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PREFACE

improved sefvice delivery is at the heart of govemnment. The pace and quality of
service delivery depends aise on the quality of human resources.
Human Resources {HR) policies are vital to guide the functioning of the office

regarding HR towards guality service delivery.

The Office of the Premier has therefore, develeped its human resources policies
in terms of the revised Provincial Policy Guidetines and reievant prescripts.

These policies shoutd be read in conjunction with the Public Service Regulations
and cther enabling prescripts. The previsions of the acts and regulations shali
prevail over provisions in these policies where there is a contradiction. The
provisions of these policies are binding to all employees in the Cffice of the
Premier.

All employees must ensure that the policies are implemented consistently.
Monitoring and evaluation of these policies will be conducted by various
stakehoiders who are responsible thereof,
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(i} ACRONYMS AND ABREVIATIONS

The fallowing acronyms and abbreviations are used throughout this document

SMS -
PER -
HOD'S —
HR -
HRM-
AA -
SBU'S-
PSCBC -
ABET —
PMS ~

PM CYCLE -

MMS3-
EAP —
EWP-
OoHS -
HIV -
AlDS-
VCT-
DPSA-
MPSA-
CORE-
VAT-
EE-
Pl-
EA-

Senior Management Service

Public Service Regulations

Heads Of Department

Human Resource

Human Rescurce Management

Affirmative Action

Strategic Business Units

Public Service Co-ordinaticn Bargaining Council
Adult Basic Education And Training
Performance Management System
Performance Management Cycle

Middle Management Service

Employment Assistance Programme
Employee Wellness Programme
Oceupational Health and Safety

Human Immune Virus

Acquired iImmune Beficiency Syndrome
Veluntary Counseling And Testing
Department of Public Service and Administraticn
Minister for Public Service and Administration
Code on Ramuneration

Value Added tax

Empioyment Equity

Performance Instrument

Executing Authority

10



(il DEFINITIONS
In these paticies, unless the context indicates otherwise -

“Performance instrument” refers to a Performance Agreement, Workplan andfor
Standards framework

“Salaty range® means the level of the post

"PM cycle” means a period from 01 April of & particular year to 31 March of the
foltowing year

“Equate™ refers to the software package or instrument used in measuring Job
grading

""Job weight™ means the weight of the job as determined by the equate system

“Mortgage” lean account refers to a loan account that the employes has with the
Finanecial Institution

"Executing Authority” refers to the political head of the Cffice of the Premier

1.1

1.2.

1.41

)}

ii)

i)

iv)

v)

JOB EVALUATION
PREAMBLE

The Office of the Premier is fully committed to implementing the job
evaluation systern as efficlently and effectively as possible, thereby giving
effect to the Public Service Regulations 2001,

PURPOSE

To provide the framework for the implementation of the job evaluation
system.

LEGAL FRAMEWORK

Public Service Regulations, 2001.
Pubiic Service Act, 1994 |
Labour Relations Act, 1995

PRINCIPLES
Job descriptions

It is the responsibility of evary supervisor to develop and update job
descriptions for all his/her subordinates in accordance with the
guidelines set out in the Public Service Regulations,2001.

The Job Evalustion component/ unit will ensure that compenents
compiie their job descriptions.

In developing job descriptions, supsrvisors must ensure that individual
jobs link te the individual work plans and to the strategic objectives of
the department and that the job descriptions are aligned to the
approved arganizational structure. Supervisors should consult with
their subordinates bofore finalizing their job descriptions. The job
description should be signed by both the incumbent and the supervisor
to show consensus on the contents of the job description. Thereafter,
job descriptions should be submitted o the relevant manager for
confirmation.

It is the respensibility of the manager for linking ali posts in the Office
of the Premier with a relevant CORE and an occupation from the
oceupation list.

Job description should be reviewed every three years.

2



1.4.2 Job evaluation:

i} All job analysts and panel members must be committed to the Job
Evaluation process.

i} Final recommendations must be supporied by facts only, not individual
preferences.

iii) Union representatives/ officials may be allowed to assist at job analysis
interviews when so requested by the prospective interviewee(s).

iv)y Al documents should be consuted before endorsing the
recommendations of the Job Evaluation component/ unit.

v) Where appeals are to be considsred, fair representation for the job
holder and the job analyst must be ensured.

vi} No account should be taken of the informaticn other than that related
o the job content and the procedures followed whed determining the
grading applicable to the refevant job.

vit)  Documentation for all decisions should be maintained and be open to
scrutiny.

vili)  The job itself must always be examined, not the person in it.

ix}  The job should always be evaluated ‘as is', not with regard to ideals of
future projections that may never be attained.

X) Critical incidents in the job [examples of activities or circumstances that
have actuaily taken place] shoutd be used to illustrate statements
about the content, requirements and limits of discrefion of a job,
especially when there is doubt arising from more general statements.

xij  The job analysts need not themselves be totally familiar with the job
content, but there must always be a person during the job analysis
session that can fully represent the job and give reliable evidence on
its content and requirements.

xii} Evaluations of levels 12 and below shall be done internally subject to
CPSA directives on genetic posts,

Xiil} Al SMS posts shalt be evaluated by Transversal Work Study and Job
Evaluation.

1.4.2.1 Triggering the process

a) In terms of the Public Service Regulation, 2001, as amended, (PSR VINF.1)
there are two instances where it is mandatory for executing Autharities to perform
job evaluations namealy:

B Before a post for a newly defined job is created; and

iy Before filling any vacant post on salary range 9 and above, uniess the
specific job was evaluated previously for a period not exceeding
3 years.

