

i
24135 Additional costs associated with employer initiated transfers
2.13.5.1 Tax on motor vehicle that cross international borders
The employer may pay the actual expenditure on custom duty, tax and other

levies or fees. arising from the transpprtation of private mofor vehicles across
international borders provided there isjdocumentary proof.

2.13.5.2 New School Books, Uniforms ahd related costs

Y
For each school going child of the employee, who must change schools as a
result of the relocation, the employer; shall within 12 months of the transfer,
provide a once-off payment as revised by the Minister of Public Service and
Administration on a quarterly basis.
2.13.5.3 Sundry Costs: Resettlement Allowance accouchement
a) To meet incidental expenses, the employer will pay a reséttlement

-allowance calculated as follows:

i.  If an employee will occupy fyrished accommodation at the new place
of work, 25 per cent of the employee’s basic monthly salary on the date
of resettiement; or

ii.  If an employee will occupy unfurnished accommodation, the emiployee's
basic monthly salary on the date of resettiement.
™ b) An employee will be paid a resettlement cost if the radius he/she is referred

to is 50 kilometres or more away from his/her previous on condition that the
-employee has resettled. The employee should submit proof that he/she has
resettled within 3 months

2.13.5.4 Death

The employer shall pay the costs of transporting home the remains of an
employee who died on official duty away from his/her place of work..
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2.13.5.5 Privileges for new appointees
(@) The Accounting Officer may approve that reasonable actual costs of
relocation of a newly apppinted public servant to her or his place of
work be paid.
(b) These expenditures may include reasonable :actual costs of:
(i) travel by the employee gnd her or his immediate family,
(i) interim accommeodation for one month and

(ii_i) transport, insurance ahd one month’s storage for personal and
household goods.

2.13.6 CONDITIONS

The employee must agree-in writing to repay in full the Department’s expenditure for
relocation, and resettlement if he/she apgly for transfer (employee initiated), if
he/she leaves the public service through resignation or discharge in less than
twelve months after the date of transfer.

5
%
214 OVERTIME
2.141 AUTHORIZED REMUNERATIVE OV’ERTIME WORK

a) For overtime work to be regarded as regﬁuneratlve the EA or the delegated official
must have authorised the overtime in advance, unless it is an emergency overtime
for which approval could not be granted ih advance in'which case a deviation should
be applied for, within five (5) working days after the performance of the emergency
overtime. Such approval shall be based ion merit.

b) When considering ov_ertfme--work, the EA or the delegated official must take into
account the following factors: '

i.  Circumstances that necessitated the performance of overtime work;
ii.  The budget available for overtime work; and

iii.  The steps that the Supervisor took to prevent the performance of overtime
‘work for example reallocation of staff, temporary utilization of staff in other
divisions or any other relevant fact rs

¢) If the employee was.not on authorized standby, the journey counts as an official
journey but the time spent on the journey does not.count-as overtime work; and

d) If the employee was on authorized stafhdby duty, the time spent on the journey
counts as overtime work.
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2.:14.3 COMPENSATION FOR OVERTIME

2.14.2 CONDITIONS FOR OVERTIME WORK

a) An employee may perform overtime work to a maximum-. of three hours on a
working day or eight hours on weekends and Public holidays.

b) An employee may not work more than ten hours’ overtime a week.

¢) An employee may work overtime on'a Sunday or public holiday.

d) An Executive Authority may not approve overtime exceeding 30% (percent) of the

employee’s:-monthly salary.

The employer may grant an employee time
authorised overtime work by paying an ¢
Employment Act (BCEA) of 1997, chapté

WORK

off equal to the time worked or compensate
>mployee in terms of Basic Conditions of
r 2 section 10(4) () as amended and in

accordance with the Financial Manual as issued by the Minister of Public- Service and

Administration.

QOvertime performed on Sundays and publ

¢ holidays will be processed in accordance

with PSCBC Resolution 01 of 2007 and the Financial Manual as issued by the Minister

of Publi¢ Service and:-Administration.

2.14.4 PROCEDURE TO OBTAIN APP-RO\IAL FOR PAID OVERTIME

a) The responsrble manager should dfaft a submission requesting approval from
the Accounting Officer or delegate through Human Resources.

b) If the period of overtime falls in two ffnanmai years, approval should be obtained
separately for each financial year. §

¢) In order to improve control, the| responsibility managers must estimate
beforehand the number of hour's overtime duty to be performed each day and

set the maximum tours of overtime
d) Human Resource Management U
overtime payment with Finance sect

2.14.5 CONTROL OF REMUNERATIVE OV

In order to exercise proper control on remu
must -

a) Minimize overtime work and take the.

allowed.
nit- must communicate the approval for
on.

'ERTIME WORK
herative overtime.work, the supervisor

departmental budget into account.

b) Ensure that there are adequate supervision and control measures at all times

during the performance of remunera
productivity;

ive. overtime work in order o ensure high
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¢} Review the authorization for overtime
or limit of overtime in order to avoid €

when the employee reaches the time frame
xceeding the amount or time allocated;

d) Postpone overtime work for trifling periods;

e) Ensure that overtime remuneration is
fy Financial management unit must kee

_cost-effective;
p records of all overtime work;

g) Keep and monitor an atiendance register and ensures that all employees and

the supervisor duly sign;

h) Make funds available to finance the

bxpenditure that will be incurred as a resuit

of the approval of rendering remuner ative overtime work;

i) Ensure that empioyees are not emp[oyed on overtime work to such an extent
that the overtime work adversely Effects the quantity and quality of work
s, employees perform during normal wdrking hours; and

j) Clearly motivate reasons for remunetative overtime work.

k) The calculation of remunerative ov
Determination on Overtime.

rtime work must be done in terms of the

I} Financial management must quarterly provide the Accounting Officer with

information regarding the number
employees' have performed and expe

m) Employees in the Senior Management
as prescribed in regulation 48 (1) of t

2.15 HUMAN RESOURCE PLANNING
2.15.1 DEVELOPMENT OF HUMAN RESO

The objective of developing the HR plan.is t¢

-~ resource (HR) needs resulting from the stra
a) Human resource planning is essentia

human resources are capable of meet

of hours for authorized overtime work
nditure involved.

t Services (SMS) do not qualify for overtime-
he PSR, 2016, :and 8MS Handbook, 2003

URCE PLANS
) enable the department to meet thé human
egic plan..

in order to ensure that an -organization’s
ng its operational objectives.

b) Human résource planning shall enable the depariments to:

i. Obtain the quality and quantity of s

taff it requirgs,

ii. Make the optimum use of its humz

n resources,;

||| Beable to anticipate and manage surpluses and shortages of staff, and

iv. Develop a multi-skilled, representétlve and flexible workforce, which enables
the organization to adapt rapidly tq a changing operational environment.”

¢} HR plan must be seen as an im

[ementatnon plan that will facilitate the

achievement of the departmental strategic objectlves by ensuring that suitably
qualified incumbents are-available to meet these demands.




d) The HR plan must be. monitored, evaluated and reported upon against the
implementation plans developed at d'ee}Jartmenta! level.

2:15.2 HR PLANNING IN CONTEXT

a) HR planning shall be central to and. in support of all the strategic planning in the
departments and should foc:’us.on_th_e-fo“jlovi.ring ‘steps:

i.  Departmental strategic planning with the objective of identifying key priorities;
ii. Cluster-level objectives;
iil. Programme planning; and
iv.  Monitoring, evaluation and reporting.
b) HR planning shall be utilised to align a department's workforce with the
department’s priorities, and the department’s vision, mission, strategic plan and
budgetary resources. '

¢) HR planning shall involve the identification of both current and future human
resource needs, as well as potential dhallenges. in order for the department to
consistently achieve its organizational objectives.

d) HR planning shall link with high-level strategy and action-orientated
implementation.

2.15.3 HR PLANNING PRINCIPLES
21531 Focus of plans

a) HR plans shail consider strategic HR planining priorities as reflected in the Human
Resource Planning Strategic Framieworlg.fo'r the Public Service.

b) Departments’ strategies shall include action plans for recruitment, retention and
fraining strategies '

¢) |dentification, analysis.of skills and competencies, communication and participation.
d) Develop and maintain capability to support customised strategic interventions.

2.15.3.2 Principle

A strategic approach to human resource planning is adopted as the following steps:
a) ldentification and analysis of skills and competency gaps

b) Customiised strategic intervention. |

¢) Develop and maintain capability




d) Monitor and evaluate

2.15.3.3. Ensure that management sets the overall direction and goals of human

resource planning
Executive and senior management should be clearly and personally involved in
strategic human resource planning.

2.15.3.4Involve employees and o_ther stakeholders in developing and
implementing current and future human resource strategies.

Department managers, supervisors, employees, organised labour and . other
stakeholders need to work fogetHer to ensure that the entire department
understands the need for and berl’eflts of actions described in the strategic
human resource plan so that the department can develop clear and transparent
policies and procedures to 1mp|eme?1t the planned human resource sirategies.

2.15.3.5Establish a commumcatlop strategy fo create shared expectations,
promote transparency, anql report progress

Development of communication str tegy is crucial in each depariment, where
a full range of stakeholders and |nterested pariies are concerned not only with
the human resource and p_rogrammatlc results that will be achieved by a plan,
but also with the processes that areito be used to achieve those resuits.

2.15.3.6 Clarify and understand roles and responsibilities

Successful human resource planning is dependenit on a commitment from top
management and leadership to lead the planning process so-as to ensure that
HR plans-are alignhed with strategic pbjectives.

2.15.4 THE ROLE OF STAKEHOLDERS IN HR PLANNING
21541 The role of the human resqurces component is to:
Support senior management and hne managers in implementing the HR Plan.

Coordinate the development of the. HR Plan.

act as strategic pariner, advisor, ais well as consolidate inputs and monitor
compliance thereof. _

work to increase employee contribut ons fhat is, employees” commitment to the.
orgamsatlon and their ability- to deli er results,

ensure human resource. policies, practlces and processes are aligned and
support the achievement of the vision, organisational principles, values and
commitment to employees,




f) provide targeted, timely and cost-effective tools, processes and services to help
meet departmental business objectives, and assist managers to:

e do an environmental scan of current operations,

e provide data on current and future staffing trends,

o identify competencies needed for critical job classes,

e determine gaps between current staff and future needs,

e determine needed training and development of current staff to meet future
needs,

e develop recruitment strategies, if necessary,
e develop workforce planning strategies, e.g. succession planning,

e develop a timetable for implementation of identified workforce planning
action steps.

e Management will partner with human resources to ensure that human
resource plans are aligned to meeting the business needs of the
organisation.

2.15.4.2 The role of management is to:

a) Plan, provide and allocate resources to align with government-wide and
departmental strategic direction;

b) Give strategic direction;
c) To ensure that the HR Plan is implemented and monitored; and

d) To ensure that there is a departmental HR Committee, comprised of HRD,
EHWP, PMDS, OD/JE, Labour unions, Labour Relations, HRM, strategic
planning, EE Representatives, Core/function/s representative, Budget/Finance
section representative, Policy and research unit representative.

2.15.4.3 The role of line managers is to:

a) To provide information during the planning stages;

b) Ensure that the HR Plan is implemented; and

c) Assist with monitoring and implementation of the HR Plan.

2.15.5 FORMAT OF THE HR PLAN

a) The format/templates to be used are|prescribed by the MPSA in the Human
Resource Planning Strategic Framework for the Public Service.
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2.15.7 PERIOD COVERED

b) The format is a minimum mandatory format and cannot be changed without prior

- approval of the Director- General: DPS

2.15. 6 CONDITIONS FOR ADJUSTMENT

a).Changes to the action plan - if one

A.

OF MTEF HR PLAN
or two mandates have changed or the

Department introduces new strategies, an amended. action pian should be attached

as an addéndum to the Human Resourd
b) Changes to the MTEF plan - if there are

e Planning Implementation Report.
significant changes to the original HR Plan

MTEF plan (There are more than 50% changes to the action Plan) a new MTEF HR
Plan will be required from the Departmeht.

¢) Changes within the Dep_artm_entlr_eéconﬁgu_ration = If a depariment is

merging/splitting, -acquiring new functio
mechanisms such as government con
organisational structure, or takes strateg
substantially a new MTEF HR Plan will &

a) Departments have to.develop HR pians

ns and mandates, creating new delivery
ponents efc, or -significantly changes its
ic re-direction or the environment changes
e required.

addressing their key workforce challenges

covering at least 3 full financial years,

‘as directed by the Office of the Premier.

Departments shall utilise data of the releivant year to develop MTEF plans.

b) Implementation report will be on an ané!ual basis covering period 01 April of the:

previous year to 31 March of the followu'i

g year.

¢) Departments will have to review mplementatlon prior to the next budget period.

d) The outcomes should be contmuousiy monitored. and evaluated to determine
progress in-addressing the gaps.and specuf:caily where adjustments to the plan and

implementation are needed.
216 EMPLOYMENT EQUITY

2.16.1 ROLES AND RESPONSIBILITIES

2.16.2 Role of Executive Authority and Accounting Officers shall bef is to
a) Develop and implement an Employmient Equity Plan;
b) Ensure that EE targets are achieved in line with the approved EE Plan, any

deviations must be accounted for:
¢) Ensure that implementation of EE is

management services (SMS) strat%

ti:ftrect'ly linked to all members of the senior
gic and operational plans, especially in

managing and further tralnlng and development of their human resources:




d)

9)
h)

Ensure that EE reports are linked to members of the senior management
services (SMS) performance contracts and complied with;

Promote and advocate the EE policy;
To ensure that there is a dedicated manager/ senior official responsible for EE;
Ensure that the Department achieve the set EE Targets;

Accounting Officer’'s must ensure the implementation of the eight (8) principle
action plan for promoting Women Empowerment and Gender Equality within
the Public Services;

Submit the EE Report/Plan to the Department of Employment and Labour within
the prescribed time frames; and

The EE Report shall be displayed at the employer’s premises.

2.16.3 The Role of EE Managers/EE Component/HR Component shall be

a)

b)
c)

d)
e)
f)

9)
h)

To provide advice and support to line managers regarding career plans and
succession plans for their components.

Develop EE programmes, monitor and play a supporting role.

Coordinate the process (action plans on EE) to ensure that the department does
achieve the set EE targets.

EE targets and plans should form part of Department’s recruitment strategies
Supervision and implementation of the employment equity plan

Present quarterly reports to the management

Provide an annual report to the Department of Employment and Labour
Facilitate the review of the EE Plan

2.16.4 Role of Line Managers shall be

a)
b)
c)
d)
e)

To ensure that they adhere to the recruitment and selection procedures
Determine EE targets for their components linked to the departmental EE plan.
Develop career development plans for their subordinates.

Report quarterly compliance on the developed action plan.

Implementation of the employment equity plan.

2.16.5 The role of EE Forum shall;

a)

Departmental Employment Equity Consultative Committee should be
established in all departments, and also at all districts, of the Provincial
Administration,
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b) The EE committee should be constituted by numbers of administration and core
functions of the depaitment,

¢} Members of the committee must epsure that there is representatively and it
comprises of people who have thé mandate to make: decisions within the
department.

d) The Committee should at least meet quarterly to plan and review progress
made on the implementation of the Employment Equity Plan

e) The role of the EE Consultative. Commiittee is to--gl_ve. advice during recruitment
-and selection processes.

2.17 SPECIAL LEAVE
2.17.1 OBJECTIVES
Specific objectives-are as follows;
a) Regulating an official's release or absence from duty for particular purposes,

namely special leave and circumstances where special leave with full pay may be
authorised; and

b) Protecting the interests of persons living with disabilities.

2.17.2 STUDY LEAVE

a) Special ieave with full pay shall be grantéd to an employee for preparation towards
his or her examinations whether it relates to his or her immediate field of work or
not. "

b) One (1) day special leave with full pay ishall be granted to .an employee prior to
writing an exam in connection with preparatlon for each examination subject or

course. |
i

¢} Employees who must sit for examlnatlo? on a-Saturday or’a day of rest shall be
granted one working day per course or paper as a special leave in order to enable
them to prepare for the examination. Exammatlons referred to may include ordinary
school subjects up to matric. 5

d) Employees who attend or do course work {attend classes), do thesis or dissertation
work (do collection of data and presentation) and write tests as a package. that
substitutes examination (block attendance) may be granted ten (10) working.days,
study leave with full pay for either hIS or her attendance collection of data,
presentatlon and writing. ;

e) Every employee who is dranted study Ieéve with full pay, must as soon as possible
after the completion. of each academic ﬁ/ear or after completion of the course or
subject whichever is the earlier, furnish evidence of study progress.




f) The Head of Department may withdrawjan approval for study leave with pay if the
employee has without reasonable excuse, failed to attend classes or lectures for
which study leave with full pay was previously granted.

2:17.3 EXAMINATION

a) Special leave with full pay shall be granted to an employee, for the period he or she
sits for examination(s) which in the opinion of the department has the objective of
improving the skills of the employee cofncerned for a career in the Public Service,

 irrespective of whether it relates to his of her immediate field of work or not.

b) One (1) day special leave shall be igranted to an eémployee to write each
examination paper.

c) Where a rest day(s) or Public Holiday precede the examination day, the additional
working day immediately prior to the sajd rest days or holiday may be taken as a
special ieave..

d) Special leave will only be extended once to an employee who has to repeat a course
or bé re-examined.
e) Special leave shall only be granted forl examinations .and not for preparation of
assignments.
f) Proof of examination (examination time {able) must be submitted together with the
special leave application..
g) Amendments to examination (examination time table) must be reflected on an
amended special leave application, :

2.17.4 RESETTLEMENT
a) Special leave with full pay shali be granted toan employee who is, fransferred at
state expense. A maximum of three (3) days special leave shall be granted to
empioyee/s who are transferred within the Province and maximum of five (5) days

if fransferred outside the Province, in order for him/her to:
i. Make accommodation arrangements;
ii. Supervise the packing or loading and unpacking or unloading of personal
belongings; and

lii. make school arrangements for hisher children.

b) Special leave in this instance may only l.%e--granted if the employee and his or-her
household are required to resettle.

¢} If-an employee initiated the transfer the empioy'ee will not be granted special leave.
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2.17.5 PARTICIPATION IN SPORTS OR CULTURAL ACTIVITIES

a) Special leave with full pay toa maximum of ten (10) working days per-annum, may
be granted to an employee when he orishe is selected by a recognised sports and
cultural federations in'South Africa to répresent a, provingial, regional or local area
as'a member of an organised sports group whether as a competitor, official, judge,
coach, manager or referee in a sports tour or organised sports. avent within or
outside South Africa.

b) Special leave with full pay may be granted to an official when he or she is selected
by a recognised sporis/cultural association affiliated to a recognised
sports/cultural federation to represent South Africa as a member of an organised
sports group, whether-as a competitor, official, judge, coach, manager or referee
in & sports tour or organised sports -eﬁnt within or outside South Africa. Written
proof of such nomination or selection must be provided.

c) Special leave with fuil pay to.a maximum of ten (10) working days per annum, may
be granted to an employee when he of she, takes part in cultural activities, as a
member of an recognised cultural group, in a cultural tour within and outside South
Africa as a competitor, coach, manager or official, assistant coach arid manager
to represent, South Africa, the Provinceior region. Written proof of such nomination
or selection must be provided.

2.17.6 SABBATICAL LEAVE

a) Special leave is to provide for leave u!vith full pay for purposes of intensive study
or research which has as its outcomez increased competence in the employee's
field of expertise as well -as an increhse in the: quality of the individual's future
contribution to the employer.

b) Sabbatical leave is a privilege and not a right which may be granted to-an
individual ‘who has demonstrated | by publication, teaching, exhibition or
performance an above average ability ih scholarship, research of other creative
accompiishment..

c) Sabbatical leave must be cons"ideﬁ're_d with due consideration of the needs ofthe
employer and must be considered ori a case by case basis. The total period of
absence may under no circumstances exceed an uninterrupted period of 12

calendar months,




d) Approval for the employee’s study or research must be obtained from the
Accounting Officer prior to proceedipg on sabbatical leave.

e) Upon completion a report must be submitted to the Accounting Officer within
three (3) calendar month of the employees return to duty.

f) Granting of sabbatical leave may not coincide with the payment of study fees
and travel and subsistence costs fram state funds.

2.17.7 STUDY LEAVE FOR SPECIAL CIRCUMSTANCES

Where necessary, special leave with full pay, may be granted to an employee under
circumstances mentioned hereafter, onj condition that the department is satisfied
that the studies undertaken are in the inferest of the department:

a) Full time study at a recognised educational institution within the Republic or
abroad: Study leave in this regard shallibe granted only for the prescribed duration
of the  particular course, diploma or-degree or for the purposes of research work:
or writing a thesis for a post-graduate qualification. Employees who fail to
complete their studies within the prescribed period for the curriculum shall not be
granted an additional period of study| leave. Unpaid leave may be granted to
employees, who apply to complete their studies;

| _ |
b) Practical work required as a prerequisite for registration in a particular profession
~ or field; 5

- ¢} Atftendance of a preparatory coursé thh a view to sit for a qualifying examination
in order to obtain admission to a particular field of study.

2.17.8 ATTENDANCE OF CLASSES DURING OFFICE HOURS

a) An employee who studies pari-time or by means of correspondence at a university
or other recognised educational institutions .and who as a result of his or her
studies is required to be absent from his or her place of work due to class
attendance, will receive a maximum of ten {10) working days per annum.

b) Written proof from the institution should be provided/ submitted to the employer.

2.17.9 REHABILITATION

Any special leave provided in this section will be over and above any leave taken as.
sick leave.




21791 Substance abuse.

a) Special leave with full pay to a maxignum of fourty-five (45) calendar days may

be granted to an employee to enable him or her to undergo treatment for

:

substance ‘abuse at an approved institution or facility. Special leave will be

limited to one (1) rehabilitation sessig

n.

b) A ceriificate and a comprehensive report compiled by the institution or facility
concerned must be submitted to :tl!}e Department or Employee Health and

Wellness (EHW) unit on completion d

21782 Trauma

Employees who are exposed to traumat
to a maximum of five (5) working days w
debriefing and counseling sessions. A ¢

f the treatment.

¢ situations.may be granted special leave
ith full pay per annum to undergo trauma
eriificate and or a comprehensive report

compiled by a Wellness Professional shall/must be submitted.

2.179.3 Mental disorders

a) An employee may be granfed specia
working days for the purpose of ps;
mental disorder at an approved institu

b) At the completion of the special l¢
pertaining to the process of the rel
Department or the Employee Health
recommends more than 21 days, Inca

2.17.10 MISCELLANEOUS
a) Special leave with full pay may be
circumstarnces:

. Where an employee is absent

isolation on miedicai instruction;
subject to the submission of a cel

| leave for a maximum of twenty-one (21)
ychological or psychiatric treatment for a
tion.

ave provided for this purpose a report
evant treatment will be submitted to the
‘Wellness Unit. In case the psychiatrist
pacity leave shall apply.

granted to an employee in. the following

from work as a result of segregation or
The. granting of special leave shall be
tificate by a registered medical practitioner:

indicating the period and the rea

son for segregation or isolation;

In the case where a physically disabled employee is required to attend an

orientation or training course relévant to the disability;

Where the area in which the e
natural disaster or other disaster:
impossible for the employse cor
her official duties;

Eh’lployt_a._e works or resides is struck by a
and the department is satisfied that it was
cerned at the time to continue with his or




i

b) Special leave may be granted to an

mployee due to any other circumstances

not mentioned above provided that. I;he employer believes that if is in the best
interest of the State and the Provincial administration. The reasons for the
approval and motivation must be properly recorded.

21741 EVENTS FOR WHICH EMPLOYEES WILL NOT BE REQUIRED TO

UTILIZE LEAVE

'Employees will not be required to submit Jeave forms or utilise special leave in the

following instances:

a) Study tours initiated by the Department or the Public Service;
b) Absence for purposes of registering for studies:

¢) When an employee is subpoenaed
disciplinary enquiry, commission apg
authority empowered to do so;

d) When an employee has to appear be
official duties;

as a wﬂness in any legal proceedings,
ointed by the State or any other relevant

fore a court of law arising from his or her

e) Where an employee attends a course, workshop, lecture etc. presented by a

State department or private institution
by the employer;

fy When an employee assists or repre
enquiry or in a dispute proceeding
grievance;

g) When he or she is absent from duty —

) for which he or she has been nominated

sents an employee during a disciplinary
or an investigation into a complaint or

i. As the aggrieved person during an investigation into his or her complaint or

grievance;

ii. asthe person being charged in a disciplinary enquiry;

iil.  As an applicant in-a Conciliation

Board, Arbitration or Labour Court;

h) When appointed by any department t6 render services:
i} Aftendance of an interview for a post within the Public Service and any organ of

state; and
j) Written proof should be provided/ sub

2.17.12 EVENTS FOR WHICH SPECIAL

mitted to the employer.

LEAVE WILL NOT BE GRANTED

a) Attendance of self-enrichment coursés that are not in the interest of the.

department..

b) Repeating of courses (sitting for exaniination in respect of the same course or

paper for a third and beyond).
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2.18 WORKING HOURS AND WORKING AF

a) The Head of Depariment shall determi

i. the work week-and daily hours g
ii. the opening and closing times ¢
into account—

the needs of the public'with due;
improvement plan; and

i,
.
and transport arrangements.

b) All full-time employees are expected t
minimum. of 8 hours per day and to wo

RRANGEMENTS
Ne—

f work for employees; and
f places of work of the department, taking

regard to the department's-service delivery
the needs and circumstances ¢of employees, including family obligations

b be on duty on each working day for a
Kk a minimum of 40 hours. per week (meal

breaks excluded). The normal working week is from Monday to Friday.

¢) Part-time employees will work the num
their employment contracts.

d) Full time employees should commence
Lunch will be one (1) hour, from 13h00 ¢

per-of hours per day/week as specified in

work from 07h30 and knock: off at 16h30.
6 14h00.

&) No employee should be absent during normal working hours without obtaining prior

approval from her/his manager/supervisor.

Partial leave application should be

utilised to manage absenteeism during working hours.

2.18.1 KNOCK-OFF TIME AND MANAG
FRIDAY AND DURING CHRISTMA

a) Knock-off time prior to:Good Frlday, Chr
determine by the Director Gererall.

EMENT OF LEAVE PRIOR TQO GOOD
S AND NEW YEAR'S HOLIDAYS.
stmas and New Year holidays shall be as

b) Departments should encourage employees to take leave during the week of 21 —

31 December, as there are no pertinent
that period.

c) Employees who render essential sen
indicated above.

government activities taking place during

jices are excluded from the measures

2.18.2 FLEXIBLE WORKING ARRANGEMENTS

a) Any flexible working arrangements shd

for approval by the Accounting Officer.

uld be of a need base and fully motivated

b) In response to a digaster, the--aécounﬁing officer should ensure development of
flexible working arrangement that comply with disaster management regulations.




These arrangements should take intd account the safety of employees and the
delivery of service fo citizens.

2.19 ENQUIRIES

All enquiries shall be directed to' Transversal HR Coordination in the Office of the
Premier.




SECTION 3

HUMAN RESOURCES DEVELOPMENT POL

3.1. ACRONYMS AND ABBREVIATIONS

ICY

HRDS Human. Resource Developnient Strategy
SAQA South African Qualifications Authority
CIP Compulsory Indugtion Programmae
| ETD Education, Training and Development
HRDIPs ‘Human Resourcd Development Implementation Plans
ETA Education and Trgining Authority
SETA .Sector Education]and Training Authority
MoU Memorandum of Understanding
NQF National Qualifications Framework
PDPs. Personal Development Plans
RIQ ‘Recognition of Improved Qualifications
PDls Previously Disadvantaged Individuals
PWD 'People with Disability
-SDFs ‘Skills Development Facilitators
8&T Subsitence and Travelling
WIL Work Integrated Learnirg
WSPs Workplace Skills Plans.
SDA Skills Development Act
BB2E Breaking Bartiersito Entry in the Public Service




3.2. DEFINITIONS

A Learner A person contracted-on _t_h't developmental programme under the
auspices of the Minister for the Public Service and Administration, for
unemployed youth who do not have any work expetience in the field in
which he or she is“-studyin[?.

An Apprentice A learner enrolled in a trade in respect of a listed trade, and includes a

_ trade-test in respect of that trade.

An Artisan A person in a skKilled trade, especially one that involves making things by
hand

Bursary Is financial assistance given to employees and prospective employees to
further their studies in-order to address the critical and scarce skills
shortage in line with the Provincial HRD Strategy (PHRDS).

Bursars. A student who holds a bursary

Experience Is a programme aimed at groviding a Learner with workplace experience

Learning | to.compiete a qualification

Graduate Intern

A person who has compleqed a qualification and require work and/or
practical work experience for the purposes of meeting statutory
requirements for professnoha[ registration.

Internship Is a programme aimed at providing an experience to the unemployed
' graduates who do not have any work expérience in the area that they
have studied for,
Learnership is a structured learning programme that combines theory and practice for

a.specified period, and leads to a nationally recognized qualification

Skills programmes/
credit bearing

A structured learning programme that is NQF aligned, it has credits that

lead to a full qualification.

Short course/ non-
credit bearing

A type of a learning prograime for which no credits are-awarded in

relation to unit standards.

Stipend

An allowance paid to Intern

s and Learners

Student intern

A person who is enrolled at:

and training institution for g

a private or public further or higher education
gualification, and is reqwred to obtain

practical experience in order to fuifil the requirements of the qualification.

Qualification

_Framework (NQF) in terms

Formal recognition of learn

ng registered on the National Qualifications
of the NQF Act of 2008.
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3.3. INTRODUCTION

The realisati_'on of service delivery challenges in the Limpopo Province requires the
availability of requisite skills. The Limpopo Provincial Government is obliged {0 create an

enabling environment for the provision and or
‘of the Province.

acquisition of relevant skills by the citizens

A regulatory framework is thus needed to guide the provision of such a service. This
Provincial Human Resources Development Policy makes the requisite provision for the
employed. and unemployed to be empowered accordingly in line with the Province's

development objectives.

34. PURPOSE AND OBJECTIVES OF THE POLICY

3.41 PURPOSE

The purpose of this policy is to regulate the eduication, training and development (ETD) of

employees and unemployed youth by the Lim

3.4.2 OBJECTIVES

This policy addresses the following objectives:-

popo Provincial Administration.

o To build the capability of the state to play a developmental and transformative role;

o To create a culture of lifelong learning a
achievement of the sirategic objectives

nd skills base necessary for the
of the Limpopo Provincial Administration;

o To identify and nuriure potential of e‘mbloyees and prospective employees;

o To open the workplace as -a training spd

ce; and

o To facilitate the development of career path for all employees in the
o departments.




3.5.

This policy is issued and authorised by the Ex
Provincial Administration.

3.6.

o}

o 0

Q

O

0O 0O ©

3.7.

AUTHORITY OF POLICY

LEGAL FRAMEWORK

pcuting Authority for the Limpopo:

The Constitution of the Republic of South Africa (Act No. 108 of 1996);

Labour Relations Act (Act no.66 of 199!
Public Service Act {1994);
Public Service Regulations (2016);

5);

Employment Equity Act, 1998 (Act 55 of 1998);

The White Paper on the Transformatior
The Skills Development Levies Act (Act

of the Public Service, 1997;
No. 9 of 1699);

The National Skills Developmerit Strategy for South Africa, 2010-2015;
i
The National Human Resource _De_v'elo;?mént_ Strategy,;
Directive on the Employment of Persons into DEVELOPMENTAL PROGRAMMES

in the Public Service;

DPSA guidelines on Learnership
ETA guidelines on Learnership.
National Qualifications Framework.
Limpopo Development Plan

SCOPE OF APLICATION

This policy is applicable to all _empl’oye‘es, on permanent and fixed term contracts, as well
as unemployed youth in the Limpopo Provincigl Adminisiration.

3.8

00 0 00

PRINCIPLES

Poverty Alleviation:
Skills.enhancement;
Job creation;

‘Employment Equity; and
Provision of workplace experience
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3.8 POLICY PRONOUNCEMENTS
3.8.1 ROLES AND RESPONSIBILITIES

The roles, responsibilities, and powers fc
Provincial Government are outlined in thg
and powers.apply to department policies.

r policy maha_gement‘ within the Limpopo
table below. These roles, responsibilities

Authority/ | Formulation & | Policy Approval | Policy Monitoring &
Office Drafting Implementation Evaluation
Policies
JExecutive Might direct that | Can approve Oversees policy Approves amendment
Authority certain policies policies relevant | relationship of of policy resulting from
be formulated or | to the departient | policy a review
drafted. in' line with. implementation
powers conferred | with electoral
by law or mandates.
delegation
Accounting | Recommends’ Can approve Oversees Can approve
|Officer- approval of draft | policies refevant | implementation of: | amendments to
policy to the EA | to the department | policies policies relevant to the
on advice of in line with department in line with
Executive powers conferred powers. conferred by
Management by lawor law or delegation
delegation
Executive Recommend the | None Implement policy Monitor and evaluate
Management| draft policy within area of implementation of the
Senior before responsibility - policies at a strategic
Management| submission to ' level
Accounting
Officer or EA
Organized | Recommend the | None Check whether the | Monitor implementation
Labour draft policy rights of employer
before and employee are
submission. justifiably served in
terms of policy
implementation.
Transversal | Supporis HR Shall motivate far | Provides support to | Supports HR unitsin all
HR unitsin the approval of all Provincial Departiments, the
Directorate | Departments.in | the policy to the Departments on the | Executive Authority/
the relevant authority | implementation of Accounting Officer in
implementation the policy. monitoring & evaluating
of the policy, / alternatively analysis-




Cogordinate the

implementation of

during the policy
formulation/revie
W process

comply to the
‘implementation of
‘the policies.

consultation _policies
process during
policy
formulation.
Departmenta| Provide input None Ensures that-all Support line. managers,
I HR Units/ | during the policy employees are Executive and the:
Directorate: | formulation/ informed of the new | Executive Authority/
review process. policy (Cre__ate Accgunpng Officer in
awareness). monitoring & evaluating
/ alternatively analyse
implementation &f
. policies
|[Employees | Provide input None Ensures that they. Support management

in the implementation
of the policies

3.8.2 SKILLS AUDIT

Departments shall conduct skills audit for all &
'3.8.3 TRAINING PLANS

I.  Departments shall ensure that the Trait

approved; and

. These plans shall be submitted to »

fimeframes.

3.8.4 SKILLS PRORAMMES/CREDIT B

Roles of Departments: -

I.  All departments shall create opportunif

development;

[l Training programmes shall be based ¢
Departmental needs as well as ¢

EARING.

mployees at every three years.

hing plan, WSP, HRDIP are developed and

elevant stakeholders within the required

ies for employees’ training, education and

n a detailed assessment of individual and
ompetencies required for effective job




performance. The process shall be linked with the Perfoermance Agreement/Job
descriptions, Work plans of employ¢es and objectives and priorities of the
Department as outlined in the Strategic documents of the Department; and

ll.  Departments shall set aside/ ring-fence| at least 1% Personnel budget for training
.of employees in accordance with the Skills Development Act of 1998 as amended.
3.8.5 SHORT COURSE/NON-CREDIT BEARING
3.8.5.1 COMPULSORY TRAINING PROGRAMMES

Departments shall ensure that all employees identified and required to-aitend these
programmes are compelled to.do so without fail.

3.8.5.2 Competency Based Assessmert.

I. Departments shall conduct competency based assessment for developmental

purposes at least once in every 18 months;

ll. The identified gaps shall aiso be addressed through the 1% and be included in the.
WSPs; and

lIl.. Training of SMS members shall take intg consideration the Directive on mandatory
training days.

3853 Compulsory Induction Programime (CIP)
All_ newly -appointed employees from level 1 — 14 are compelled to go through the.
CIP within six {6) months of theiremployment to confirm permanent appointment and

also pay progression after 24 months. This includes those who resigned and re-
joined the Public Service.

3.8.5.3.1 Departmental Induction

Departments shall ensure that they conduct Departmental Induction which includes
but not limited to Leave management, PMDS, Grievance management, Asset
management, Disaster management, Risk management, etc.




-3.8.5.3.5 Ethics in the Public Service

3.8.5.3.2 Executive Induction Programme (EiP)

Departments shall ensure that all newly appojnted HoDs and DDGs appointed at salary
levels 15 -16 attend the course to better serve the citizens of South Africa through

exemplary leadership and perform in a way that contributes to real value creation within
their Departments and across government.

3.8.5.3.3.KHAEDU Training

All SMS and MMS members shall be taken through KHAEDU training to address service:
delivery challenges in government Institutions.

3.8.5.3.4 SMS Pre-Entry Programme

l.  In addition to minimum qualification and years of experience for eligibility to enter
thie SMS per level, an individual may only qualify to enter if they have successfully
completed a Public Service Senior Management Leadership Programme at the
required performer level; and

Il. It includes those individuals who aspirg {0 work in the Senior Management Service
for the first time, and those progressing from one level within the SMS to another
who have not yet done this programme.