In additon to the above mandatery evaluations, jobs may also be evaluated
emanating from requests from one of the following role-players:

1} Management,
0y individual empioyess; and
fii) Employee organization admitted to the Provincial Bargaining Council.

b) With regard to requests from individual employees and management for
evaluafions, the following will apply:

i) As a general guideline, once an existing post has been evaluated, at
laast two years should explre before it is evaluated again unless there
is clear evidence that the job content of the post has changed to such
an extent that an evaluation could lead tv 2 re-grading of the post.

ii} All requests for evaluation must be fully motivated.

i) Requests from employee’s organizations, regarding the evaiuation of
categories of posts, must be discussed at Departmental Bargaining
Council.

Requests for the evaluation of jobs should in all cases be directed to the head
of the job evaluation unit. In the case of vacancies on salary level 9 and
above, the head of the unit should be informed as soon as it becomes known
that the post will become vacant. This wiil avoid delays.

Before the head of the unit is requested 1o perform a mandatory evaluation,
the Executing Authority or hisfher delegate (refer to delegations) must
confirm, in terms of PSR 1/11FH {a) and (d), that the refevant post is required
to meet the departmental objectives and that sufficient funds are avallable for
filling the post

With regard to reguests from individual empioyees and management for
evaluations, the following will apply:




i} An employee shail have the right to request that the post they are
occupying be evaluated. (Not the right fo have the job evaliated —
there couid be cases where it could be justified not to compiy with the
requests for evaluations.) it must however be pointed out to amployees
that although the evaiuation of a job could result in its upgrading, it
could also result in its downgrading or remain as is.

i} As a general guideline, onge an existing post has been evaluated, at
least three years should expire before it is evajuated again unless
there is clear evidence that the job content of the post has changed to
such an extent that an evaluation could jead to a re-grading of the
post.

i) The requests by individual employees must be in writing submitted
through the head of their respective Branch,

iv) Requests by management must be in a form of a fully motivated
memarandum to the head of the job evaluation unit, submitted throughn
the head of the relevant Branch, Sub-Branch, Divisien ar Office wheta
such General Manager, Senior Manager or Cffice reports directly to
the Director General.

v) All requests for evaluation must be fully metivated. Possible reasons
could include;

= A significant change in the contents of a job

= (Other employees doing the same job (or a comparable job) are
remunerated at different ievels

* Requests by individual emplayees must be submitted to the job
evaluation unit through the head of their components (at least at
Senior Manager level). The head of the component must
indicate whether hefshe supports the request for an evaluation
and give reasons for herthis point of view,

vi) Requests from employee's organizations, regarding the evaluation of
categories of posts, must be discussed in the internal bargaining cotmneil.
{Requests for the evaluation of posts of individuals should not be dealt
with in the council but rather through requests to the unit indicated above.)
Aftet a decision in this regard has been taken, the decision must be
submitted to the head of the job evaluation unit.

1.4.2.2 Programming and prioritization

a) It may not be possible for the job evaluation unit to deal with all requests for
evaluation within a predetermined time frame due to inter aiia limited capacity

andfor a large number of requests for evaluation. Bearing this in mind, it may be
necessary for the unit to priofitise the evaluation to be carried out. Mandatory
evaluations must receive preference, especially in the case of vacant posts which
must be filled. Other requests must be dealt with in the sequence In which they
were received although it would be preferable to pricritise those requests where
there is clear evidence that the job is incorrectly graded and where this
disadvantages emplayees. Where disputes regarding the sequence in which jobs
should be evaluated occur, the matter must be referred to the head of the
department or any person so delegated for & decision.

b) The unit must acknowladge receipt of requests and where possible, give an
indication when the evaluation wilt be carried cut.

1.4.2.3 Composition and functions of the job evaluation component/ unit
i) Composition

The Job Evaluation component! unit will consist of frained job analysts
who are holders of authentic certificates.

i) Functions
a} Job Evaluation component/ unit
The Job Evaluation unit shail execute the following functions:

i) Advise an policy and procedures on the evaluation of jobs in the
department

i} Receive and prioritise requests for evaluaticns.

iify  Evaluate jobs by means of the prescribed EQUATE Job Evaluation
systemn.

iv)  Make preliminary recommendations on grading to the job
evaluation panel.

v) Serve as the secretariat of the job evaiuation panel.

vi)  Keep proper records of all evaluations done as well as recerds of
&ll the recommendations of the job evaluation panel.

vii)  Assist in the redesign of jobs.

b

—

Central Job Evaluation component/ unit

i) The central Job Evaluation component/ unit will evaluate Senior
Management Services jobs in the province.

ii} Monitor and co-ordinate the Job Evaluation co-ordination process
as determined by the Minister of Public Service and Administration.
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i)

5

The component shall serve on the Inter-provincial Job Evailation
forum as weli as any other Centrall National Job Evaluation
Committees thai may be set-up.

¢} Composition of internal Job Evaluation Panel

Chairperson

Panelists x 2

Analyst

Secretary

Employee representative

As a general guideline the panel {cther than those who serve on
the panel as & result of the occupation of a specific post) must
serve for a period of at least 24 months to ensure consistency and
continuity. Perscnnel acting in posts of which the incumbent
normally serves on the panel as a result of his/ her occupation {e.g.
Human Resource Management) will serve on the Pane! for the
relevant period.

d) Camposition of the Central Job Evaluation Panel

The panel wili consist of the following persons:

= Head of the Sub-Branch: Transversal Human
Resources shall chair the panel that deals with posts at
level thirteen (13} and the pane! will be constituted by
Generali Managers/ Senior Managers of Human
Resources! Corporate Services.