Departments shall ensure that all identified employees attend and complete this course to
Help build an ethical culture in the Public Ser\nce This shall promote and institutionalize
integrity, transparency, accountability and godd governance practices.

3.8.5.3.6 Managing Performance in the Pu'bli’c Service

Departments shall ensure that all identified employees attend and complete this course to
be able to navigate the entire performance management cycle from the drafting of
performance agreements based on strategic plans, to the performance appraisal system
and required adminisfration. This course is| intended that the alignment of the NDP
objectives by each Department is empasised.
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3.8.5.3.7 Introduction to Financial Managem
Service.

Depariments shall ensure that all identified et

ent Delegations of Authority in the Public

ployees attend and comiplete this course

to develop capacity for the effective implementation of financial management delegations
of authority to. lower levels in departments. It $hall also assist officials to understand the

legal framework within which they -are expects
delegations to improve compliance in financig

3.8.5.3.8 Supply Chain Management for the

Departments shall ensure that all identified en
develop Public sector Supply Chain Mang
éspoused in the Constitution (Section 217)
adverse supply chain management related fin

¥

od to exercise financial management

| management across the Public. Service.

Public Service

nployees attend and complete this course to
gement knowledge, skills and values as
to support service delivery and alleviate
dings in Departments.

3.8.5.3.9 Re-Orientation in the Pu‘b_li'c Service (ROP)

Departments shall ensure that all employees.
2012 and have not attended the Compulsory,

who joined the Public Service before 1 July
Induction Programme (CIP) and Executive

Induction Programme (EIP) attend and complete the course.

3854 MANDATORY TRAINING PROGRAMMES

Mandatory programmes are intended to address the knowledge, values and skiils gaps at
the coalface of service delivery and to sgppori departments that are facing '

challenges with fulfilling their respective mand

3.8.5.4.1 Orientation and support to the Puk
Scheme

Departments shall ensure that all youth that-
those on Pre-service work integrated learn
programme.

ates.

lic Service Formal Graduate Recruitment

are on an Internship programme as well as
ing programme attend and complete the




3.8.5.4.2 Citizen-Centred Service Delivery

Departments shall ensure that all identified employees attend and completé this course to
Iinstill developmental values based on citizens’ rights and re-invoke the commitment and

zeal among public servants to prepare, imp
service delivery.

lement and monitor effective and relevant.

3.8.5.4.3 Art of Facilitation for progressive realization of socio economic rights.

Departments shall ensure that all identified employees attend and complete this course to

enable Public servants to be trained to a leve
of the objectives, core values; norms and attif

where they have a.common understanding
ides that are expressed in a common ethos

and sense of purpose to respond effectively tb the needs of different communities.

3.8.5.4.4. Supply chain manag'e_nién’t for the Practitioners

Departments shall ensure that all practltloners;
management processes attend and comp!eteg

and officials that are directly in supply chaln'
this course to develop Public sector Supply

Chain Management knowledge, skills and vaiges as espoused in the Constitution (Section
21 7) to support service delivery and alleviate adverse supply chain management related

findings in Departments.

3.8.5:4.5 Avoiding Irregular, fruitless and wa

steful Expenditure

Departments shall ensure that all identified employees attend and complete this course to

be empowered with skills required for man

aging government expenditure ‘in order to

prevent irregular; unauthorised and fruitiess-and wasteful expenditure.

3.8.5.4.6 Programme and Project managemeént

Departments shall ensure that all identified

-employees who deal with: public service

projects and programmes attend and complete this course to acquire relevant knowledge

and s‘kills_-.'to design and deliver programmes
vision 2030.

hat advance the National Development Plan
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3.8.5.4.7 Evidence-based policy making anc

Departments shall ensure that all identified er

| implementation

nployees attend and complete this course fo

be empowered with technical skills 1o be able to use a range of tools to support policy

development and implementation processes.

3.8.5.4.8 Coaching for Leadership Developn

Departmenis shall ensure that all identified M

nent

MS and SMS members attend and complete

the course to be empowered with coaching skills and fools to enhance management

individual development skills sets as well as ¢

3.8.6

3.8.6.1

BURSARY

BENEFITS FOR BURSARS

rganizational development.

a) Bursaries shall be awarded for fields of study that are addressing priorities of the
Limpopo Provincial government for social and economic development. This shall

be informed by the Limpopo Develop
Sectors’ Critical .and Scares SkKills
Departmental Workplace Skills Plans (

b) The bursaries shall be awarded to:

ment Plan(LDP), Provincial HRD Strategy,
Plans, Auditors General's. Reports and
WSPs);

1. students from previously disadvantaged individuals (PDIs);
Il. Limpopo residents, the indigent, financially needy and Academically

deserving;

. Qualifying employees of Departments.

3.8.6.2 CONDUCT BURSARY AWARENESS CAMPAIGNS

An information booklet on the critical and scarce skills shall be developed for

Limpopo Provincial Administration;

Provincial Departments shall. conduct awareness campaigns through school visits,

career expo’s, imbizos, critical and sca

‘'ce skill summit and road shows; and

Provincial career exhibitions shall be held.af least once a year.
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3.8.6.3 ADVERTISEMENT

Bursary opportunities shall be advertised. fror
following:--

1 June to September each year through the

|.  Local print and electronic media;

IIl.  Circular fo Departments
Il Notice boards
IV. Intranet and Internal publications for internal employees
V. The closing date for all bursary applic

each year unless stated otherwise.

3.8.6.4 SELECTION CRITERIA.

The following criteria shall apply in the selecti

I.  Prospective bursars shall be permaner,

ation shall not be-later than 30 Septermber

bn of prospective bursars:-

it residents of Limpopo. Province;
ent, financially needy and academiically

ary holders of any other Institution (private

PHRDS as well as critical and scarce skills;
vouth category shall fall within' the youth

that particular Department; and
iine with the employees" scope of work.

Il.  Prospective bursars shall be indig
desernving;
Ill.  Prospéctive bursars shall not be burs
and public),
[V. . Academic performance as proven by the latest academic reports;
V. Field of study shall be informed by the
VI, Representation shall be based on race| gender and disability;
VIl.  Prospective bursars who are in the
category; of 18-35 years;
VHL.  Internal bursars shall be employees of
IX.  The awarding of the bursary shall be in
3.8.6.5 BURSARY COMMITTEE
I.  There shall be-a Bursary Committee in Departments;
li.  The committee shall adjudicate all bursiary awards; and
lil.  This committee shall serve for a period|of three years.
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3.86.6 BURSARY CONTRACT

Upon confirmation of acceptance of the award and -admission by a Tertiary institution a
bursary contract shall be entered Entobetwee;n”thé bursar-and the Department; and
The bursary contract shall include amongst others the following:

I. The duration of the coniract;

[l.  Field of study that the bursary covers;
Hl.  Redemption or termination of contract;
V. Placement after completion;

V. Performance or non-performance;

Vl. In case the Department fails te place

within three months, the bursar shall be

released from the contractual obligations and not be entitled to reimbursement:
VIl.  Forfeiture of bursary offer in case of the change of field of study (include Internal

bursars);

VIll.  In the event where a bursar is transferred to another department, incurring of

bursary costs shall be at the discretion

3.8.6.7 VALUE OF THE AWARD

of the receiving department.

The award shall be a full bursary (for prospective employees) and will cover.the

following:-

i. Registration and Tuition fees;

ii. -Accommodation and meals in case of prospective bursars, both internal and external;
ii. Prescribed books and other leaming materials for prospective employees.

3.86.8 CONTRACTUAL OBLIGATION

3.8.6.811 OBLIGATIONS OF THE BURS

i.  Prospective bursars shall be. plz
studies or find placement any
Province.

ARY HOLDER

iced within the Department that funded the
where. within the sectors in the Limpopo




In case the bursar is not placed within a period of three months, he/she shall
be released from the contract;

In cases where the Department does not have the resources/funds or posts
to absorb a former bursar, the bursar shall be released/cleared from the
obligations of serving the Department or province for a period stipulated in
the contract; and

In case the bursar is placed but chooses to be employed outside the
Limpopo Province, that shall constitute breach of contract and all the
monies must be paid back with interest.

3.8.6.8.2 OBLIGATIONS OF THE DEPARTMENT

iil.

3.8.6.9

The Department will be obliged to honour the value of the award as stipulated
in paragraph 9.7 of the policy (Registration, Tuition, Accommodation, Meals
and learning materials);

i. The Department that funded the studies shall find placement anywhere within

the sectors in the Limpopo Province provided funds or vacancies are

available; and
The Department may cancel or write off a debt as stipulated in the
Departmental contract.

PARTNERSHIPS

Departments shall establish partnerships with Institutions of Higher Learning and other
sectors of the economy through Memoranda of Understanding (MoUs) focusing on the
implementation of bursary programmes and Work Integrated Learning (WIL).

3.8.6.10 SCHOLARSHIPS

I.  Applications for international studies shall only be considered if the relevant
qualifications cannot be attained at local learning institutions especially where the
Department is responsible for funding;

Il.  Employees applying for sponsorship/donor funding from other institutions shall
inform the employer of that intention. The Executive Authority of the Department
shall approve the release of an employee. The employees undertaking such
scholarship shall be released with full salary excluding S &T where the study would
benefit the Department; and
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[ll.  If the international scholarship is initiat

paid full salary as wellas S & T.

3.8.6.11 SCHOLARSHIPS FOR UNEMP

Applications for international studies s
a full qualification:

capacity to register students at local in

]38
for proper coordination and accountab

3.8.6.12 BURSARS DATABASE

Every Department shall keep an up-to-date da
of study, duration of the study and students cc

'3.8.6.13 RECOGNITION OF IMPROVED

Departments shall implement and recognise
by an employee in terms of the Public Service

Resolution 1 2012, General Public Service

Resolution 5 of 2014 and DPSA Circular

Development Sectoral Bargaining Council (PH

-3.8.6.14 RECOGNITION OF PRIOR LEA

been acquired outside a formal leaming

Departments-shall implement RPL for d
promotional and compliance purposes;
iith

If the qualification cannot be attained at

Applications shall be done in collaborat

The RPL endorses the value of giving re

The principles and processes through wi

2d by the Department, the employee shall be

LOYED.
nall only be considered for the attainment of

local iearning institutions orthere is a limited
stitutions;
on with the Department of Higher Education

lity.

i

tabase of all the bursars; indicating the field
ntact details, for tracking purposes.

QUALIFICATIONS (RIQ)

the attainment of an improved qualification
Co-ordinating Bargaining Council (PSCBC)
Sector Bargaining Council (GPSSBG)
on RIQ and Public Health and Social
SDSBC) Resoiution 1 of 2014.

RNING (RPL)

cognition to knowledge and skills that have
programme:;

evelopmental purposes rather than used for
nd

hich the prior knowledge and/or skills of a

d

person are made visible and are assessed for the purposes of certification,

alternative access and admission, and fu

rther learning and development.




3.8.6.15 YOUTH DEVELOPMENT PROGRAMMES

i.  Departments shall create opportuntties for unemployed youth to gain work
experience, acquire qualification as well as assist graduates in attaining
accreditation upon completion of the programme,

ii. The selection for youth de_veIopmeni--programm_es shall be in line with the principics
as contained in Regulation 65 and 67 of the PSR (2016)' as amended (refer to
Annexure A);

it.  In line with Regulation 57 (2) (d) ofithe PSR (20_16)_', persons irvolved in the.
developmental programmes shall be appointed additional to establishment;

iv.  Depariments shall ensure fair distribut onfimplementation .of youth developmental
Programmes in terms of departmental handate: and

v. Departments shall appoint and train designated mentors for each person
or a group of persons involved in a Developmental Programme.

3.8.6.15.1INTERNSHIP PROGRAMME

The Internship programme shall include:

* Graduate Intern
* Pre-service training (Student Internship or Work Integrated Learning - WIL)
¢ Candidacy Development Support Programmes

3.8.6.15.2 RECRUITMENT OF INTERNS

. The Department shall place Interns at th e beginning of'a financial year;




il.  The recruitmeni of initerns shall be-aljgned to the Employment Equity prerogative
within the Public Service; ang
il.  The advert for the recruitment of interns shall be widely distributed.

3.86.15.3 CONTRACT OF EMPLOYMENT

i. Departments shall utilize the contract of employment as contained in Annexure A
of the Directive; ‘
ii.  Departments shall ensure that the confract period arig conditions of service is as
contained in Annexure A of the Di'rect'iVe_; and
ifi.  Departments should ensure that interns are placed annually af the beg_inning of the
financial year.

3.8.6.16 LEARNERSHIP PROGRAMME

i The Learnership prograrmme shall be implemented in accordance with The Skills
Development Amendment Act of 2008;

ii.  Department shalil ensure that placement of learners is informed by departmental
needs and readiness;

il.  The recruitment shall be aligned to the Employment Equity prerogative within the
Public Service;

v, Departments shall utilize the contract of employment as contained in Annexure A
of the Directiva,

V. Departments shail ensure that the contract period and conditions of service is as
contained in the Directive.

3.8.6.17 APPRENTICESHIP PROGRAMME

. The apprenticeship shall be for g period; not exceeding 24 months, unless the

apprenticeship programme is structured over a longer period:




ii. Department shall ensure that placement of learners is informed by departmental

needs and readiness;

fii.  The recruitment shall be aligned fo thie Employment Equity prerogative within the

Public Service;

iv. Departments shall utilize the contract of employment as contained in Annexure A

of the Directive: and

V. Departments shall ensure that the cotlract-period and conditions of service is as

contained in the Directive,

3.8.6.18 LEAVE OF ABSENCE

The leave provisions applicable to temporary employees as contained in_the_.'De'ter_mina'tion

and Directive on Leave of Absence in the Public Service s_ha‘lI"apply mutatis mutandis to

persons covered by this Directive.

3.8.6.19 FUNDING

The Head of Department shall ensure that sufficient funds are available implement the

developmental Programmes.

3.8.6.20 PERFORMANCE AGREEMENT CONTRACTS

All persoris appointed into any of the developmental Programmes shail enter into a
specified agreement detailing expected level of performance in line with the Objectives of

the ide_ntiﬁje_df-deVelo‘pmen__ta_l' Programme as contained in the Directive.

3.8.6.21 MONITORING AND  EVALUATION

PROGRAMMES

ON  DEVELOPMENTAL

i. The Departments shail appoint all person pn developmental programmes utilising
PERSAL, except for persons paid for by third parties such as the SETAs;




i.  Departments shall submit monthly, quarterly-ahd annual implementation reports to
the Office of the Premier.
iii. The Office of the Premier shall monitor and evaluate the developmental

programmes.

3.8.6.22 PRE -EMPLOYMENT VERIFICATION OF CANDIDATES' INFORMATION
PRIOR TO APPOINTMENT INTD DEVELOPMENTAL PROGRAMMES

Departments shall erisure compliance with the Direclive with regards to pre-employment

verification.

3.8.6.23 REMUNERATION FOR PERSONS APPOINTED INTO DEVELOPMENTAL
PROGRAMMES

Departments shall ensure that remuneration i in accordance with remuneration:schedule
for developmental programmes.

3.8 ENQUIRIES

All enquiries shall be directed to Transversal HRD in the Office of the Premier..




SECTION 4

EMPLOYEE HEALTH AND WELLNESS POLICIES

HEALTH AND PRODUCTIVITY MANAGEMENT POLICY

—_—
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4.1 ACRONYMS AND ABBREVIATIONS

CoID .Compénsat_ion for Occupational Injuries and di_seas:e:‘

DEL Department of Employment and Labour

EA Executive Authority.

EH&W | Employee Health and Wellness

HPM Heaith and Productivity Management

10D injury-on Duty

PILIR Policy and procedure dn incapacity leave and ill
| Health Management.

PSCBC Public Service Coordinating Bargaining Council

SABS South African Bureau of Standards.

Rol Return on investment




4.2 DEFINITIONS

For the purpose of this Policy, unless the context indicates otherwise, the following
definitions are set out for the terms indicated: -

-and productivity.

“Chronic illness” means a group of health conditions that lasts a iong time;
‘Disease Management” refers to the processes and people concerned with
improving or maintaining the health sta;us of individuals. It focuses on the reduction
of the impact of diseases on the quality of work life by increasing knowledge level
on commtunicable and non-communicdble diseases amongst employees;
“Department” includes all Provingial [?epa'rtments in Limpopo:;

i

“Employee” means an employee as c{eﬁ_he’d in the Public Service Act, 1994:
“Employee Health and Wellness Advisory Committee” is a Departmiental

committee which includes but is noﬂ limited to EH&W, HRM, HRD, Finance.
Management, PMDS, Organized Labolr and Risk Management units, constituted
to oversee the implementation of EH&V‘%I_p_rcjgrammes; and advise where necessary;

“Employee Health and Wellness C-oérdina_t(:r’-’ means an empioyee tasked with
the responsibility to coordinate the implementatio_n of Employse Health and
Wellness programmes, which includes Health and Productivity Management
programmes;

“Health and Productivity Management or HPM” means an integration of data

and services related to all aspects of em ployee health that affect work performance.
ltincludes measuring the impact of targéted interventions on both employee health

“Health and Safety Representative” means a re_presentat'ive:of-workejr’s‘th'at-ea'ch

and every employer who has mor_e'_t_hari 20 employees in his employment appoint
in terms of Qccupational Health and Safety Act, 1993 =

“Heailth Promotion” means programmes aimed at ensuring the physical and
mental health and well-being of employees;

“lli-Health Retirement” refers to a sjtuation wherein an employee. becomes

‘permanently-ill and is unable to work due to sickness; The employee could be

discharged/retired from the employment of the public service on medical grounds.

“Mental health” means a basic.compongnt of positive health and well-being;




Py

“Mental illness” means a shorthand lterm for a variety of illnesses that affect our
mental well-being;

“Occupational Injury and diseases” mean a personal injury sustained in an

accident occurring during the perf'orm%n‘ce of an employee’s work:

“Occupational Health Education aid Promotion” refers to a variety of health
communication, disseminatior and infarmation transfer to employees. This is aimed
at enhancing the knowledge levels of employees to help catalyse and reinforce
behaviour cha_nge while intentionally lleading to improved individual health and
productivity; |

“Polic&’-’smeans this Provincial Policy én Health and Productivity Management:

' “Suppor-t” ‘means the services and assistance that may be provided to help a

person deal with difficult situations andchallenges:

“Temporary Incapa.city_Leave-” refers to the leave additional leave benefit that
can be applied in the event where normal sick leave has been exhausted in the
_thr_ée—_year sick leave cycle, subject to the. Policy on Incapacity Leave;




4.3INTRODUCTION

The workplace is a setting for delivery of other essential public health interventions.
The provision of health promotion services and other activities related to workers’
health should be planned, implemented, and evaluated with a view to reducing
inequalities in workers’ health in the Province.

The health promotion interventions strengthen the integrated management of health
risks from communicable and non-communicable disease, occupational injuries and

health services.

4.4PURPOSE AND OBJECTIVES OF THE POLICY
4.41 PURPOSE

The purpose of the policy is to regulate the management of health risks in the Provincial
Government.

4.4.2 OBJECTIVES

The objectives of this policy are to guide Provincial Departments to: -

© Manage communicable and non-communicable diseases in the workplace;
o Manage mental health and psycho-somatic ilinesses in the workplace;
o Manage occupational injuries and diseases and incapacity due to ill health; and

o Promote and educate employees on occupational health and identified health risks
in the workplace.

4.5AUTHORITY OF POLICY

The authority of this policy lies within the EA of the Limpopo Provincial Administration.

\m



4.6 LEGAL MANDATE
The policy guideline sho‘ufd; be read in cor:junction with the following instruments:-

a) Basic Conditions of Employment Act, - 997 (Act No. 75 of 1997):

b) Compensation for Occupationai Disedses and Injuries Act, 1993 (Act No.130 of
1993);

c) Constitution of the Repubiic of South Africa, 1996

d} Disaster Management Act, 2002 (Act No. 57 of 2002);

e) Employee Heaith and Wellness Strategic 'Fra'mework for Public Service, 2008;

) HIV, STIsand TB National Strategic Plan 2017 ~ 2022; and

9) Medical Schemes Act, 1998 (Act No. 131 of 1998);

h) Mental Health Care Act, 2002 (Act No.!17 of 2002);

i) Occupational Health and Safety Act, 1993 (Act No. 85 of 1993) and Regulations
issued thereunder:

jy  Policy and Procedure on Incapacity Leave and ill-health Retirement (PILIR).
k) Public Service Act, 1994 (Act No.103 of 1994) and Regulations issued thereunder:

4.7 SCOPE OF APPLICATION

This policy is applicable to aH Limpopo Provincial Governm'ent Departments as
contemplated in the Public Service Act, 1994,




4.8POLICY PRONOUNCEMENTS

4.8.1 ROLES AND RESPONSIBILITIES

The roles, responsibilities, and powers for policy management within the Limpopo
Provincial Government are outlined in the table below:-

|

uthority/ Office ’ Formulation & J Policy Applroval Policy ! Monitoring &
Draﬁiﬂg_Policies | Implementation Evaluation
Executive Authority | Might direct that Can approve | Oversees policy Approves amendment
certain policies be policies relevant implementation. of policy resulting from
| formulated or to the department a review
| drafted. in line with powers |
conferred by law
or delegation
Accounting Officer Recommends Can approve Oversees | Can approve
approval of draft policies relevant implementation of | amendments to
policy to The EA on to the department | policies | policies relevant to the
{ advice of Executive in line with powers | department in line with
Management conferred by law | | Powers conferred by
or delegation | | law or delegation
|
Executive | Recommend the None | Implement policy | Monitor and evaluate
Management/ Senior| draft policy before | within area of | implementation of the
Management | submission to | responsibility | policies at a strategic
| Accounting Officer or | level
EA
Labour Organization Recommend the None Check whether the | Monitor implementation
| draft policy before rights of employer
| submission. and employee are
justifiably served
in terms of policy |
implementation. |
Transversal EH&W/ e Supports all Shall motivate ffor ]T:’rovides support | Supports branches
Directorate branches the approval of to all Provincial | and the Executive
(Departments) in the policy by the Departments on | Authority/ Accounting
the implementation | relevant authority | the | Officer in monitoring &
of the policy | implementation of | evaluating /
| the policy. | alternatively analysis of
| e Coordinate the | the implementation of
| consultation | policies
process during |
policy formulation.
| | |
Departmental EH&W| o Provide input None |' Ensures thatall | Supports branches
Directorate during the policy employees are and the Executive
formulation / informed of the Authority/ Accounting
/ review process. new policy. | Officer in monitoring &
_ | evaluating /
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alternatively analysis of
the implémentation of
pdlicies

Employees

‘» Provide input None
during the policy
formulation/review
process.

Implementation of
the Policy

4.8.2 ROLE PLAYERS IN HEALTH
PROGRAMNE

This policy involves the followin

follows: -

4.8.3 EH&W COORDINATOR

g role play

Plan, implement, monitor aind evaluate
budgetary guidelines.

o Coordinate the implementation of HPN

o Provide weliness services 1o employe

AND PRODUCTIVITY MANAGEMENT

ers and their responsibilities are as

HPM according to strategies, policies and

 related projects and interventions;

@8 and their immiediate family members

through promotion of physical, social, emotional, occupational, spiritual and

intellectual wellness of employees.

Provide information regarding nutrition.

4.8.4 EMPLOYEES

o Participate in wellness screening servi

improve personal quality work life;

Analyze and evaluate data and comni]
to various stakeholders and manageme

Promote work-life balance at the workp

Ensure that he/she registers early into dig
to improve good health and enhance pro

Participate in care and preventative pig
disease, or chronic condition through inte

Take reasonable care for the health and
who may be affected by his/heracis of )

nicate information, statistics ang results
nt structures.

ace and

Ces provided in the workplace in order fo

ease Mmanagement programmes in order

ductivity in the Public Service;

grammes to minimize the effects of a
grative care and preventive care,

safety of him/her and of other persons

missions:




o Ifinvolved in any incident which may affect his/her health or which has caused an
injury to him/herself, report such incident to his/her employer or to his/her health
and safety representative, as soon as practicable; and

4.8.5 PROVINCIAL EH&W ADVISORY COMMITTEE

o Serve as a forum for coordination, communication, collaboration and consultation
on issues pertaining to the Health and productivity management programme.

o Meet quarterly to discuss employee wellness policy matters.

o Measure consistently the impact of EH&W on productivity of the individual
Departments.

o Contribute to EH&W policy formulation and review as well as research plan ning and
implementation thereof.

o Ensure that the EH&W-related information is cascaded to all levels in the
Departments including relevant stakeholders.

o Oversee the monitoring and evaluation of HPM programme.

4.9HEALTH AND PRODUCTIVITY MANAGEMEMNT PROGRAMME FUNCTIONS

The Employee Health and Wellness Coordinator shall be responsible for the functions
outlined below: -

4.9.1 COMMUNICABLE AND NON-COMMUNICABLE DISEASE MANAGEMENT

o Conducting of integrated Health Risk assessment and management to improve
Chronic Disease management and the measuring of the impact on employee health
and productivity.

o Utilisation of disease management programmes through co-operation between
medical practitioners and patients to reduce barriers at the work place.

o Implementation of strategies to reduce the risk of employees contracting
Communicable and non-communicable diseases and the need for medical
interventions. (tie the functions with the responsible unit/person)

o Conducting of awareness programmes on the functions and purpose of health
surveillance and the relevant laws and regulations.
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4.8.2 MENTAL HEALTH AND PSYCHOSOMATIC ILLNESS MANAGEMENT

o Development and imp‘lementati_on' of a8 Toolkit for Mental Health Promotion in the:

workplace which looks at practical stepss for ad_dressin'g mental heaith matters.

o Measurement of the |mpact of programme_s that reduce the psychosocial and
physical demands of the workplace tha trigger stress.

¢ Reduction of stigma and discrimination against peopie living with mental diseases
and non-communicable diseases as wejl as the promotion of human rights.

o Implementation of interventions that invoive groups of employees that are formed
based on person-environment relationsHips, and which contribute to the generation
or reduction of Ppsychosomatic o isorders

© Management of Incapacity and I Heaith| Retirement

o Ensuring int'e__gration of Health Risk Assessment and pro-active programimes. that
seek to Promote good health practices

© Management of incapa‘city and ili-heaith retirement in accordance with PILIR.

o Reporting of occupational i Injuries and dideases in accordance with the Procedyre
on COID management.

o Development of relevant standard operating procedures for implementation of
HPM. "

ol ProVision'of'psychosocial support and counselling as a need arise in the workplace.

o Development of a'system to quantify Return on Investment (RO} and to develop-
cost efiective heaith c_arespro_grammes.

4.9.3 OCCUPATIONAL HEALTH EDUCATION AND PROMOTION

i. Makin_g options available io employees to exercise more control over their own
health and over their environments, and to. make choices conducive to their heaith,

ii. Development.of a strategy to share health ‘Services and institutions to the benefit of
employees and governmerit,

if. Strengthening of systems for workplace learning on health management.
iv. Conducting of information and éducational sessions on health management.




V.  Development of effective behaviour change communication programmes.
vi.  Ensuring of specific training for employees on Health and Productivity Management

programmes.
vii.  Evaluation of the impact of occupational health policies and health systems in the

workplace.

4.10 ENQUIRIES

All enquiries related to this policy shall be directed to the Transversal Employee
Health and Wellness Programmes Unit.
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SAFETY, HEALTH, ENVIRONMENT, RISK AND QUALITY MANAGEMENT POLICY

4.11 ACRONYMS AND ABBREVIATIONS

DEL Department of Employment-and Labour

DG .| Director General

EA. Executive Authority

EH&W Employee Health and Wellhess:

HOD Head of Department

IS0 __|_international Standard Organisation

OHS ACT Occupational Heaith and Safety Act

PSCBC Public Service Coordinating Bargaining Gouncil .
SHERQ Safety, Health, Environment, Risk and Quality
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4.11 DEFINITIONS

¢ - “Occupational Health” it is the promotion- and maintenance of the highest
degree of physical, mental and socia wellbeing of workers in all occupations by

preventing departures from health, coptroliing risks and the adaptation of work to
people, and people to their jobs (ILOMHO 1950)":

s “Occupational Hygiene” is the discipline of anticipating, recognising,
evaluating and controlling heaith hazards in the working environment with
the objective of protecting the |worker's health and well-being and
safeguarding the community at large;

¢ ‘Hazard" means any souice of o! exXposure to danger in the working

environment.

¢ “Risk” means the probability that injury or damage will occur;
. “Employe_e".means-an employee as defined in the Public Service Act, 1994;

» ‘“Health and Safety Represenitative” is a representative for workers nominated
and appointed in terms of section 17 iof the OHS Act;

¢ ‘Health and Safety Committee” is a committee established in terms of section

19 of the OHS Act.




4.13 INTRODUCTION

Occupational health deals with ail aspects pf heaith -and safety in the workplace and
primarily focus.on prevention of hazards. Thelhealth of workers has several determinants,
including risk factors at the workplace leading to accidents ang diseases that may arise
from the workplace.

Employees have the right to a healthy and sgfe workplace free of hazards and risks that
may harm them during the course of their employment.

it Is the duty of the employer to ensure that there is no risk to the health and safety of its
employees. The employer has an obligation 'tf identify potential threats in the workplace
and take the correct steps to resolve the thrbats__, as well as performing reguiar safety
checks to ensure everything is in order.

A well-pianned ‘Health and Safety programnie wiil improve the working -conditions of
employees, decrease hazardous. situations and in turn, will reduce the risk profile of the
institution.

The Provincial Government recognizes the importance of protecting employees or clients
against hazards to heaith and safety arising outiof or in connection with the activities while
providing services.

413 PURPOSE AND OBy ECTIVES

4.13.1 PURPOSE
The purpose of this-policy is to make provision fg r measures through which a healthy, safe.
and Supportive work environment ¢an be created and maintained within the Limpopo
Provincial Administration as contemplated by the Occupational Health and Safety Act,
1993 (Act No. 85 of 1993).

4.13.2 OBJECTIVES

* The main objectives of this policy are the following: -

* To enhance the health and welibeing of employees’ by improving occupational

health and safety in the workplace.
¢ Toimprove the implementation of administrative. and ehgineering control measures
as well as quality of services in the Departments.

* Toaccelerate the provision of occupational health-and safety education.




» To prevent and minimize the effects of health risks by conducting medical
surveillance and / or biclogical monitdring.

4.14 LEGISLATIVE FRAMEWORK
This policy should be read in conjunction with the following instruments:-

a) Basic Conditions of Employment Act, 11997 (Act No. 75 of 1997)

b) Compensation for Occupational Diseases and Injuries Act, 1993 (Act No.130 of
1993}

c) Disaster Managemerit Act, 2002 (Act No. 57 of 2002)
d) Employment Equity Act,. 1998 (Act No| 55 of 1998)

e) Hazardous Substances Act, 1973 (Act No. 15 of 1973)
f) Labour Relations Act, 1995 (Act No. 66 of 1995)

g) Medical Schemes Act, 1998 (Act No. 131 of 1998)

h) National Building Regulations and Building Standards Act, 1977 (Act No. 103 of
1977) and Regulations issued thereunder

i) National Environmental Management Act, 1998 (Act No. 107 of 1998)
jY National Strategic Framework on Stigrma and Discrimination
K} Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)

) Promotion of Equality and Prevention of Unfair Discrimination Act,
2000 (Act'No. 4 of 2000).

m) Public Service Act, 1994 (Proclamation 103 of 1994) and Regulations issued
thereunder.

n) The Constitution of the Republic of Sogth Africa, 1996

4.15 SCOPE OF APPLICATION

This policy is applicable to all Limpopo Proyincial Government Departments.
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4.16

4.16.1 ROLES AND RESPONSIBILITIES
The SHERQ programme main responsibi

POLICY PRONOUNCEMENT

the following role players: -

lities and functions shall be implemented by

-Authorityl. |, ... |Poliey Approval. -
Executive Might direct that certain Can a‘p‘proJ  policies: | Oversees. policy Approves amendme
Authority policies be formulated of reéfevant to the implementation. of policy resuiting
drafled, departmentiin line ' from a review
with powers conferred
by law or dglegation
. [
Accounting Recommends approval Can apprové policies | Oversees implementation of | Can approve
Cfficer of draft pelicy to the EA relevant to the policies amendments to.
of advice of Executive depantment in line policies relevant to.
Managément with powars conferred the department in lin
' by law or defegation with powers conferre
' : by law or'delegation
Executive Recommend the draft Nanhe Implement poiicy within area Monitor and evaluate
Management/ pelicy before submission of responsibility | implementation of the
Senior to Accounting Officer or ’ policies at.a strategic
Management EA levei '
Labour Recommend the draft None Check whether the righits of | Monitor
Organizations policy before submission. employer and employes are implementation
justifiably served in terms of
policy implementation.
Transversal *» Supports all branches | Motivates forthe Provides support to afl Supports branches
EHEW {Departments) inthe {-approval of the policy | Provincial Departments on | -and the Executive
Directorate impiemeritation ofthe | by the relevant the implementation of the Authority/ Accounting
' ‘policy; autharity- ‘policy, Officerin monitoring
» Coordinates the & evaluating /
consultation process: alternatively analysis
dun’ng policy of the. implementation
formulation. of poficies
Departmental Provide input during None Ensurés that all employeds Supports branches
EHE&W the policy formulation’ are.informed of the rew and the Execiitive
Directorate ! review process, policy. Autharity/ Accounting

Officerin_manitoring
& evaluating /
alternatively analygis




S,

Policy Approval Pollcylmplementatlon ‘Monitoring &

| Dratting Policies

| of the implementat

-of poficies.
-Employees. Provide 'input during ‘the | Norie 'Adhere to health and safety Mo_nifor-‘-
' policy formulation/review by applying measures implementation

process. outlined in the Policy

4.16.2 OCCUPATIONAL HEALTH AND SAFETY PROGRAMME ROLE PLAYERS.

The fol!owing role players shall ensure| that the: Occupational Health and Safety
Programme is implemented to ensure compliance with OHS Act.-

41621 ACCOUNTING OFFICER
The accounting officer is responsible. for the provision and maintenance of a working

environment that is safe and without fisk to. the health of employees through
implementation of the following measures:

o Appoint a SHERQ Coordinator to mangge SHERQ programme in the workplace.

o. Appoint in writing for a specified period, health and safe‘ty representatives for the
workplace line with section 17 of the OHS Act

o Establish one or more heaith and safetyicommittees and consuit with the committee
with a view to initiating, developing, promoting, maintaining and reviewing
measures fo ensure the health and safety of employees at work in line with section
19 of the OHS Act '

41622 SHERQ COORDINATOR

The SHERQ Coordinator shall implement the SHERQ programme projects and
interventions ag foliows:-

.o Pian, monitor and manage SHERQ acca rding to st’r'ate'giés-, policies and budgetary
guidelines;

o Make provision for counselling to individual employees and to their immediate
‘family members: '

o. Analyse and evaluate data and communjcate information, statistics, and results to
various stakeholders and management;

o Coordinate activities of safety and health structures.
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o Conduct biological monitoring based on the results of the hazards identification and

risk assessment survey.

416.23 EMPLOYEES

Employee’s responsibilities shall include the following:-

Take reasonable care of their own safety and that of other persons who may be
affected by their acts or omissions.

Comply with instructions given for their own safety and health and those of others.
Use safety devices and protective equipment’s correctly.

Report promptly to their supervisors any situation which they have reason to believe
could present a hazard in the workplace.

Report any accident or injury to health which arises in the course of their work.

41624 OCCUPATIONAL HEALTH AND SAFETY REPRESENTATIVES

Occupational Health and Safety Representatives responsibilities shall include the
following:-

Regularly inspect workplace, facilities and equipment, and report to the Health and
Safety Committee in the prescribed format.

Attend Health and Safety committee meetings.

Investigate workplace incidents and report to Health and Safety committee.

Carry out inspections with Labour inspectors, when required

Attend training on OHS-related matters.

Carry out any other responsibility that is indicated in the Occupational Health and
Safety Act, 1993 or has relevance to health and safety in the workplace.

41625 Occupational Health and Safety Committee

The Occupational Health and Safety Committee shall be responsible for the following:-

o

Make recommendations to the employer regarding health and safety in the
workplace.

Investigate and discuss incidents in the workplace.

Report in writing to the Department of Employment and Labour, if necessary, on any
incident that occurred at the workplace.
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o Keep minutes of all commiitee meetings-and reports submitted by Health and Safety
representatives.