= The Senicr General Manager. Public Service
Transformation shal! chair the panel that deals with
posts at tevel fourteen {14) and the pane! will consist of
setacted Senior General Managers from departments.

= The Director General or delegated employee shall
chair the pane! that deals with posts at level fiteen (15)
or Heads of Departments (HoDs) ang the panel will be
constituted by selected HoDs.

Analysts whose reports are {0 be copsidered should atend
meetings of the panet to present the analysis report.

e} Roles and funcfions

17

ii)

i)

)

v}

i)

The Job Evaluatien panel is responsible for quality assurance
and the consistent appilication of the EQUATE system. The
panel shalt canduct itself in such a way that it will support/
aphance the credibility and acceptability of the system.

The panel will review the resulis of the evaluations carried out
by the job anaiyst and make recormmendations with regard to
the levels thereof, and the salary range that should be attached
to a specific job/ group of jobs to the decision-maker (Head of
the Deapartment or any other person designated to act on herf
his behalf).

Review/ moderate evaluations carried cut by the job analysts.

Ensure that & job has been analysed thoroughly ang
consistenily relative to other jobs previously evaluated.

Make final recommendations an the grading This should
include recommendations on the salary range to be awarded in
cases where the job weight score fails in the overlapping zone
between twe salary ranges.

Paint out possible implications, should the recommendations on
grading be implementsd.

1.4.3 Gther policy measures

3

i)

iy

v}

The panel's recommendaticn must be submitted to the relevant
decision maker {Head of Department or any person designated
to act on hisf her behalf) for a final decision.

if the decision maker agrees with the recommendation with
regard te specific job, the decision must be forwarded to the
Human Resources Management component for implementation.

The decision-maker can, however, make a decision that
deviates from the recommendation of the pane! without referring
the matier back to the panel. In such a case the dacisicn maker
must record the reasons for hisf her decision in writing.

A post may only be upgraded if sufficient budgeted funds,
including funds in terms of the medium terms expenditure
framework, are available. The relevant responsibility manager
must certify that funds are available.



V) Where a filled post is to be downgraded, an attempt should be
made to redesign the job to prevent downgrading by adding
duties or responsikilities te the job.

vi)  As an aiternative to redesigning the job, the incumbent may be
transferred to a suitable vacant post with an equivalent grading
to the incumbent's existing post.

vii) It is important to note that the salary and the benefits of an
employes, whose post has been downgraded, must not be
reduced.

1.4.3.1 Job Evaluztion Panel meetings decisions on grading

i) Preparations must be made by the secretary of the pansl for
panel meetings by determining a programme of meetings,
booking a venue, notifying all the panel members of the
mesting, supplying all the relevant documentation and material
to the members of the panel and ensuring that all other
arrangements are in place.

i} Discussion of the panel must be on the software report,
questionnaire and recommendations of the unit, as well as
pertinent facts presented by the analysts. Recommendations
should be objective and based only on facts.

iiif) The panel will base its recommendations on majority decisions
with the chairperson having a casting vote.

ivi  The secretary of the panel must keep propet records of
decisions.

V) If the decision-maker agrees with the recommendations with
regard to s specific job, the decision must be forwarded to the
Human Resources Management division for implemeniation.
The secretary of the unit must also inform the panel of such
decisions and the other stakeholders who are involved.

Vi) If the decision-maker does not agree with the recommendations
and refers it back for reconsideration, mechanism (e.g. special
meetings, circulation by hand) must be put in place to give
urgent attention to the relevant case. The decision-maker can,
however, make a decision that deviates from the
recommendations of the panel without referring the matter back
to the panel. In such & case the decision-maker must record the
reasons for her/ his decision in writing.
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1.4.3.2 Review cases

(a) Any employee who is not satisfied with the Job Evaiuation results of
histher job may request a review of the evaluatien.

{b} All reviews must be dealt with in terms of the grievance precedure.

(c} Only a person with a vested interest in the matter, such as the
incumbent of a post that was evaluated, may request that a
decision emanating from Job evaluation be reviewed.

{d} Employees in the line function components of the department with
knowledge of, and experience in ulilizing the EQUATE Job
Evaluation system, should be used as investigating officers.

{e} Where the management of a component is not satisfied with the
results hefshe should request for the re-evaluation of the job via the
Director- General who could either instruct the Job Evaluation unit
to re-evaluate the job (should there be sufficient justification) or
designate personnet from the line function componenis who have
been trained as job analysts, to investigate the matter. Employee
organizations that are not satisfed with the results of evatuation
that they requested {regarding categories of posts could raise the
matter in the Provincial Bargaining Council.

1.4.4 Composition of the review panel

1.4.4.1 Composition

The Jaob Evaluation review panel will be appointed by the Director General or
delegated employee in the case of SMS posts and by the Senior General

Manager

: Operations Management for levels 1 -12.

1.4.4.2 Role and functions

a)

b}

The panel appointed by the Director-General or delegated
employee will review the resuits from the Central Job Evaluation
Papel committee and make recommendations with regard to the
levels thereof, and the salary range that sheutd be attached to the
specific job/ group of jobs.

The panel will ensure that reports have been moderated objectively
and consistentily relative to other jobs previously evaluated.