4.16.26 LABOUR UNION REPRESENTATIVES

Labour Union representatives shall be responsible for the following:-

o Represent employees in the Health and Safety committee meetings.
o Contribute in the development and review of SHERQ policies.
o Participate in the investigation of workplace incidents.

o Advocate for resources with management for continuous improvement of health and
safety work conditions

417  ENQUIRIES

All enquiries related to this policy shail!be directed to the Transversal Employee
Health and Wellness Programmes Unit.




HIV, TB AND STI'S MANAGEMENT POL CYy

418  ACRONYMS AND ABBREVIATIONS

AIDS Acquired Immune Deficiency Syndrome ]
ART Antiretroviral Therapy
ARV Antiretroviral
T DAC. | District AIDS Council
HAST HIV and AIDS, §TlIs ahd TB
HCT HIV Counselling and Testing
HIV Human Immune-deficiency Virys.

HIV & AIDS | Human Immune-deficiéncy Virus and Acquired Immune
_Deficiency Syridrome

IEC Information, Education and Communication
LAC Local AIDS Council

LPAC Limpopo Provincial AIDS Council

o M&E Monitoring and Evaluatjon

NSP National Strategic Plan

PLHIV People living with HIV
PEP Post Exposure Prophyiaxis

PrEP Pre-Exposure Prophylaxis
PIP Provincial Impleme'ntati?n Plan

STls Sexually Transmitted In'ié'ecti_ons

SANAC South African National AIDS Council




419  DEFINITIONS.

o “HIV” stands for HUMAN IMMUNODEFICIENCY VIRUS. it is a blood borne virus.
transmitted amongst human beings

o “AIDS" stands for ACQUIRED IMMUNE DEFICIENCY SYNDROME. AIDS is 2
condition that is present when the body's defence system is deficient and various
life-threatening infections occur

o “TB” stands for TUBERCULOSIS. It i§ an infection caused by an organism called
Mycobacterium Tubercuiosis

o “Mainstreaming” means the inclusion of HIV, TB and STI Management into
functions relevant to the core mandate bf each Department and sector

o °“HIVEAIDS and TB Coordinator' refers to an employee tasked with the
responsibility to coordinate the implementation of HIV, TB and STl programmes in
a department.

o “Des__ign_ate_‘d Senior Manager” refersito a member of the Senior Management:
Service in line with the provisions of the Public Service 'Act_,;1994, who is tasked
with championing the HIV, TB and STI'S Management programme within the
workplace.

o *“Peer Educator” refers to an employee who is trained to work with histher
peers, sharing information and guiding a discussion using his/her peer

experience and knowledge.




4.20 INTRODUCTION

This Policy serves outline measures that Provincial Departments should implement in
responding to HIV, TB and STI’s management. It provides policy pronouncements that
indicate how to implement the programmes in the workplace as part of the overall
Employee Health and Wellness initiatives.

4.21 PURPOSE AND OBJECTIVES OF THE POLICY
4.21.1 PURPOSE

The purpose of the policy is to regulate the implementation of HIV, TB and STI's
management measures in the Provincial Government Departments.

4.21.2 OBJECTIVES

The objectives of this policy are the following:-

o To provide prevention strategies and programmes to combat the spread of HIV, TB
and STI'S.

o To Mainstream HIV, TB, STI's and gender programmes within the Provincial
Administration.

o To protect the human rights of employees living with HIV, TB, STI's and improve
access to justice.

o To create a non-discriminatory work  environment for infected and affected
employees in the Province.

o To sustain the health and wellness of employees through care and support
services.

4.22 AUTHORITY OF THE POLICY

The authority of this policy lies within the EA of the Limpopo Provincial
Administration.

4.23 LEGISLATIVE FRAMEWORK

a) Constitution of the Republic of South Africa, 1996
b) Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
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¢) Employment Equity Act, 1998 (Act Nd
d) Labour Relations Act, 1995 (Act No. 6
Management of Drug Resistant Tuber
f) Mental Health Care Act, 2002 (Act

e)

thereunder:

g) Medical Schemes Act, 1998 (Act No. -

. 55 of 1998)
6 of 1995)
culosis in South Africa Policy

No. 17 of 2002) and regulations issued

31 of 1998)

h) National Strategic Framework on Stigma and Discrimination

i) National TB Infection Control Guidelin

es, June 2007

) HIV, TBand STIs National Strategic Pjan, 2017 —2022

k) HIV, TB and STls Provincial Implemen
) Promotion of Equality and Prevention ¢

of 20_0.0_):

m) Public Service Act, 1994 (Proclamation. 103
thereunder

n) 90.90.90. Strategy on HIV and AIDS M

4.24

This policy is-applicable to all Limpopo Pr

SCOPE OF APPLICATION

contemplated in the Public Service Act, 1994.

4.25

4.25.1 ROLES AND RESPONSIBILITIES

The HIVRAIDS, 8TI's and TB managen
functions shall be implemented by the follg

POLICY PRONOUNCEMENTS

tation Plan, 2017 — 2022
of Unfair Discrimination Act, 2000 (Act No. 4

anagement

of 1994) and Regulations issued

ovincial Government Departmenits as

ent: programme ‘main responsibilities and
wing role piayers: -

Authority/ office | Formulation & | Policy Approval | Policy. _ Monitoring &
:D_rafting_PoIicies' Implementation Evaluation
Executive Might direct that'cetain | Can approv Oversees policy Approves amendment of
Authority policies be formulated or | policies relevant to implementation; policy’ resulting from a.
drafted. the department in review
lirie with powiers
conferred by jaw-ar
delegation E
‘Accounting Officer Recommends.approval of | Can approve; Oversees Can-approve amendments

draft policy to the EA on
advice of Exgcutive
Management

-conferred by

policies relevant to

thé department in
line with pow rs
aw or

implementation  of

policies

to-policies relevant to the
departmerit in line with

‘powers conferred by law-

ar delegation -




delegation

Executive Recommend the draft None Implement  policy | Monitor  and evaluate
Management/ policy before submission within  -ared  of implementation of ‘the
Senior 1o Accounting Officer or résponsibility policies &t a strategic level
Manageinent EA ' ' '
Labour Recomriend the draft None Check whether the | Monitor implementation
Organizations policy before subrission. rights of ‘employer

-and employee are
justifiably served in
terms  of  policy
implementation.

Transversal EHRW

« Supports.all branches

Motivates fdr the

Provides support to

Supports branches and:

poliicy formulation/review
process.

the Policy:

Diractorate {Departnients) inthe | approval ofthe all Provincial the Executive Authority/
implementation of the | policy to the _ Departments on the Accounting Officer in
policy; relevant authority implementation of manitoring & evaluating /
' the policy. alternatively analysis-of

« Coordinate the the impiementation of
‘consultation process policies
during policy
formulation.

Departmental Provide.input during None Ensures that all Supports brarichés and

EH&W Directorate the policy formulation employees are the Executive Authority/
I review process. 1 infarmed of the. new Accounting Officerin

palicy. monitoring & evaluating /

o alternatively analysis of
“thé implementation of
policies. '

Employees Provide input during ‘the | Néne Implementation of

4.25.2 HIV, STI'S AND TB MANAGEMENT

The following role. players shail ensure tt
programme is _implemented to ensure comp

42521 The Accounting Officer

The accounting officer shall provide the fd

o

o

Designate a member of the Senior M

llowing services:-

Ensure the implementation of this pOI!cy in the workplace.
| anagement Service who shall become an

PROGRAMME ROLE PLAYERS

at the HIV, STI's and TB ‘management
iance NSP 2017-2022 measures:-

HIV&AIDS, STi's and TB Coordinator responsible. io champion the programme
in the workplaca.

o Ensure the provision of financial,
implementation of Wellness program

o Ensure compliance with legisiation, re

human and physical resourcés for the
mes in the Department.

Yulations, standards and protocols during




the implementation of HIV, TB and.

42522 HIV&AIDS and TB Coordinatc

The coordinator is responsible for

Q

4.25.2.3 PeerEducator

The peer educator is responsible fc

o

s,
Y

42524

Coordinate the implementationt
programme in the Department

Plan, monitor and manage wo

STls programmies.

or

the following functions:-

of HIV & AIDS, TB and STis management

kplace HIV & AIDS, TB and STls according

to strategies, policies'and budgetary guidelines.

Initiate and facilifate employees
to HIV & AIDS, TB and STIs

Make provision for psychoso

education and training sessicons with regard

cial support and counselling to individual

employees-and to their immedi?te'fa‘mily- members who need such services.

Analyze and evaluate data afL'd. communicate infofmation, statistics and

resuits to various stakeholders
Coordinate and monitor the act

Act as a focal point forthe dist

nd management fora.,

vities of Peer Educators.;

r the following functions:--

ibution of evidence-based and generic

HIV&AIDS, TB and STis promiotional materials at the workplace.

Take the initiative to implemen
HIV&AIDS, TB and STis inforn

-awareness activities, or to'communicate
ation at the workplace.

Act as a referral agent of employees to relevant internal or external

resources for health support.

‘Support employees on T8 and/
as DOTS supporter ARV Budd

Employees

or ARV treatment to adhere to treatment (act

y).

o JTake: reasonable care for the health and safety of him / herself and other

persons who may be affected b

Obey universal precautions as
person in the interest of preven

Report as soon as practicable a
her attention, to the employer.
coordinator,

y his / her acts or omissions.

aid down by the employer or any authorised
tion of HIV & AIDS, STI's‘and TB.

ny unhealthy situation which comes to his or
or to the HIV & AIDS and TB management




o Contribute to the mitigation of the impact of HIV&AIDS and TB in the
workplace

42525 Labour Representatives

Labour representatives are responsible for the following:-

o Represent employees in Departmental EH&W committee meetings.
o Contribute in the development and review of HIV, TB and STis policies.

o Make representation to the employer on agreed issues affecting the health and
safety of employees at the work place.

4.26 HIV, STI'S AND TB PROGRAMME PRINCIPLES

4.26.1 TESTING AND DISCLOSURE

o Although HIV Counseling and Testing and TB screening will be encouraged,
no staff member shall be required to test for work purposes.

o Testing at the request of the employee will be done with his/her written
consent once appropriate counseling has been provided.

o Confidentiality regarding the HIV status of any employee shall be maintained
atall times. Should an employee choose to disclose his/her status, written
consent shall be given by the employee.

4.26.2 ACCESSTO SERVICES

Employees shall have access to preventive and therapeutic services within
the comprehensive Employee Health and Wellness programme.

4.26.3 OCCUPATIONALLY ACQUIRED HIV AND AIDS

o Departments shall Create a safe and healthy working environment for their
employees to ensure that the risk of HIV and TB infections are minimized.

o Ifanemployee réasonably suspects that he/she has been in contact with blood
borne body fluids that might lead to the contraction of HIV as a result of his/her
occupational responsibilities, the employer shall follow Circular Instruction
No. 183 of the Compensation for Occupational Injuries and Diseases Act,
1993 (Act No. 130 of 1993) in ensuring that the employee receives all services
to ensure proper management of the incident.



© Ifan employee has contracted TH or any other diseases in the line of duty, the
condition shall be. reporied and anaged in terms. of theﬁCompensation for
Occupational Injuries and Diseases Act, 1993 (Act No. 130 of 1993).

426.4 HIV,STP'S AND TB MANAGENENT GOVERNANCE
0 Depart_'m_ents shall participate in the Limpopo Provinciaj AlDS Council (LPAC)and
any other structure within the LPAC.

o. Departments shall parti_cipafe.'dur_ihg' the dev‘elopment and review of the
Provincial HIV, TB and $TI's Management Strategic Plan.

o Departments shal implement the Provincial HIV, TB'and STI'S Management
Strategic Pian,

o Each Department shall appoint an HIV|ang AIDS coordinator to monitor
implem.entati.O'n-'of-.th'e' HIV, TB and sTI!s programmes.

4.26.5 HIV AND TB TESTING

D.epar'tments shall provide HCT screeningiand TR Screening on site to ensure that
employees have-access to services {o test and know their statys.

4.26:6 STIGMA AND DISCRIMINATION

Departments shall ensure that 'er’npl_cpyr-.'e_zsg are capacitated ang empowered ‘with
human rights information to prevent stigma ang discrimination in the workplace.

4.26.7 HEALTH PROMOTION AND EDUCATION

Dep'ar_tments‘._stiall implement the fo{l_owing measures:-

e _ln_trod_u_ce-appr'op'riate. education, awarendss and prevention programmes on Hiv,
STis, TB management -and other chronic. diseases for the employees in the
Department,

o Create mechanisms within the workplacei to encourage disclosure, acceptance,
care and Support for HIV-positive employees. Such mechanisms shoyig
preferably form part of a comprehe'nsiive- employee health ang wellness.
assistance Programme or health promotiof programmie.

©  Ensure that the. health promotion and edugation Programme includes an effective
internai Communication strategy in the wor Kplace.

© Educate employees aboyt the benefits of joining 2 Medical Aid Scheme.




4.27 MONITORING AND EVALUATION
D’epartments.:shall:_

© Ensure that the implementation of thit

S policy is-'monitore__d quarierly.
o Evaluate the achievements of the poli

CY objectives at least once every two years.
4.28 ENQUIRIES

All enquiries rela
Health and Welj

ted to this policy shall be
Ness Programmes Unit.

directed to the Transversa Employee.




SOCIAL CLUB POLICY

4.29 ACRONYMS AND ABBREVIATIONS

CoID 'Cofn_p.e_nsation fof Occupational Injuries and Disé‘ases‘
DPSA Department of Public Service and Administration

EA Executive Auth oriiy"

EH&W : Employee Health and Wellness

HoD Head of Department.

[e]»] injury on Duty

SMS Senior Managemsent Services.




4.30 DEFINITIONS

“Employee” means an employee as defirled in the Public Service Act, 1994;

“Physical Weliness” means promofing the care of your body through sporting and
leisure activities for optimal health and funttioning.

“Immediate Family” means the spouse, Biological parents, in-laws, adopted children
and siblings of an employee.

“Social Wellness” emphasizes the positive and interdependent relationship with
others and nature.

‘Bereavement” is the period of grief and mourning after a death.




4.31 INTRODUCTION

The Limpopo Provincial Government recognizes that employees in the provincial
administration play an important role in providing services to the citizens of the
Province. It is important and crucial for employees to work in a transformed and
conducive work environment which recognizes the social part of an employee’s life.

4.32 PURPOSE AND OBJECTIVES OF POLICY

4.32.1 PURPOSE

The purpose of this policy is to provide guidance for the creation of a quality work life
through a healthy and responsive work environment in the provincial administration
departments.

4.32.2 OBJECTIVES

o To enhance the health and well-being of employees for improved service delivery.

o To promote a healthy and balanced work life.

o Toimprove interpersonal relations and effective communication among employees.

o To promote team spirit, morale and cooperation amongst employees.

o To determine procedures to be followed in rendering support to staff members in
the case of bereavement.

o To give guidelines on handling of farewell functions for employees who are leaving
a department.

o To promote a healthy and balanced lifestyle to eliminate or minimize stress- related
disorders and diseases.

4.33 AUTHORITY OF POLICY

The authority of this policy lies within the Executive Authority of the Limpopo Provincial
Administration.

4.34 LEGAL FRAMEWORK

a) Constitution of the Republic of South Africa, 1996.

%
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e,

9)
h)

Occupational Health and Safety Act, 1
Compensation for Occupational Injurig

1993).

White Paper on Sports and Recreatior

National Sport and Recreation Act, 19
Public Service Act, 1994 (Proclamati

thereunder;

Mental Health Care Act, 2002 (Act No
Employee Health and Wellness Stratefic Framework

4.35 SCOPE OF APPLICATION

This policy is applicable to all Limpopo H
contemplated in the Public Service Act 1994.

4.35 POLICY PRONOUNCEMENT

- All employees are eligible to participate in

cultural activities and /or social club activ

Participating in sporting and recreational
during working hours shall be regarded a
by the Head of Departments or delegated

District officials may join sister Depary]
Wednesday sports practices. An attent
managers for control purposes.

EHWP must assist in coordinating: sporti

093 (Act No. 85 of 1993).
s and Diseases Act, 1993 (Act No. 130 of

), South Africa, 1996.
D8 (Act No. 110 of 1998)
on 103 of 1994) and regulations issued

17 of 2002)

rovincial Government Departments as

any approved sport, recreational codes,
ties.

activities is voluntary and  participating
5 official if authorisation has been granted
-officials.

ments within respective districts during
fance register must be kept by district

ng activities and bereavement support in

line. with the Wellnéss Management Pillgr outlined in the EHW National S’trate_gic.

Framework.

4.35.1 ROLES AND RESPONSIBILITIES

The roles, responsibiliies and powers for p
Provincial Government are outlined in the table

olicy management within the Limpopo
below:-

Authority/
office

Formulation &
Drafting Policies:

Policy Appro

Monitoring &
Evaluation

ral Policy
Implementation




Executive Might direct that Can approve Oversees policy Approves amendment
Authority certain policies be policies relevant to | implementation. of policy resulting from
formulated or drafted. | the department in a review
line with powers
conferred by law
or delegation
Accounting Recommends Can approve Oversees Can approve
Officer approval of draft policy | policies relevant to | implementation of amendments to
to the EA on advice of | the departmentin | policies policies relevant to the
Executive line with powers department in line with
Management conferred by law powers conferred by
or delegation law or delegation
Executive Recommend the draft | None Implement policy Monitor and evaluate
Management/ | policy before within area of implementation of the
Senior submission to responsibility policies at a strategic
Management Accounting Officer or level
EA
Labour Recommend the draft | None Check whether the Monitor

Organisation

policy before

rights of employer

implementation

submission. and employee are
justifiably served in
terms of policy
implementation.
Transversal e Supports all Motivates for the Provides support to Supports branches
EH&W branches approval of the all Provincial and the Executive

Directorate

(Departments) in
the implementation
of the policy

¢ Coordinate the
consultation
process during
policy formulation.

policy by the
relevant authority

Departments on the
implementation of the

policy.

Authority/ Accounting
Officer in monitoring
& evaluating /
alternatively analysis
of the implementation
of policies

the policy
formulation/review
process.

Policy

Departmental | Provide input during None Ensures that all Supports branches

EH&W the policy formulation / employees are and the Executive

Directorate review process. informed of the new Authority/ Accounting

policy. Officer in monitoring
& evaluating /
alternatively analysis
of the implementation
of policies
' Employees Provide input during None Implementation of the
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4.35.2 SPORT AND RECREATIONAL CLUBS

Departments must implement the following mea
clubs:-

&

o

4.35.3 BEREAVEMENT SUPPORT

isures in relation to sport and recreation

Establish sports and recreational activities where different sporting codes and
recreational performance can be introduckd and employees afforded an

opportunity to participate.