20



¢} Make final recommendations on the grading. This should include
recammendations on the salary range to be awarded in cases
where the job weight score falls in the overlapping zone between
two salary ranges.

d) Point out possible implications, should the recommendations on
grading be implemented.

1.5. MONITORING, EVALUATION AND REFPORTING

1.5.1 Job descriptions

The Senior Manager: Human Resources Management may from time io
time request heads of units/ components to provide copies of the job
descriptions. This will be done to ensure compliance with prescripts.

1.5.2 Job Evaluation records

The Senior Manager: Human Resources Management will keep records of
all jobs evaluated, to ensure safe record keeping.

1.6, DEVIATIONS

The Director General may in writing authorize any deviations from this
policy to accommodate exceptional cases or cireumstances.

21
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2.2

2.3

RECRUITMENT, SELECTION & APPOINTMENTS
PREAMBLE

Employment practices shall ensure employment equity, fairness, efficiency
and achievement of a representative public service. It is the responsibility
of the Office of the Premier to ensure thaf recruitment and selection
practices are aligned to the legislative and regulatory framework.
Flexibility in addressing various challenges, which may be confined, to
different branches should not compromise the integrity of the Office
regarding how the recruitrment and selection processes are handled.

The existing challenges should nct hinder the process of attracting
suitable candidates and retain appropriate employees.

PURPOSE

To create an appropriate procedure framewaork for recruitment, selection
and appointment.

LEGAL FRAMEWORK

a} Public Service Act, 1994, as amended.

[} Public Service Regufations, 2001.

c) Labour Relations Act, 1995,

d} Employment Equity Act, No. 55 of 1898.

e} Basic Conditions of Employment Act, No.75 of 1897,

f) Senior Management Service Handbook, January 2002,

g} White Paper on Affirmative Action in the Public Service, 1998

SCOPE OF APPLICABILITY

This policy appliss to all employees and prospective emptoyees appointed
or recruited in termns of the Public Service Act, 1994,

PRINCIPLES

a) it is the responsibility of the Accounting Officer to ensure that
funded vacant posts  are filled..

i)) Line managers should ensure that appropriate job descriptions and
job specifications are drawn and submitted to HR components.
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2.6.1

2.6.2

&)

b}

c}
4

e)

f)
g)

ADVERTISING

A motivated request to fill & vacant post is submitted to Executing
Authority or delegated employee before starting with the
recruitment process.

information about the post eg. requirements and media of
advertisement should form part of the request Medium of
advertisement should be decided upon, taking into account the
target group.

Internal advertisement should be given preference where sKills
exist locally.

Advertisernent must account for and contribute te a just and fair
process with regard to the filling of posts.

An adveriisement must acknewledge and adhere to the principle of
equal employment opportunities and ensure that any person who
may qualify will be considered without discrimination.

An advertisement should not favour or prejudice any prospective
candidate who possesses knowledge, skills and competence.

Any vacant post in the senior management service {SM3) shall be
advertised nationwide.

Basi¢ Information for an Advertisement

An advertisernent should carry the follewing information:

Provincial coat of amms on top of the advertisemeant,

The name of the organisation / department.

The designation of the post.

The salary level.

The salary notch or inclusive flexibte remuneration package.

Centre where the advertised post is located.

Mirisnum  requirements in  respect of gualifications and
competencies.

Key performance areas {(duiies) attached to the post.

Address to which applications are to be submitted or posted.
Enquiries (that is, contact person conceming the advertisement).
External and intemal advertisements shall carry the same
infarmation.

Closing date of the advertisement.

Receipt of Applications

a)

The responsibility of receiving applications for the advertised post
rests with Registry on behalf of the Human Resaource Management
{HRM) component.
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2.7.2

b} An acknowledgement of date of receipt shall be done per date
starmp on applications.

c) Applications, which may be received in a department, which did not
advertise the post/s, will be acknowtedged per daie stamp before
being refermed to the rightful department.

d} Applications received shall be recorded.

@) Applications received after the closing date of the advertisement
will be recorded on a separate schedule.

SELECTION

Shortlist

a} The manager in whose component the post is located is
responsible for pre-selection fshortfist.

b} A standing pre-selection committee or a pre-selection commitiee
that may be appointed from time to fime by the Executing Authority
or delegated employee consisting of at least two people who should
form part of the shortlist phase and interview panel together with
the line manager.

<) Only candidates who have applied, whose applications are
received on or before the ciosing date of the advertisement and are
on record of applicants for the advertised posts shall be considered
for shortlist.

d} 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.

) Reference checks on authenticity of qualifications for candidates on
shortlist where a doubt arose shall be done before the date of the
interview.

f) Shortfisting members and inferview panel members shall sign oath
of secrecy.

Selection Commitiee

a} The role of a selection commiitee usually calied an (Interview
Panel) is to objectively determine the suitebility for appointment of
the various candidates.

b} A selection commities shall be appointed by the Executing
Authority or an employee who has a delegated authority to do so.

c) A selection committee must consist of individuals who are
conversant with the relevant field of work.

d) HRM component is responsible for legistical arrangements of the

interview.
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f)

A selection Committes shall consist of at least three members who
are employees or persons from outside the Public Service of a
grading equal to or higher than the grading of the post to be filled.

A chairperson of the selection committee, who shall be an
employee, shall be of grading higher than the post te be filled.

d} An employee within HRM component will provide secretarial
services and advice to the Selection Committee. The principle of
representation in the context of employment equity shall be
adhered 1o when appointing a selection panel.