Establish. a sport and recreation committde to manage sport and recreatiohal

activities.

Designate an SMS member to chair and oversee the activities of the committee.

Encourage employees to participate in National and Provincial sports events that

are officially coordinated by relevant gove

Organize Departmental sport and recreat

rnment Departments.

onal events during wellness days.

Provide First Aid Services during recr_e'atieg)nal events and the Employee Health
and Wellness. P’rogra’r’n_s Unit shall coordinate the provision of first aid kits.

Encourage S_trate'g'ic Business Units (SB Js) managers to organise activities that

will buildteams and promote the culture @
Determine how funding of its-social club :
activities.
Ensure that employees 'participa’tirig- in sp
approval.

f team work including farewell functions

activities will be raised to sustain the

ort and recreational activities obtain prior

Ensure that non-participants are not allowed to be spectators if events take place

during working hours.

o Departments shall establish funieral committees whose responsibility shall be to

o

coordinate any form of bereavement suj
families.

Departmental EHW coordinators shall be
support services to affected employees a

port to employees and their immediate

responsible for provision of bereavement
nd their immediate families.




4.35.4 RESOURCE PROVISIONING

Departments shall provide financial support to the approved Social Club activities

4.36 MONITORING AND EVALUATION

Each Department shall:-

o Ensure that the implementation of the policy is monitored quarterly.
o Evaluate the achievements of policy objectives at least once every two years.

4.37 ENQUIRIES

All enquiries related to this policy should be directed to the Transversal Employee
Health and Weliness Programmes Unit.

e —
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SMOKING POLICY

4.38 ACRONYMS

AO Accounting Officer
| EA Executive Authotity
EH&W Employee Health and Wellness
tLO L.abour Organisation
LPG Limpope Provingial Government
OHS Occupational health-and safety
| PSCBC. Public Service Coordinating Bargaining Council

_Pae 4




4.39 INTRODUCTION

The Limpopo Provincial Government [LPG] as the employer recognizes the democratic
values enshrined in the Constitution and the fundamental rights of employees and citizens
to an environment that is not harmful to their health and wellbeing

The LPG recognizes that smoking causes harm to both smokers and non-smokers, and is
therefore committed and recognizes the need to promote a safe, healthy and productive
work environment for all its employees and visitars to government premises.

LPG endeavor to control the exposure of employees in the workplace, to the harmful
effects of tobacco products in line with the Tobacco Products Control Act, 1993 (Act No.
83 of 1993).

The Regulations on Smoking of Tobacco Products in Public Places issued in terms of the
Act also oblige an employer to have a written policy on smoking in the workplace.

4.40 PURPOSE AND OBJECTIVES OF THE POLICY

4.40.1 PURPOSE
The purpose of this policy is to prohibit, restrict and control smoking in the Provincial
Government premises (hereinafter referred to as “the Offices”) and promote employees’
good health and well-being including the persons visiting the Offices in compliance with its

legal obligations for a smoking policy in terms of the Act.

4.40.2 OBJECTIVES
The objectives of this policy are the following:-

a. To provide employees and visitors with a safe and hazard-free work environment

b. To educate all employees about the harmful effect of smoking and give advice,
guidance and support where required to do so.

c. To ensure that measures enshrined in the constitution, OHS Act and Tobacco Control
legislation is complied with by Departments.

4.41 AUTHORITY OF THE POLICY

The authority of this policy lies within the EA of the Limpopo Provincial Government.

]
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4.42 LEGISLATIVE FRAMEWORK

o Constitution of the Republic of South Afrid
o Tobaceo Products Control Act, 1993 (Act
o Regulations on Smoking of Tobacco Prog

R975 of 29 September, 2000);
o Occupational Health and Safety Act, 1993
o Public Service Act, 1994 (proclamation 1C

thereunder

4.43 POLICY PRONOUNCEMENTS

'4.43.1 ROLES AND RESPONSIBILITIES

The roles, responsibilities, and powers for p
Provincial Government are outlined in the table
powers apply to department policies

a, 1996\
No. 83 of 1993)
Hucts in Public Places, 2000 (Notice No.

 (Act No 85. of 1993).

3 of 1994) and Regulations issued

plicy management within the Limpopo
below. These roles, responsibilities and

Executive Might direct that Can approve Oversees policy | Approves
Authority certain policies be policies relevantto | implementation. | amendment of policy
formulated or drafted. | the departmerit in resuiting from &
line with powers review
conferred byilaw
or delegatio
1
Accounting Recommends Can 'approvi Oversees Can approve:
Officer approval of draft policies relevantto | implementation | amendments to
policy to the EA on t_he..depa_rtmént in | of policies policies relevant:to
acdvice of Executive line with powers the department.in
Management -conferred byilaw line with powers
or delegation conferred by law or
' delegation
| Executive | Recommend the draft | None Implement: Monitor and
Management/ policy before policy within evaluate 3
Senior Submission to area of implementation of
Management Accounting Officer or responsibility the policies ata
EA strategic level
Labour Recommend the draft | None: Check whether | Monitor
Organizations | policy before the rights of impleivientation
‘submission. employer and
employee are
Justifiably
served in ferms




of policy
implementation.

Transversal
EH&W
Directorate

Supports all
branches
(Departments) in
the
implementation of
the policy

Coordinate the
consultation
process during
policy formulation.

Motivates for the
approval of the
policy by the
relevant authority

Provides
support to all
Provincial
Departments on
the
implementation
of the policy.

Supports branches
and the Executive
Authority/
Accounting Officer
in monitoring &
evaluating /
alternatively
analysis of the
implementation of
policies

Departmental
EH&W
Directorate

Provide input
during the policy
formulation /
review process.

None

Ensures that all
employees are
informed of the
new policy.

Supports branches
and the Executive
Authority/
Accounting Officer
in monitoring &
evaluating /
alternatively
analysis of the
implementation of
policies

Employees

Provide input
during the policy
formulation/review
process.

None

Implementation
of the Policy

4.43.2 POLICY APPLICATION PROCEDURE

LPG shall ensure that the following compliance measures are adhered to in line with
legislative mandates: -

4.43.21

PROHIBITION

o Smoking is prohibited in all government buildings (workplaces), unless there is a

designated area for smoking.

o Each Department shall ensure that no employees smoke in their offices

irrespective of whether they share an office or not. This is also applicable to any

person visiting such offices.

o Appropriate smoking signage and notices should be displayed in all government

buildings. This warning message should be displayed at the entrance of every
government building indicating that “NO SMOKING PERMITTED, ANY PERSON
WHO FAILS TO COMPLY WITH THIS NOTICE IS GUILTY OF AN OFFENCE
AND MAY BE LIABLE TO A FINE".
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44322 DESIGNATED SMOKING AREAS

‘o Departments as employers may-designatg a portion of the workplace as a smoking
area. Smoking may only be allowed in-anoutdoor designated area.

o If the Department designated smoking aréa, the desighated smoking area shall in
all respects comply with regulation 3 of the Regulations on Smoking of Tobacco
Products in Public Places, 2000 and Notice No. R975 of 29 September, 2000 issued.
under the Act.

o The designated area shall bear the sign “SMOKING AREA”, written.in black
letters, at least-2 cm in height and 1,5-¢m in breadth, 'on a white background.

o The message “SMOKING OF TOBACCO PRODUCTS IS HARMFUL TO YOUR
HEALTH AND TO THE HEALTH OF CHILDREN, PREGNANT OR
BREASTFEEDING WOMEN AND NON-SMOKERS, FOR HELP TO QUIT
PHONE: 011 720 3145” shall be dispiayed at the entrance to or in the designated
smoking area.

o Departments shall provide notices and signs indicating areas where smoking is
permitted and where it is not permitted

o Departments shall display warning signs where smoking is not permitted; the
warning signs shall carry the warning: “ANY PERSON WHO FAILS TO COMPLY
WITH THIS NOTICE SHALL BE PROSECUTED AND MAY BE LIABLE TO A
FINE™.

44323 ASSISTANCE TO SMOKERS

Departments shall recognize that smoking is an addiction and that while regulating
smoking in the workplace, some staff members might find it difficult to adjust, every
effort shail be made to assist smokers to. ahapt’ to conditions. under this policy as
follows: - R

o Each De‘partment.shall' ensure that employees who smoke use their lunch time to
smoke in designated areas or make arrangements with their supervisors if the
Departmental smoking policy permits shorf smoking breaks:

o Each Department shall ensure that smokirg breaks allowed do not affect job
performance (workflow processes).

o Each Department shall ensure that compldints and concerns submitted by non-.
smokers and smokers are addressed by Ernplo_y'ee Health and Wellness unit.

o Each Department shall ensure that smokers are offered support services to stop.
smoking. '

'P.ag_"




-associated with smoke inhalation due'to exposu

44324 PROTECTION OF NON SMOKERS

Departments shall also recognize that non-smoiers may experience challenges

the workplace.

e from smoking by those who smoke in

Departments shall implement the following measures fo non-smokers:-

o Protect employees who do not want to-be exposed to tobacco smoke inthe through

appropriate designation of smoking areas far

away from Department building

o All non-smoking employees to object to tobatco smoke in the workplace without.

rétaliation of any kind.

44325 DISCIPLINARY MEASURES
Disciplinary action must be taken against any

44326 FINANCIAL IMPLICATION

/ employee who violates this policy.

The cost associated with the implementatipn of this policy shall be met from the

individual Department's budget.

4.44. MONITORING AND EVALUATION

Each Department shall:
- Ensure that the implementation of this po
= Evaluate the achievements of policy obje

4.45 ENQUIRIES
All enquiries related to this policy should be ¢

Health and Wellness Programmes Unit.

icy is monitored quarterly.
ctives at least once every two years

jirected to the Transversal Employee
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WELLNESS MANAGEMENT POLICY

446 ACRONYMS AND ABBREVIATIONS

AO Accounting Officer
DPSA Department of Public Serviceé and Administration
EA Executing Authority
" EAPA SA Employee Assistance Professionals of South Africa
EH&W Employee Health and Weliness.
| HoD Head of Department
PSCBC Public Service Co-Ordinating Bargaining Council
Rol Return on Investment
SMS Senior Management Services




4.47 DEFINITIONS

For the purpose of this policy, unless the context indicates otherwise, the
following definitions are set out for the terms indicated below:-

= Diseases management refers to the processes and people concerned with improving
or maintaining health status of individuals. It focuses on the reduction of the impact of
diseases on quality work life by increasing knowledge level on communicable and non-
communicable disease amongst employees. :

= Employee means a person appointed in terms of the Public Service Act 1994 as
amended by Public Service (Act No 30 2007) and the Employment of Educators Act
(No 76 of 1998).

* Employee Health and Wellness Advisory Committee is a Departmental committee
constituted by the following the stakeholders, yet not limited to EH&W, HRM, HRD,
Finance Management, PMDS, Organized Labour and Risk Management to oversee
the implementation of EH&W programmes and advise where necessary.

= Financial Wellness refers to the ability to maintain a fully developed and well balanced
plan for managing one's financial life that is integrated with personal values and goals.

* Immediate Family means spouse and children or as determined by the Department.

= Mental Health refers to a basic component of positive health and well-being. It refers
to a variety of illnesses that affect our mental and emotional well-being. It is necessary
to provide emotional and spiritual resilience to allow enjoyment of life and effective
management of distress and disappointment.

= Physical Wellness promotes taking care of your body for optimal health and
functioning.

= Provincial EH&W Committee refers to a Committee which serve as a vehicle of
coordination, communication, collaboration, and consultation, aimed at establishing a
harmonised communication of the Provincial EH&W policy guidelines.
This committee is constituted by all Departmental designated SMS members and it has
a sub-committee (forum) constituted by Departmental EH&W coordinators.

= Psychological Wellness refers to a dynamic state of mind that is influenced by and

influences our physical, intellectual, spiritual and social lives.

... ——————————
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= Social Wellness refers to the positive and int
nature.

i Spiritual Wellness refers to integrating -our

erdependent relationship with others and

beliefs and values with our actions; it

enhances the connection between mind, body and spirit.

» Wellness Management refers to an active

process for both the individual and the

organization, where active steps can be taken to reduce chronic diseases and mitigate

its debilitating impact on individual personal ii
Economic Forum.

= Work-Life Balance refers to the achievemer
and one’s personal life (Webster). It pr

fes and organizational productivity (World

t of equality between time spent working
omotes flexibility in the workplace to

o accommodate work, personal and family needs; which can result in benefits to

organizations due to higher levels of empioye

e satisfaction and motivation.




4.48 INTRODUCTION

The Provincial Administration acknowledges the existence of employees personal
and work-related problems that may have a riegative influence on service delivery,

as a result it recdgni‘ses- its responsibility
suppoitive working environment aimed at ¢

to create and maintain a healthy and
nhancing service delivery and quality of

life for all employees in the Provincial Administration.

This policy should be read in conjunction with the 2008 National EH&W Strategic
Framework, step-by-step implementation gyide and the Monitoring tool for Wellness

management.

449 PURPOSE AND OBJECTIVES OF THE POLICY

4.49.1 PURPOSE

The purpose of the policy is to regulate th

e Wellness management Programmie in

the L’imbopo Provincial Government through the following:-

« Creation an organizational climate and gulture that is conducive to employees’

wellness and comprehensive identification

of psycho-social health rigk.

¢ Promotion of Work-Life Balance through flexible. policies. in the workplace to

accommodate work, personal and family
¢ Creation and sustainance of a healthy ang
delivery.

eeds.

‘productive workforce for quality service

 Promotion of the health and wellbeing of employees and their families through

comprehensive weliness management pro

4.49.2 OBJECTIVES

grammes.

The objectives of this policy is to guide Provincial Departments in the following Wellness

management aspects:-

o To improve on the provision of Disease
health services;

© To promote Physical Wellness and healthy

management programmes: and Mental

lifestyle practices amongst employees;

o To empower-employees with life skills to manage life-stressors
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o- To strengthen the knowledge levels of indji
and reinforce behavior change practices.

4.50 AUTHORITY OF POLICY
The authority of this policy lies within the EA {

4.51

PUBLIC SERVICE
a) Constitution of the RSA, 1996 [Act No. 1

b)
.c)
d)

&) Promotion of Equality and Prevention o

g)
)

LEGISLATIVE MANDATE FOR WELL

Basic Conditions of Employment Act, 19

vidual employees-and ‘aiso help catalyze

bf the Limpopo Provincial Administration.

NESS MANAGEMENT WITHIN THE.

08 of 1996]
97 [No. 75 of 1997]

Occupational Health and Safety Act, 1993 [No. 85 of 1993] as amended
Employment Equity Act, 1998 [No. 55 of 1998] as amended

No. 4 -of 2000]

Public Service Act, 1994 [No 1994] as 3

f Unfair Discrimination Act, 2000 [Act

mended

Mental Health Care Act, 2002 [No. 17 of 2002]

The Medical Schemes Ac‘t:, 1998 [No. 13

1 of 1998] as amended

i) National Strategic Framework on Stigmg and Discrimination;

J) National Strategic Framework on Employee Health and Wellness Programmes of
2008 as amended in 2009.

k) EAPA-SA Standards 4% Edition;

) Mental Heaith Care Regulations 14 February 2003;

m) Public Service Regulations, 2001 as aménded;

n) White. paper on Sports and Recreation South Africa 1998. Getting the nation to
play.

4,52 SCOPE OF APPLICATION

This policy is applicable to all Limpopo Provincial Government Departments -as
contemplated in the Public Service Act, 1994 as amended.




4.53 POLICY PRONOUNCEMENTS

4.53.1 ROLE PLAYERS AND RESPONSIBILIT‘ES

The roles, responsibilities and powers for pzl_i'cy management within
Provincial Government are outlined in the table

elow:

the Limpopo

Monitoring &

justifiably served
in terms of policy
implementation.

Authority/ Formulation & | Policy Approval | Policy
office Drafting Policies Implementation- | Evaluation:
Executive Might direct that Can approve Oversees policy | Approves
Authority certain policies be | policies relevant | implementation. | amendment  of
formulated or to the policy resulting
drafted. department in from a review
line with powers
conferred by law
or delegation
Accounting | Recommends Can approve Qversees Can approve
Officer approval of draft policies relevant | implementation | amendments to
policy to The EA on | to the of policies policies relevant
advice of Executive | departmentin to the department
‘Management line with powers in ling with
conferred byilaw powers conferred
or delegatior by law or
delegation
Executive Recommend the None Implement policy | Monitor and
Management/ | draft policy before 'within  area of | evaluate
Senior | submission to responsibility implementation of
Management | Accounting Officer the policies at a
' or EA strategic level
Labour Recommend the None Check whether | Monitor
Organization | draff policy before the rights of | implementation
submission. employer and
employee are
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Transversal
EH&W

e Supports all
branches

Shall motivate for
the approval of

Provides support
to all Provincial

Supports
branches and the

Directorate (Departments) in | the policy the Departments on | Executive
the relevant authority | the Authority/
implementation of implementation | Accounting
the policy of the policy. Officer in
monitoring &
e Coordinate the evaluating /
consultation alternatively
process during analysis
policy implementation of
formulation. policies
Departmental Provide input None Ensures that all | Supports
EH&W during the policy employees are branches and the
Directorate formulation / informed of the Executive
review process. new policy. Authority/
Accounting
Officer in
monitoring &
evaluating /
alternatively
analysis
implementation of
policies
Employees Provide input during | None Implementation
the policy of the Policy

formulation/review
process.

This policy involves the following role players and their responsibilities are as follows:-

4.5311

The Accounting Officer

o Ensure the Development and implementation of Wellness management policy in
the Department.

o Designate a member of SMS to champion Wellness programmes in the workplace.

o Ensure the provision of financial, human and physical resources for the
implementation of Wellness programmes in the Department.
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45312 The Wellness Coordinator

Lol

4.53.1.3 The Employee

45314 The Provincial EH&W Committee

(]

_Analyze and evaluate data and communigd

Ensure that all supervisors playa key rol¢ in the promotion and 'implement_ation of

Wellness services in the Department.

Ensure compliance with legislation, regulations and standards during the

implementation of Wellness programmes.

Plan, implement, monitor and evaluate W
policies and budgetary guidelines.

ellness services according to strategies,

Provide weliness services to employees and their immediate family members

through promotion of physical, social,
intellectual wellness of employees.

various stakeholders-and management st

Promote work-life balance at the workplade.

Provide information regarding nutrition.

emotional, occupational, spiritual and

ate information, statistics and resuits to
uctures.

Oversee the functioning of the gymnasiym and other physical and recreational

activities in the workplace.