Interview

a} An interview should be structured for cansistency on questions to
all candidates.

b} Candidates for same post, shall be subjected to same selection
instrument or techniques.

) A record of the interview proceedings shall be kept so that in case
of any dispute, recerds can be avaitable for reference.

d} A selection committee shall make recommendation of candidates
who are appoeintable at the end of the interview session.

e} The secretariat shall record the recommendation of the selection
commities.

f} Simitar procedures and guidelines will be applied for internally and
externaily advertised posts.

SECURITY CLEARANCE

a} Security clearance shall be done for ali SMS members.

b) Security clearance shall also be done for posts dealing with
sensitive information. Where security clearance is required, this
should be stated in the advertisement.

APPOINTMENT

a) The recommendations of the selection committee should be
submitted fo the Executing Authority/or delegate in writing by the
secretariat.

b} The Executing Authority or delegate will consider the
recemmendations of the Selection Committes,

¢) Appointment can only be communicated to the successful
candidate after written approval has been obtained.

dj The date of appointment and commencement salary should form

(e)

part of the appointment letter.
It must be clearly stated that the appointrnent will only take effect
on the date of assumption of duty.
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The manager of the compenent where the appointed candidate(s)
has{ve) to report for duty shall report the date of assumption of duty
in writing o HRM.
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3. EMPLOYMENT EQUATY

3.1. PREAMBLE

The Office of the Premier acknowledges the importance of Affirmative Action
(AA). This policy outlines the AA implementation piah for the Office of the
Premier and will serve as a guide for all Managers. The general
implementation of the policy and plan will form part of the line manager's
responsibility.

3.2. PURPOSE
To provide the framework for implemnentation of Empltoyment Equity.
3.3. LEGAL FRAMEWORK

{a) Employment Equity Act. 1888.

{b) White paper of Affirmative Actien, 1898,

{r) Basic Conditions of Employment Act. 1597,

{d) Constitution of the Republic of South Africa, 1996.

{e) White Paper on Human Resource Management in Public Service, 1597,
{f) Labour Relaticns Act, 1895,

{g) Public Service Act, 1994

{h) Public Service Regulations, 2001.

3.4. DEFINITION
Employment Equity & defined as additfonal comective measures, which
must be taken in order that those who have been historicaliy
disadvantaged are able tc derive full benefit from an equitable
employment environment.

3.5. SCOPE OF APPLICATION

This policy applies to all employees appointed in terms of the Pubtic
Service Act.

3.6. PRINCIPLES

The implementation of Employment Equity will be underpinned by the
follewing principles :

3.8.1. Integration with human resource management and development;
3.8.2. Productivity and improved service delivery:
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3.8.3, Cost effecliveness;

3.6.4. Commurtication;

3.6.5. Paricipation;

3.6.8. Transparency,

3.6.7. Accountability;

3.6.8 Reasonable accommodation; and
3.6.9. Relative disadvantage.

3.7 THE ROLE OF THE EXECUTING AUTHORITY AND ACCOUNTING
OFFICER

The Executing Autherity and Accounting Officer shall;

{a) Ensure that all Senior Managers achieve EE targets in their
respective components,

{b} Ensure that implementation of EE is directly linked to Senior
Managers' business plans, especially in managing and further
training and development of their husman resources.

{c}  Ensure that EE repotts are linked to Senior Manager's performance
contracts and complied with.

(d)  Promoete the EE policy.

3.8. THE ROLE OF HUMAN RESOURCE COMPONENT

fa) To provide support to managers regarding career plans and
succession plans.

{b)  Develop EE programmes, monitor and play a suppoerting role.

{c) Ensure that the depariment does achieve the set EE fargsts.

{d) These responsibilifies should form part of their performance
contract regarding their support to EE.

{e) Allccate financial resources for training and develiopment.

3.9. THE ROLE OF LINE MANAGERS
{a) To ensure that they adhere to the recruitment and selection
procedures cutlined in this policy,
{b)  Determine EE targeis for their components.
{c)  Compile career development plans for their subordinates
3.10. THE ROLE OF EE COMMITTEE

The Committee’s role is to analyse, plan and review progress made on the
implementation of the Employment Equity Plan and to make
recommendations regarding pessible solutiens.
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4. WORKING HOURS AND WORKING ARRANGEMENTS

4.1 PREAMEBLE
Cffice of the Premier is committed to creating a working environment that is
conducive to efficient service delivery and that is sensitive to the
circumstances of its employees.
4.2 PURPOSE
To provide for flexdble workings hours.
4.2 LEGAL FRAMEWORK
a) Public Service Act, 18984,
b) Basic Conditions of Employment Act, 1897,
¢} Labour Relations Act, 1985,
o) Public Service Regulations, 2001,
4.3 SCOPE OF APPLICATION
Ali employees employed in terms of the Public Service Act, 1994,
4.4 PRINCIPLES
a) All fultime employees are expected to ba on  duty  on each working
day for @ minimum of 8 hours per day and fo work a minimum of 40 hours
per week {meal interval excluded). The normal working week is from
Monday to Friday,

b) Parttime employees will work the number of hours per day/week as
specified in their employment contracts.

¢} No empleyee may be absent during normal working hours without
cbtaining prior approval from her/his manager/supervisor.

2%

5. RESETTLEMENT EXPENDITURE

5.1. PREAMBLE

Office of the Premier recognises the fact that employees within its employment or
prospective personnel may at one stage or ancther be transferred, or be
resettled from fheir current workstation or residence/home to & new workstation.