Utilize wellngss management services. pre
in order to improve personal quality work |

vided in the workplace by the employer
fe.

Conduct early identification and self-referral to wellness services in-order to receive

timely intervention.
Co-operate with employer when assistanc

Serve as a forum for coordination, comm

e is being offered

unication, collaboration, consultation on

issues pertaining to Wellness Management programme and other related

programmes.

o Meet quarterly to discuss employee health and wellness policy matters.

o Measure consistently the impact of EH&W on productivity of the individual

Departments.
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o Contribute to EH&W policy formulation and review as well as research planning and

implementation thereof.
o Ensure that the EH&W related information is cascaded to all levels in the

Departments including relevant stakeholders.

45315 Labour Union Representatives

o Represent employees in Departmental EH&W committee meetings.

o Contribute in the development and review of Wellness policies.

4.53.1.6 Employee Health and Wellness Departmental Advisory Committee

o Provide strategic guidance on the implementation of EH&W programme.
o Contribute to policy and strategy formulation.
o Assist with the marketing of Wellness programme in the Department.

o Oversee the monitoring and evaluation of \Wellness programme.

4.54 PRINCIPLES

The Wellness programme is underpinned by the following principles outlined by EAPA
SA:-

a) Levels of employment.

The programme shall focus on all levels of employment, all Wellness services
shall be accessible to all employees including their dependants.

b) Equitable Services

The Wellness services shall be responsive to the needs of designated groups such as
women, older persons, people with disabilities and people living with HIV, STls and
TB.

All employees and prospective employees have the right to equality and to be
protected from unfair discrimination in all employment policies and practices.

S —
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¢) Coherence of Models, Programmes and Policies

The service delivery models shall offer the same package of service to all employees
which does not contradict each other in spite of it being in-house, outsourced.

d) Flexibility and Adaptability.

Departmental EH&W programme should be cistomized to ensure that interventions
-are-evidence based and sector specific. The interventions implemented in-al
Depariments should address the needs and cbncerns of the organization and the
employees.

e) Respect for human rights and dignity

The rights and dignity of employees. utilizing welllness services should be respected and
upheld.

f) Confidentiality and Protection of employees’ personal data

Any information shared during consultation or counselling session shall not be disclosed
o anyone without the employee’s informed writtert consent except when disclosure is
required in terms of law or court order.

The: records should be kept in terms of the General file plan of each Department and
classified according to the prescripts.

g) Gender and cultural sensitivity

Departmental Wellness programmes interveéntions shall be communicated in such a
way that they are gender and culturally sensitive to the needs and ¢oncerns of all
employees.

h) Access to information and Education

Information and education should be accurgte and readily accessible to all
employees in a language they understand.

i) Partnerships and referral

Continuity of care shall be promoted through partnership and referral to community
resources and specialist

j) Alignment to national protocols

All prevention and treatment interventions should be aligned to reievant approved
national protocols for treatment, care and support.
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k) Voluntary Participation and Statutory obligation

Employees’ participation in the Wellness programme is voluntary however
management has the prerogative of referring employees to Employee Health and

Wellness unit for assistance.

455 WELLNESS MANAGEMENT PROGRAMME FUNCTIONS

The Employee Health and Wellness Coordinator shall implement the following Wellness
management functions as outlined below:-

a. PSYCHO-SOCIAL WELLNESS
o Develop and implement preventative and curative programmes to promote social,
financial, spiritual, and intellectual wellness.
o Develop continuous professional development programme that will promote
performance and the well-being of employees.
o Implement monitoring system to analyse trends e.g. debts rate in the Department.

b. ORGANIZATIONAL WELLNESS
o Collate and analyse leave (sick, special and vacation) to inform the planning.
o Develop and implement prevention programmes to deal with work related issues
not limited to burnout, stress, discrimination, victimization, sexual harassment,

workplace bullying and violence.

c. WORK LIFE BALANCE
o Contribute to the development of Flexible policy to accommodate work and

personal needs to promote employee satisfaction and motivation.
o Establish child care and breast feeding facilities for employees based on the needs.
o Develop strategies for implementation of retirement programmes in the workplace.
o Contribute to the mainstreaming of gender and disability programmes in the

workplace.

=
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d. PHYSICAL WELLNESS

Promote physical wellbeing through the establishment of fitness, exercise, and

recreation facilities and programmes.

o Conduct awareness and education pr

medical intervention, life style and chroni
Establish a database that indicates emplo
less-accidents and less absenteeism.

Put systems in place for dissemination of

pgrammes for nutrition, weight conirol,
> diseases.
yees with lower stress levels; better focus;.

wellness information electronically and in

print to all employees.

e) FINANCIAL IMPLICATIONS
The'-'c':ost associated with the implementation pf this policy shall be met from the
individual Department’s budget.

Each Department shall cost its Wellness opetational plan utilizing the costing model

as a guide for budgeting.

f) IMPLEMENTATION

Each Department shall develop an implemer

| | tation plan for the policy, which shall
incorporate monitoring and evaluation plan,
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SECTION 5

LABOUR RELATIONS POLICIES

e —
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5.1 ACRONYMS AND ABBREVIATIONS

CCMA Commission for Conciliation, Mediation
and. Aréitr'a.tipn.
"DPSA The Department of Public Service and
Administration.
EA Executive Authority
PSCBC Public Service Coordinating Bargaining

Council
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5.2 DEFINITIONS

ATerms

Description

Chamber

a structure established

by the Gouncil in terms of clause

13.9 of the PSCBC Cohstitution.

Collective agreement

a written agreement concerning terms and conditions of
empioyment or any other matter of mutual interest concluded by

one or more registered

trade unions and the employer.

Collective bargaining

a process where parties, usually the employer and employees or
representatives agree -'fp;_.jointfy negotiate and discuss matters of

mutizal interest. ;

e,

Committee the Provincial Strike Management Committee.

Conciliation a process in which the disputing parties meet in the presence of a
neutral third party (the conciliator) to resolve a dispufe and the
congciliator attempts to;facilitate a seftlement or resolution of the
dispute between the pdrties.

Director- General

“the Accounting Officer

n the Office of the Premier.

Disciplinary Code

Procedure

and

PSCBC Resolution No:

.1 of 1999( as amended )

Disciplinary inguiry

an inquiry into allegatio

Disciplinary Code and |

ns of misconduct conducted in terms of the

Procedure

Dispute

A formal expression of

a disagreement between the employer-and

an employee or collective employees resuiting from a failure to

agree on a matter of mitual interest at the grievance level or within

the negotiation process!

%




| Emoluments means any payment in money or in kind, or both in money and in
kind, made or-owing tolany person ini return for that person working
for any other person, including the State.

.Employee any person who, excluding an independent contractor, who works

for the employer and Wwho receives, or is entitled to receive, any

remuneration; and any

other person who in any manner assists. in

carrying out or conducting the business of the employer.

Essential service

(a) a service the interfuption of which endangers the life, personal

safety or health of!

the whole or any part of the population;

(b) the Parliamentary service;

(c) the South African Police Service

Executive Authority

A person defined |n

1994(Proclamation No,

terms of the Public Service Act,
103 of 1994) as amended.

B

Grievance a dissatisfaction regarding an official act or omission by the
employer which adversely affects.an employee in the employment
relationship excluding unfair dismissal. _ -

Management individual(s) who are gssigned to take the responsibility of the

| | Provincial Government

Minister the Minister of the Department of Public Service and Administration.

Picketing a peaceful demonstration by employees on public premises but
outside the premises of an employer with the intention of suppoiting
any protected strike o in opposition fo any lock-out; Consult the

picketing rules document.

Precautionary suspension

release of an employee from duty with full emoluments for not more

than 60.days due to the

employer ‘s apprehension that the presence

of the employee at the workplace might jeopardize any investigation

of a serious misconduct which the employee is alleged to have

committed and “susper

sion” has a cofrespondent meaning.

Protected strike

A strike that complies with the provisions of Chapier IV of the Act.

Province

Limpopo

Provincial Government

Limpopo Provincial Ga

vernment.




iy,

Provincial Contingency Plan

the provincial plan that outlines the manner in which to prepare for

an impending industria
industrial action that is

| action and how to monitor and manage the

already in progress.

Unfair labour practice

any unfair act or omisg

ion that arises between an employee and.an

employer as-provided for by section 186(2) of the Labour Relations

Act, 1995(Act No.66 of 1995).

Unprotected strike

A strike that violates th

e provisions of Chapter IV of the Act.

Sector

- any party of the publi
terms of section 37(1) of the Act.

service that is designated as a sector in

Sectoral Council

A,

Act.

-a bargaining council established in terms of section 37(2) of the

Strike:

the partial or complete

concerted refusal to work or the retardation:

or obstruct_i'o“n of work by persons who are or have been employed

by the same employer

or by different employers for the purpose of

remedying a grievancp_ or resolving a. dispute in respect of any

matter of mutual inteé‘e_st between employer and employee and

every reference to “wark” in this definition includes overtime work,

whether it is voluntary

Dr compuisory.

Strike aitendance register

purpose of confirming {

the strike attendance re

strike.

gister that all employees have to sign for the
smployees’ work attendance on the day of a

n"Str'ike ‘hotice

A Torty- eight hour nof

Bargaining Council pi

ice -given to the employer by the CCMA or
'oposing a strike after a dispute remained

unresolved or after the:

apse ofthe 30- day conciliation period from

the date of referral of the dispute.

Suspension a form of sanction conferhpla'_ted in item 7.4 ofthe Disciplinary Code
and Procedure.
the Act The Labour Relations Act, 1995 ( Act No 66 of 1995) ('as amended). |

this Policy

the Provincial Labour Relations Policy.
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Trade Union an association of employees whose principal purpose is to
regulate relations between employees and employers and include
a combined trade union party.

Transfer precautionary transfer as contemplated in item 7.2 of the

Disciplinary Code and Procedure for the Public Service

5.3 INTRODUCTION

The Limpopo Provincial Administration as the employer recognizes and respects
employees’ right to fair labour practices as enshrined in section 23 of the Constitution of
the Republic of South Africa Act, 1996(Act No. 108) of 1996 and of the Labour Relations
Act, 1995(Act No. 66 of 1995) as amended.

The Provincial Government is thus obliged to provide a regulatory framework to guide and
ensure the fulfillment of such rights in line with relevant legislation.

5.4 PURPOSE AND OBJECTIVES

5.4.1 PURPOSE
The purpose of this policy is to regulate labour relations matters within the Provincial
Administration. |

5.4.2 OBJECTIVES

The objective of this Policy is to-

(@)  ensure the efficient and effective monitoring and management of the public service
strike in the Province:

(b) regulate the movement of employees in the event of a strike;

(c) assist and ensure that Departments keep measures in place to avoid disruption of
service delivery during a strike:
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endangeréd during a strike;

(d) put measures in place that ensure that employees’ safety and lives are not

(e) clarify the procedures relating to the management of strike actions and provide

guidelines to administer the processes felevant thereto; and

() indicate the specific responsibilities and authority to managers and supervisors.

5.6 SCOPE OF APPLICATION

This Policy must apply to the Limpopa Provincial Government, as the employer,

and alt employees.

5.6 PRINCIPLES
a.

™ oo 0 T

5.7 LEGISLATIVE FRAMEWORK
a.
b. The Labour Relations Act 1995(Act No. 66 of 1995); as amended
¢. Public Service Act, 1994(Proclamation No. 103 of 1994) as amended,;
d.
e
f

5.8AUTHORITY OF THE POLICY
This policy is authorized and issued by the EA for the Provincial Government of the
Limpopo.

Accountability;

Fairnass;

Objective decision-making;
Professionalism;
Consultation; and
Confidentiality

The Gonstitution of the Republic of South Africa Act, (1996) Act No. 108 of 1996

Public Service Regulations, 2001{as{amended);

. South:African Police Services Act, 1995(Act No. 68 of 199_5_)'_;.-and'
i

The Employment of Educators Act, 1994(Act No. 76 of 1994.




-5.9POLICY PRONOUNCEMENTS

5.9.1 ROLES AND RESPONSIBILITIE

S

The roles, responsibilities, and powers for policy management within the Limpopo

Provincial Administration are outlined in t
and powers apply fo depariment policies.

he table below. These roles, responsibilitics

Authority/ Office Formulation & | Policy Policy Monitoring &
Drafting Approval Implementation | Evaluation
Policies
lExe'c_ut_ive Authority Directs  that | Can approve | Oversees policy | Approves
A, certain policies | policies relevant | relationship of | amendment of policy
be formulated | to the | policy resuiting from a
or reviewed, department | in | implementation review
iine with powers | with electoral
conferred by |aw | mandates.
or delegation
Accounting Officer Recommends | Can  approve | Oversees Can approve
approval  of | policies relevant | implementation of |-amendments to
draft policy to |to the | policies policies relevant . to
the EA on | department ! in the department in line
-advice. of | line with powers with powers
Executive conferred by law conferred by law or
Management. or delegation’ delegation
Executive Recommend None Implement policy | Monitor and evaluate
Management/  Senior| the draft policy | within® area of | implementation of the
Management before. responsibility policies at a strategic
. submission to : level
Accounting
Officer or EA
Labour Orgariization | Recommend None Check whether | Monitor
the draft policy the rights of | implementation
before employer and ' '
submission. employee are
Justifiably served
in terms of policy
implementation.
Transversal  Labour| Proposes policy | Motivate for the | Provides support:| Supports units in all
|Relations e .t approval of the | to- all Provincial | Departments, the.
formulationdrevi policy to ihe | Depariments on | Executive Authority/
ew. relevant the Accounting Officer in
authority monitoring &




implementation of | evaluating ]
_ the policy. alternatively analysis
Coordinate the. implementation  of
consultation policies
process during
policy
formulation.
Departmental Labour| Provide input.| None Ensures that -all | Supports line
Relations durin the. employees  aré | managers, Executive
9 informed of the|and the Executive
i policy new policy | Authority/ Accounting
S formulation/revi (Create Officer in monitoring
- o awareness). & evaluating f
eW, process. ‘ alternatively analysis.
implementation '
policies
5.9.2 LABOUR RELATIONS
5.9.21 Collective bargaining

(a) Collective bargaining at departmenital level should only be for the purpose of

consultation and not for negotiation.

. (b) The Provincial Government must recognize the employees’ right to join trade
' unions of the employees' choice or -n‘oﬁ to join but that employees who choose
to join trade unions not represented inithe PSCBC are liable to pay an
agency shop fee agreed to in the: F’SC‘ C.

(b) Representatives of the employer in co!léotive bargaining must eénsure thai-
(i) they have proper mandates whenev‘er they enter into collective
bargaining; and |

(ii) that the matters which they 'ente_rta;n fall within the power of the.
employer at that level; and i

(c) Members of the. SMS are exempted from the payment of the. agency fee but
the members may join or not join any trade union and are excluded from the
bargaining unit as they act as representatives of the employer.
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5.9.2.2. Grievance handling

(@)  The purpose of the grievance procedure is to advance sound labour
relations and address grievances in the public service.

(b)  Grievances and disputes must be handled in terms of the Grievance Rules
in the Public Service, PSCBC Resolution 14 of 2002.

5.9.22 Employee participation

(@) Employee participation is the direct involvement of employees at a workplace
within a limited range of activities such as those conducted within briefing groups,
operational teams and quality circles;

(b) The employer must allow the employee to be involved in the activities to direct
the full potential of employees towards achieving the organization’s goals;

(¢) The activities may include consultation and joint decision-making in workplace
councils, shop steward or management meetings; and

(d) The employee's participation may extend beyond the organization to include the
employee representatives generally through trade union involvement in Sectoral
Bargaining Council and other structures.

(e) The objectives of employee participation are to
() enhance human dignity:;
(i) promote productivity in the workplace;
(i) extend democracy in the workplace; and
(iv) Promote economic development on a regional or national level.

59.23 Employment equity and unfair discrimination

(a) The Provincial Government —

(i) recognises the right to equality in terms of the Constitution of the Republic
of South Africa, 1996 (Act 108 of 1996) and the Employment Equity Act,
1998(Act No. 55 of 1998); and

(ii) must put in place, a policy or programme through which the Provincial
Government must effect affirmative action:

&
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59.24  ‘Skills development
The Provincial Government must develop skills jof employees and improve the
employment prospects of persons previously disadvantaged by unfair discrimination.

59.25 Organizational change

a) The Provincial Government must, for the sake of service delivery and where
necessary, effect change in terms of the orocedurés the collective agreements and

legislation pertaining to organizational change lay down; and

(b} Change in this regard would amongst others refer to 're'str_u'cturi'ng_-, redeployment,
down-gizing, re-engineering, dismissal based on operational requirements of the
-Qrganization, ‘

59.26  Performance management and service delivery
(@)  The Provincial Government must follow an approach of regular formal

z _ _ .
performance assessment and informal work performance reviews and
feedback that take place on a confinuous basis.

(b)  This approach must be transparent, inclusive, fair and must subscribe to

the principle: of differentiating between outstanding, commendable,
satisfactory marginal and uns_atisféct_ory'performance._

5927  Health and safety at workplace

The Provincial Government must ensure that everyone in the WOfkaaCe', including the
b neinth .
Provincial Government itself, meets health and safety standards as spelt out in the.

Provincial Workplace Health -and Safety Policy.




5.9.3 PRECAUTIONARY SUSPENSION
59.3.1  Grounds for precautionary suspension

The employer —

(a) may suspend an employee with full emoluments pending a disciplinary
inquiry if the employer has reasonable apprehension, in terms of sub-
clause 7.2 of PSCBC Resolution 1 of 2003,

(b) may impose reasonable conditions to the suspension and the employee

may not breach the conditions as the employer may take further
disciplinary action in appropriate circumstances; and

(c) must consider precautionary suspension as a last resort.

(d)  The employer may precautionary suspend an employee if the employer

believes that-

(i) the employee could tamper with evidence

(ii) the employee’s presence in the workplace might have a
disruptive influence;

(iii) the employee’ s presence in the workplace constitutes a threat

to the employee’s own safety or other employees’ safety;

(e) the employee might interfere with witnesses; and

) there is a likelihood that the employee could repeat the offence during the notice
period for the disciplinary enquiry.

(g) the employer's intention must be to investigate the charges against the
employee.

(h)  The employer may not need to give the employee a hearing before the
suspension

(i) The employee is not allowed to take up the employee’s duties until the
suspension is lifted but must be available at a location acceptable and
accessible to the employer for the purpose of completing the investigation; and

() The suspension does not amount to a breach of contract of employment.