Resettlement expenditure policy is necessary in order to compensate and
reimburse the expenses that might be incured due to such a process.

5.2. PURPOSE

a) To essist in determining the actual reseflement costs incurred by an
emplayee and har or his immediate family as a resuit of relocation relating
to appointment, official duties, or in some cases, on termination of service
or death.

b

To compensate an employee who in the interest of the department is
transferred due to certain service reguirements and is utilised at a place
other than her/his place of appointment or residence.

c) To outline the limits on expenditure, maximum period of compensation,
restrictions on the quality and kind of personal effects covered, as well as
costs of fransfer the department will pay out.

5.3, LEGAL FRAMEWORK
6§31 Public Service Coordinating Bargaining Council (PSCBC),
Resolution No.3 of 1998,
532 Public Service Regulation, 2001.
5.3.3 Public Service Act, 1854
5.34 Labour Retations Act, 1995.
54 SCOPE APPLICATION
Te all employees empioyed in terms of Public Service Act.
8.5 PRINCIPLES

5.5.1 Resettlement
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Resettlement refers to the moving of an employee and her or his immediate
family and personal belongings from hissher hesdquarters to the new
workstation.

PSCBC Resclution Ne. 3 of 1999, Part XV stipulaies that "the employer shalt
generally meet, within reason, the actual resettiement costs within the country
incurred by an emptoyee and his or her immediate family as a result of official
duties, or, in some cases, on termination of service or death”.

The Resoluiion fusther describes that for the purpose of resetflement an
employee's immediate family includes only an employese's

a}
)
c)

5.6.1.

Spouse;

Minor child, adopted child, dependant child; andfor

Relative (i) who lives with the employee except when atfending and
educational institution, and (i) who ralies on the employees for the butk of
hier or his subsistence.

5.6 TRANSFER OF AN EMPLOYEE {STATE INITIATED)}

Costs associated with the transfer

Any cost associated with transfer of employees in the Office of the
Premier shall bs paid in accordance with PSCBC Resolution No, 3 of
1898, Office of the Premier shall assist the employee with the associated
costs, as provided below:

5.6.1.1. Subsistence and Travel

The employer may meet reasonable actua! costs an employee incurs for
travet and subsistence during:

a) One visit by an employes or member of his or her immediate family to
the new place of work befare the date of transfer; and the employee and
her or his immediate family move to the new place of work.

b) Such ciaim should be subsitted in accordance with the deparimental
policy on Travel and Subsistence allowance, supported by authentic
documentation. Examples of {fravelling expenditure are proof of tol] fees,
parking fees, transport costs, and meals (breakfast, iunch and supper),

5.6.1.2. Transportation and storage of household and personal effects

The employer may meet reasonable actual costs of transport to the new
permanent accommodation, storage, packing and unpacking, and
insurance cover.
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ltis expected that the employee should submit not less than three (3)
quotations from local removal transporters of which the lowest will ke
recommended fo convey the employees’ personal belongings and
househeold goods from old to new headquarters.

Office of the Premier may only cover the expenditure related to storage of
personal effects for a pericd of one menth as appreved by the Accounting
Officer. Any variation from the above shall be approved by the Accounting
Officer.

5.6.1.3 Interim Accommuodation

if the employee and his or her immediate family must unavaidably rent
interim accommodation at the new place of work, the Office of the Premier
may meet reasonable actual costs for one month, at the discretion of the
Accounting Officer.

5.6.1.4 Tax on motor vehicle that cross international borders

Office of the Premier may pay the actual expenditure on custom duty and
other levies or fees that arise form the transportation of private motor
vehicles (including vehicles obtained under the Motor Finance Scheme)}
across internationa! borders.

5,6.1.5 New school books, uniforms and related costs

Far each school child who must change school and is dependent on the
employee, the Office of the Premier may on the production of proofireceipt
of payment, make a once-off amount based on rates determined by the
Minister of Public Service and Administration from time to time.,

5.6.1.6 Travel expenses of dependent school children

If members of the employee’s immediate family must remain in & schoot
near the employee's former place of wark, the employer may, for a
maximum of one's school year, cover the most economical reascnable
mede of transpont to the new piace of work at the beginning and at the end
of the school year and for school holidays, The employee will claim for
their transportation {fuel allowance) based on the private tariffs if using
own vehicla, or subsistence motor tariffs if using the government
subsidized vehicle applicable at the time.

5.6.1.7 Transfer fees of fixed property

Office of the Premier may pay reasonable actual transfer fess directly into
the mortgage loan account or to the attorneys who have been assigned by
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the financial institution o register tha bond, if the employee purchases a
dwelling or a building site at the new place of work. The maximum period
of claiming for bond and transfer costs should be within three (3) years.

5618 Sundrycosts
To meet incidental costs, Office of the Premier may pay:

{a) If an employee wilt ocoupy furnished accommodation at the new place
of work, 25 percent of the smployee’s basic monthly saiary on the
date of reseftlement,

{b) If an employee will occupy unfurnished accommodation, the
employee’s basic monthiy salary on the date of resettlement.

{c) The above (a) and (b} will not apply if the transfer is not initiated by
the state.