B e S ——S e ——— .,
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5.9.3.1 TRANSFER OR RE-ASSIGNMENT OF

The employer —

(a) may temporarily transfer the ¢

DUTIES

zmployee to another work location or re-

assign to other duties as a:preEautionar._y measure;

(b) mustalways give priority over

recautionary suspension in order to curb

expenditure where salaries.aré paid for no services rendered,

(c) the employer's intention for
temporarily remove the emplg
work to avoid circumstances
employee at the workplace
_jeopardize any investigation in

(d). the employee remains against

5.9.3.2 EMPLOYER OBLIGATIONS

The employer must-

‘a) have valid and fair reasons for suspen
relations principles;

transfer or re-assigning duties is to
yee from the place of work or nature of
where, for instance, the presence of an
or in the specific environment might
lo the alleged mis¢onduct; and

the employee’s post in the workplace.

ding an employee, based on fair labour

b) ensure that the period of suspension does not exceed 60-days

¢) review the suspension on a regular bas

inform the .employee of any progress; and

'is and throughout the suspension period,

d) ensure that there is a clear balance between the interests of the employee in
continuing the employee’s daily workl and the disciplinary and operational

requirements of the emplovyer;,
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e) during the suspension period, the employee is entitled to a speedy and effective

finalization of the investigation process:

5.9.3.3 REVIEW OF SUSPENSION

The employer-
a. must review the transfer or suspension at monthly intervals; and

b. must lift the suspension if the prescribed period has lapsed, when the employer no
longer believes that the transfer or suspension is in the public interest, or when the
reasons for the suspension have ceased to exist

5.9.4 STRIKE MANAGEMENT

a. ltis the duty of every supervisor to monitor the attendance of employees under their
sections;

b. Supervisors must keep accurate records of employee attendance during a strike
action;

c. Supervisors must ensure that all employees complete the attendance register and
submit same to the Labour Relations section in a Department;

d. In the instance where a Manager is involved in the strike action, the immediate

supervisor will be responsible to complete the attendance register.

5.9.5 PICKETING

a. Employees intending to hold a picket must make sure that-

b. a registered trade union authorizes the picket formally, in writing and in
accordance with the trade union’s Constitution:

c. the picket is peaceful;

d. The employees must hold the picket in any place to which the public has
access but outside the premises of the employer within the radius agreed to
by the employer or as determined by a Court of law.

R ——
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e. Employees must obtain permission of the employer if the employees intend
to hold the picket in the premises bf the employer.
f. The employer may not unreasonably withhold the permission referred to in

paragraph (4). _ o
g. Before the employees hold a picket, the employer and the trade union'must

agree on picketing rules that incllide but are not limited to-
o the number of employees who are to hold the picket;
o the location where the empioyegs will hold the picket;
o methods of communication bga'_tWee_n marshals, employer and other
relevant parties; and
o conduct of employees holding a|picket.

h. the employer must upon being nofified of the picket, provide the person who
convened the picket with the name, address and telephone number of the
person appointed by the employerito represent it in any dealings arising from
the picket.

i. Thé intention of the pi_Cket must be to peacefully encourage non- striking
employees and members of the public-to oppose & lock-out in support of the
picket by either dissuading replacement labour from working or persuading

5.9.6 CONDUCT OF EMPLOYEES
Employees who are on strike must-

a.

members of the public or other,
business with the employer.

exercise the right to strike in an acceptab
who are not on strike; |
not engage in violence or disrupt the emg
not come within an agreed or defined rz
employer and the trade union may specify

to. present a memorandum to the employ

not-hurl abuse at employees who are not

employers and. their employees to do

e manner without intimidating emiployees

loyer's services,

idius of the employer’s premises as the
rexcept for an employee who is delegated
2,

on strike: and




=

e. notengage in conduct that constitutes a
the Disciplinary Code and Procedure.
f. Failure on the part of the striking employ

criminal offerice or misconduct in terms of

ges to adhere to paragraph (1) constitutes

.a misconduct and the employer must supject the employees to disciplinary action

in line with relevant Disciplinary Code and Procedure.

g. Employees who are not.on strike must sign the strike attendance register as the

Committee may direct.
h. Employees engaged in essential service

F_

()  may not participate in a strike aftion unless a Maintenance of Minimum

Standards agreement is in place;

and

(i)  ifthe employees in paragraph(a) engage in a strike in the absence of MMS

-agreement, such action will be un

hrotected.

5.9.7 ESTABLISHMENT OF THE PROVINCIAL STRIKE MANAGEMENT

COMMITTEE

a) The Office of the Premier must upon receiving notice of a strike, establish the

Provincial Strikeé- Management Committe to coordinate all the activities pertaining

1o a strike; and

b) Each Department must nominate three émployees to serve in the Committee.

5.9.7.1. Composition of the Committee

The following must constitute the Commitiee:

o Labour Relations Officers

Human Resources practitioners;

o O ¢

5.9.7.2 Role of the Commiittee
The Commiitee must-

Employees in Integrity or Risk management;
y . g

Employee Health and Weliness Programme

‘a. coordinate -'d_ecisions directed by the Depariment of Public Service and Administration

and Office of the Premier in relation fo a strike;




b. oversee the monitoring and management o
c. intervene, provide advice and.support to D¢
d. énsure the consolidation-and keeping of re

Provincial level;
. liaise with relevant stakeholders to represe

ensure adherence to the “no work no pay”

f-a strike;
spartments where necessary,
ords of the statistics of all Departments at

t the Province on strike issues;

principle whether the strike was for a full

day or pait of a day regardiess of whether the strike is protected or not;

g. ensure the security of the employees, go

strike;

1. identify and prioritize. key instaliations and
and separated;

implement emergency measures thataren

apply the contingency plan in relation to a s

. generally represent the Provincial Administ

5.9.7.3 Role of Departments’

a. Upon receipt of a strike notice, the Office

Department thereof;

. Each Department must constitute.-a Departi]

a strike in the Depariment;

c. A Department must nominate three employe
d. One member of the Committee must serve

alternates in the Deparimental committee;
. A Depariment must ensure that —

i.
ii. mechanisms are put in place to
obtained at Departmental level and
fi. the Department captures informatic
30 days of the strike; and

the Human Resources componen

salaries of employees who particip

vernment premises and assets during a
services that would need to be protected
ecessary;

trike action; and

-ation in all issues pertaining to a strike.

of the Premier must notify each Head of

nental Committee to manage and monitor

ses {0 serve.in the Committee;
2 as a chairperson and the other iwo as

under no circumstances may leave be granted for strike purposes; and

ensure that information on the strike is
submitted to the Office of the Premier;
n on any strike on PERSAL system within

t in the Department effect deductions of
ated on strike in the month that the strike




A Departmental Committes must-
a.

‘ay direct.

‘managing the strike attendance register;

for further processing and referral to the rele

takes place or in the subsequent

" the month.

5.9.7.4 Role of Head of Department
A Head of Department must ensure that the
committee to monitor and manage the st

Committee;

onth should it not be possible to effect in

e Department establishes a Departmental
ke as directed by the Provincial Strike

The Deparimental Committee must account to the Head of Department and submit

reports as the head of Department may dem
The Head of a Department must account t
where necessary or if requested to do so.

5.9.7.5 Role of Departmental Committee

who are not on strike;

compile statistics of employees who are not

and from time to time;
b the Director- General on strike matters

‘manage the attendance register to determine employees who are on strikeé and those

hn strike and those who are on strike: and

submit the statistics to the Office of the Premier as and when the Office of the Premier

monitor the movements of employees during

ensure that employees who are on duty ¢
attendance register as frequently as the Con
compile statistics in a Depariment and send

attend meetings of the Committee;

serve as liaison officers between Departmen
to the strike; and

report to the Commiittee all incidents of the

members’ management.

] a strike for the purpose of manning and
during the strike complete and sign the
nmittee may determine;

the statistics to the Office of the Premier
vant stakeholiders;

s and the Committee on issues pertaining

strike that occurred in the area under the




5.9.7.6 Role of Office of the Premier

The Office of the Premier must -

a. serve as the chairperson of the Committee;

b. give direction regarding the monitoring and managing a strike;

c. serve as a liaison officer between the Departments, the Department of Public Service
and Administration and all other stakeholders; and

d. consolidate statistics from all Departments and submit the statistics to the Department

of Public Service and Administration.

5.10 ENQUIRIES
Enquiries regarding this Policy must be directed to Labour Relations Transversal in the

Office of the Premier.

6. DEFAULT

Non-compliance with all policies included in this manual shall be dealt with in terms of
the Public Service Disciplinary Code and Procedures for Public Service.

7. INCEPTION DATE

The inception date for these policies will be the first day of the month after approval by
the Executive Authority.

8. REVIEW OF THE POLICY

These policies shall be reviewed after every 60 months (+5 years) or as and when may
be deemed necessary by the EA;

The reviewed policies shall be discussed by the Coordinating Chamber of PSCBC in
Limpopo Province (CCPLP) and approved/signed by the EA; and

The policies shall be terminated as when may be deemed necessary by the EA.

Premier: Mathabatha S
Date:

_____________________________________________________________________________________________|
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- Labour Relations.

STANDARDS:

ANNEXURE A: SERVICE STANDARDS
TRANSVERSAL SERVICE STANDARDS
-Organizational Development & Job Evaluation
- Human Resource Management

- Human Resource-Development
- Employee Health and Weliness Programme

ORGANIZATIONAL DEVELOPMENT & JOB E\

« Analysis of the submitted proposes organi
month from the date of receipt.
+ Proposed organizational structure is subm
purposes within two weeks depending on
itoff _ _
+ Request for the evaluation of SMS posts are dealt with withinthirty (30) days.

JALUATION

zational structures is completed within a

itted to the MPSA for consultation
the availabiiity of the Premier who signs




HUMAN RESOURCE MANAGEMENT
TERMINATION OF SERVICE & EMPLOYEE B

STANDARDS:

LEAVE MANAGEMENT

STANDARDS:

-month of reaching the retirement age.
Termination due fo ill-health to be finalized within three months after receipt of
‘medical certificates.

day of service.

.after receiving information.

certificate.
Stop orders for homeowner allowances a
upon approval.

Job Descriptions are dealt with within five
Job Evaluation reports are screened with

days of receipt.
n seven days of receipt.

ENEFITS.

A Persal report for age retirements is-extlacted in January each year.
All emiployees who qualify for retirement due to age are retired at the end of the

Employees who retire because-of old age

-are notified three months prior the last

Res;gnatlons { discharges and abscondments are- processed i in five working days

Notification  on abscondment to be done within two days by the supervisor.
Finance: section ig advised on payment of Leave gratuity within-a day of the date

-of termination.

Form Z102E is completed and sent to Pehsnon Administration in five working

days.

Stopping of salary is effected within 24 hc;urs upon receiving directive.

Death benefits are processed within one working day.after- recelpt of death

State guarantee is issued 5 working days
Financial institutions are informed 5 days
guarantee purposes.

e processed within five working days

after receipt of the application form.
after termination of service for state

New employer to be inforined of state guarantee within 5 working days after
termination of service with current emplojer
Admissions, Additions / Cancellations of l?'ledlcal aid membership are done in two-

working- days upon reguest.

All‘other stop orders for employees are p#ocessed within two working days.
Pay sheets are analyzed monthly to verify that only employed workers are

remunerated.
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Correctness of leave credits is verified within a day before capturing on PERSAL

system. _
Leaves/ leave forms are captured on PEF
Employees are informed monthly of their

RSAL system within two days of receipt’
available leave credit days through pay

slips.

Circulars for accrued leave days issued wlthln six (6) months before the expiry of

the cycle.

Auditing of leave days acerued prior to re‘tlrement or death is done within two (2)

days.

Leave files are audited daily upon request to pay gratuity.

Deduction on-leave without pay to be cap
PERSAL System.

tured within three working days on.

Denied leaves are taken to Finance sectipn for payment in June month.
Original leave forms are filed in SV file within 1 day of receipt..

RECRUITMENT AND SELECTION

STANDARDS:

Only candidates on the short list will be ¢
Advertisement for posts.is open for a mas
respond _
Appointment of successiul candidate is fi

bntacted within 3 months _
(imum of 30 days for candidates to

halised within 60 days after closing date

Successful candidate is notified within 5 working days after-approval of the.

recommendation.

Unsuccessful candidates are notified with
appointment of a successful candidate
Admission to Pension Fund is processed

TRANSFERS AND TRANSLATIONS

STANDARDS:

Translations and Transfers are done upot
working days.
Decision by the HOD or his/her delegate

in 14 days after confirmation of the

in five working days after appointment.

) request by the various units within 5

s done within 3 working days.

All decisions are communicated to the relevant units within 3 working days.

Resettlement costs are processed in five

relevant approved documents

HUMAN RESOURCE DEVELOPMENT

BURSARY MANAGEMENT

working days upon receipt of the

- age185




STANDARDS:

L]

Period for receiving new bursary applications is between 1st August to the 31st
October each year.

Acknowledgement of receipt of application is done in five working days.

It takes ten working days to update and prepare schedules for selecting
committee.

The schedule is forwarded to a selection committee at the end of November each
year.

A Selection committee meets on the 1st week of December each year to
determine departmental needs and recommend to HOD for approval.

The individuals complete contract documents during the last week of January
each year.

It takes one working day to verify results and statement of account.

TRAINING AND DEVELOPMENT (GENERIC)

STANDARDS:

Invitation for nominations and pre-course evaluation forms are issued two working
weeks before a course starts.

Nominations and pre-course evaluation forms from supervisors are submitted in
two working days after receiving invitations.

Supervisors give performance feedback three months after attendance of a
course, and then HRD visits the candidates within two working weeks.

Payment for bursaries are made annually before end of April

Invitation for nomination requested by the Office of the Premier is done five
working days before the course is offered,

ABET / AET

STANDARDS:

Names are submitted to an Assessing Authority (Department of Education) in two
working weeks before assessment and placement.
Attendance duration is a minimum of six hours per week.

Page 186




N

LEARNERSHIP AND INTERNSHIP

STANDARDS:

EMPLOYEE WELLNESS PROGRAMME

STANDARDS:

within a week.

An advertisement for the interns/Learnerd

a month upon completion.

HRD monitoring is done four times a year

{during opening and closing as per

School calendar) and during the process when required, The items to be
monitored are facilities and equipment arﬁd sustainability of the programme.
Intervention is through monthly meeting with the Department of Education.

HRD receives results at the end of each y

Interns and Learners at-a minimum of 5%

ear and process further interventions

of the Departmental establishment are

placed by April each year OR every two years.

OR every two years.

is done annually in February each year

Interviews are held second week of March each year.
Interns are placed in respective units in April each year OR every two years.
Interns are assessed guarterly through Performance Management System.

Testimonials are prepared for each infern

within a day upon request.

Interns will be awarded ceriificates of service on completion of the program within

EWP Committee meets once quarterly discuss Employee Wellness related

issues

EWP Departmental coordinators report progress to the committee quarterly.

[nternal evaluation of the EWP is done an

nually.

External evaluation of EWP is done after !wo years.
Confidential EWWP records are classified aﬂd kept safely on daily basis.
e

In case of emergency, clients: are attend

to within 2 days

In-case of trauma, clients are attended to within 3 days.

Other referrals are attended to within 5 working days.

Feedback o the formal referral source giv

en monthly.

Marketing and promotion of Employee Weliness Programme is done monthly.

OCCUPATIONAL HEALTH AND SAFETY (OHS) & COMPENSATION FOR

OCCUPATIONAL INJURIES AND DISEASES (

STANDARDS:

COID)
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« Health and safety representatives are trained within three months after

appointment.

Awareness campaigns on COID and OHS are held by March each year.

Evacuation plan is displayed and communicated at all times.

Mock drill is conducted in all workplaces by March each year.

Identified employees are trained on First aid and fire fighting within three months

of appointment.

+ Protective equipments and clothing are provided by March each year.

« Assessment of risks is done quarterly.

» Health and Safety representatives report occupational injuries and diseases to the
coordinator at all times.

« Departments compile statistical data on occupational injuries and diseases
quarterly

» Fatal cases are reported to Department of Labour within a day of receipt of
information.

« Critical and fatal cases are reported telephonically to the Office of the
Compensation Commissioner within a day of receipt of information

« Notify National treasury within two workings days after receipt of the Award from
Office of the Compensation Commissioner.

« Payment of medical expenses is done within a month of receiving authorization
from Office of the Compensation Commissioner.

LABOUR RELATIONS

MISCONDUCT CASES SERVICES

STANDARDS:
« Misconduct transgressions are recorded in the register within one (1) working day
of receipt.
« The investigating officer is appointed within five (5) working days after the case is
reported.
« Charges are formulated within 30 days of the appointment of the investigating
Officer.

» The chairperson/presiding officer is appointed within 5 (five) working days after
receiving the report from the investigating officer.

« The investigating officer/employer’s representative gives the employee (alleged
offender) a notice of disciplinary hearing within five (5) working days before the
hearing.

» The disciplinary hearing is held within 10 (ten) working days after the notice is
delivered to the employee/alleged offender.

» The chairperson/ Presiding Officer communicates the final outcome of the hearing
to the employee within 5(five) working days of the conclusion of the hearing.

e
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LABOUR DISPUTES — GRIEVANCE PROCEDURES
STANDARDS:

+ Grievances are registered within one (1) working day of receiving representations
from an aggrieved employee. ' _ _

* Investigating officers are appointed within five (5) days of receiving the
grievance/complaint from the aggrieved employee.

« Investigating officer conducts and concludes the investigation within 14days of
appointment. |

» Investigating officer submits a reportwi&h recommendation on how the grievance

should be disposed of within five (5) days of concluding the investigations.

+ Aggrieved employees-are informed of the decision and reasons for the decision
within 7 working days of receiving a regort from the investigating officer.

+ Notices of conciliation/arbitration hearings received from the-Commission__ for
Conciliation, Arbitration and Mediation (CCMA), Public Service Coordinating
Bargaining Council (PSCBC) and the general Public Service Sectoral Bargaining
Council (GPSSBC) are registered within one (1) day of receipt.

« The employer's representative in concilLation/ arbitration hearings is appointed
‘within (3) days after the receipt of the notice of conciliation / arbitration hearings.

» The employer's representative investigates the cause / origin of the dispute and
report to management within five (5) days of appointment to secure mandate of
handling the dispute.

* The employer's representative communicates the outcomes of conciliation /
arbitration hearing within five (5) days of the conclusion of the hearing.

» All departments submit statistical reports to the Office of the Premier monthly.

* A consolidated report on statistics is submitted fo- management within five (5) days
after every month end.

‘00000
The End
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