5.7 PRIVILEGES FOR NEW APPOINTEES.

The empioyer may pay the reasonable actual costs of relocation of a newly
appointed employee to her or his new place of work. This expenditure may
include reascnable actual costs of:

a) Accommodation for a peried of one month.

b) Transport, insurance and one month storage for personal and
ticusehold goods.

c) The empicyee shall agree in writing to repay the employer's
expenditure for relocation if he or she should leave the public
service in a year or tess.

d) If an employee is recruited from abread, the executing authority
may provide a once-off sumto  assist her or him with initiat
expenses before he or she receives his or her first salary payment
including assistance with the reascnable accommedation for a
period of one month.

58 PRIVILEGES ON TERMINATION OF SERVICE OR DEATH AS PER
PSCBC RESOLUTION NO.3 OF 1999

5.8.1 The employer should pay reasonable resettlements costs if,

a) An employee dies orretires, or

b) The employer terminales the contract of @ contract employes; the
empioyer shall meset, at the request of the employee or his or her
family, the reasonable actual costs of resetement of the empioyee
and his or her immediate family for a destiration determined by both
as final demicilium executandi. :
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a

b

—

5.10.

a

b

c

d

—

—

g} In the case of an employee recruited in South Africa, the employer
will pay for resettiement within South Africa.

d} In the case of an employee recruited from abroad, the employer will
pay for resettiement at the employee's place of orfgin.

2) The employer may meet the costs of transporting home the remains
of an employee who died on official duty away frem his or her normal
ptace of work and refer compensation to the Workman's
Compensation as contemplated in the Act.

MAXIMUM PERIOD OF COMPENSATION

All ather resatflement expenditures excluding costs for bond regisiration
should be done within twe months maximum period from the date of
resettiement  Any delay in submitfing claims for resettlement must be
motivated by the empioyee's Sentor Manager and such a delay must only
be authorized by Accounting Officer or his/her delegate.

In cases where an employee, who, in the interest of the Office was
transferred or appointed or owing to certain service requirements, and was
not compensated or reimbursed, for the resettiement expenditure before
this policy, submission shall be forwarded to the Accounting Officer
through the SBU Senior Manager for consideration.

IMPLEMENTATION AND REPORTING ON RESETTLEMENT
COSTS

In case of a newly appointed employee, Office of the Premier may pay
resetilement costs in accorgance with PSCBC Resolution 3 of 1939, This
inciudes accommodation only for & period of one month, in case where the
empioyee is relocating.

Office of the Premier will cover reseitlement expenses as indicated in Part
XV, of PSCBC Resclutien 3 of 1988 only if an employee is
transferringfrelocating at the state expense, only if initiated hy the Office of
the Premier.

An exception could be accepted upon receipt of written approval by
Accounting Officer or delegated employee.

Employees who are found submitting or recornmending and approving
iliegal resettlement claims shall be charged with financial misconduct as i
will be regarded as misappropriation of public funds and could lead to
dismissal on the first offence
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6. HUMAN RESOURCE DEVELOPMENT

6.1 PREAMBLE

The deveiopment of human resources in the Gffice of the Premier is one of the
key programmes on skills development. This is because education and training is
a prerequisite for improved employee performance, for career development, for
organizational growth and consequently overail economic growth.

Human Rescurce Development policy will ensure that relevant and quality skills
acquisition initiatives, education and training are offered and that benefits are
adequately recarded to ensure that skills profile is updated regularly. This palicy
statement advances the Human Resources Development strategy for promoting
wider social and economic development.

6.2 PURPOSE

a) Te provide policy guideline and framework on the implementation of
Human Resource Sirategy.

b} To ensure that, training and skilis development oceur in an intergraded
manner.

) To support personal development plans and career pathing.

6.3 LEGAL FRAMEWORK
a) Constitution of the Republic of South Africa, 1996.
b) Human Resource Development Strategy of South Africa 2001,
¢) Human Resource Development Strategy — Limpopo.
dy Skills Development Act, 1958.
&) White Paper on the Transformation of the public Service 1885,
f} Labour Relatfons Act, 1585,
g) Public Service Act 1994,
6.4. BCOPE OF APPLICATION
The policy is applicable to all employees in the Office of the Premier.
6.5. POLICY OBJECTIVES.
a} To contribute to personal development of each employee,
b) Ta enhance improved praductivity and optimai utilization of resources.
8.6 PRINCIPLES

8.6.1. Research and development:
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6.6.2. Identification of the scarce and critical skills

6.6.3. Development of workplace skills plan:

8.7. HUMAN RESOURCES DEVELOPMENT PROGRAMMES

Human Rescurces Development Programmes shall be implemented to
enhance service dalivery.

8.7.1. On-the-job-training
itis the responsibility of the manager to provide on- the-job-training.
6.7.2. Adult Basic Education

The Office of the Premier will co-ordinate ABET programmes amongst its
employees.

8.7.3. Bursaries
The Office of the Premier may grant bursaries to deserving employees.
6.7.4. Learnarship and Internship Programmes

The above programmes shall be implemented in accordance with the relevant
policies,

6.7.5. Mentorship Programmes

The Human Resources Develepment will develop a mentorship pregramme to
equip employees with the necessary skills.

6.7.6 Workshops

Altendance of Workshopsiconferences will be informed by personal
deveiopment plans as centained in the individual performance instruments

HRD in consultation with various Units' will co-ordinate arrangement of
workshops.

6.9. Roiles and Responsibilities on HRD

TARGET GROUPS RESPONSIBILITIES
Employees Must take responsibility for their own
. career development to ensure that the
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resources spent on develaping them
are used effectively to improve their
performance and service delivery to
enhance the cbhjectives of the Office.

Line Managers.

Are fesponsible for training and
development of employess by
identifying development gaps and
formulating appropriate strategies to
tlese the gaps within the overall policy
strategy of the business unit.

Human Rescurce Division.

- Shall give its specific attention to
critical functional areas for service
delivery.

- Will prepare workplace skills plans
and ensure that the plans are
implemented monitorad and evaluated.
- 8hall ensure that the training budget
shalt be atigned with workplace skills
plans.

Skills Development Facilitator.

The Skills Development Facilitater will
be appointed and be responsible for
the development , planning of the skifl
development strategy, and
implementaticn of 2n annual workplace
sklits plan

Learning Forum

The Office shall establish a Learning
Forumto

~ Assist with the development of the
work skills plan.

- inform the employees on the
deveicpment of the work skills ptan and
skitts promotions.

- Report on progress regarding the
implementation of workplace skills
plan,

- Meet on regular basis to discuss and
repoert ongoing skifls planning issues.

- Identify changes in the working
environment.

- Keep informed on the best practices
regarding training solutions.

6.9 TRAINING FOR IMPACY

HRD is responsible for conducting and analysis on the impact of training
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7. PERFORMANCE MANAGEMENT

7.1 PREAMBLE

The Limpopo Provincial Administration has in accordance with Chapter 1,
Part VIl of the Public Service Regulations, 2001, developed a
Performance Management System (PMS) that serves as the framework
for the development of the departmental PMS policy

7.2. PURPOSE

Ta provide framework for the management of organisational and individuat
performance.

7.3 OBJECTIVES

{a) To align employees' performance to the deparimental strategic and
operational geals;

() Te provide a systematic framework for performance planning,
performance moenitoring and review and performance assessment,

{c) To promote a shared sense of responsibility amongst staff for the
achievernent of strategic goals and objectives;

{d) To promote a cuiture of responsibility and participation through open
dialogue about goals and the achievernent thereof, personai development,
and performance Improvemant;

{e) To encourage tine managers to effectively create conditions for staff to
perferm optimally;

{f) To provide a framework of assessment for identifying good and poor
performance and to act appropriately through development and the
recognition and rewarding of good performance;

{g) To be more focused on empioyee training and development; and

{#) To develop Performance Improvement pian for managing under
performers! unacceptable performance.

74. LEGAL FRAMEWORK

{a) Constitution of the Republic of South Africa, 1996
{b} Public Service Act, 1994

{c¢) Labour Relations Act, 1985

{d} Skills Development Act, 1998

{e) Basic Conditions of Emplayment Act, 1997

{fi Employment Equity Act, 1998

{g) Pubtic Finance Management Act, 1989

{h) The Prometion of Administrative Justice Act, 2000
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7.5. SCOPE OF APPLICATION

To all employees on salary levels 1 to 12 appointed in terms of the Public
Service Act, 1994,

7.6. PRINCIPLES

a) The PMS is to be consistently implemented in to all employess;

b} The PMS shali be based on a halanced score eard approach;

¢) The integration of Provincial policies and departmental plans forms the
basis upon which the PMS is designed, implemented and managed,

d} Individual Performance instruments (Pls) shall be aligned with
organizational objectives as identified in the Department’s strategic plan;

e) The system shall be participative in that both the supervisor and the
supervisee will be fully invoived. Performance Instruments/plans shall be
developed in a consultative manner and assessment of performance shalt
be a result of discussions between the supervisor and the supervises;

f} Provides clear linkages between performance &nd recegnition system;

and

PMS is applied equitably and fairly.

—

g

7.7. MANAGEMENT OF THE PMS

7.8

a} The Accounting Officer must ensure that Performance
AgreementsMorkplans are developed and implemented at the beginning
of each financial year.

b} Performance Management Committee shall be established in the
Office of the Premier to manage the implementation of the PMS.

¢) Moderating committees will be established in  various components.
Members of the moderating committee shall always be ef a level or levels
higher than the Jevels being moderated.

ASSESSMENT OF INDIVIDUALS TEAMS

a) All employges shall be subject to mandatory assessments using
performance instruments and tools.

b) Assessment of employee’s performance will be based on a continuous
period of tweive months of the Performance Management cycle within the
same salary notch and will:-

11 take place between the immediate supervisor and the supervisee;

ii} ensure that supervisor on the next level shall act as the moderator to
ensure consistency and faimess;
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7.9

iii)y be based on the information contained in the designated performance

assessment instrument;

i} be based on the information contained in the desighated performance
agreement/work ptan instrument;

¢) Employees shall qualify for incentives based on three (3) quarterly
performance review reports and an annual performance evaluation. The
first three assessments shall be utilized for feedback on performance and
reviewing of the Performance Instruments on the gaps identified.

d} The annual performance assessments must cover a full assessment
cycle of 12 months of the PM-Cycle, An employee must complete a
continuous period of at least 12 months on her or his salary noich on 31
March of a year. The annual assessment cycle will run over a period of
12 months, commencing on 01 April of a particufar year,

e) Normal pericds of ieave for example vacation leave and for short
periods of sick do not usually interfere unduly with the employees
performance management cycle. Other forms of absence for continuous
protonged period of time include;

maternity leave

{ong study leave

Incapacity leave

unpaid leave

absence through suspension

f} Employees who have taken leave in terms of categorised stated above
shall qualify for performance assessment.

g) Performance of an empioyee on secondment will be deait with in
terms of prevailing national and provincial resolutions.

h) The new managers/supervisors will conduct assessment of empioyses’
transferring / relocating to other departmentsfunits. A copy of these
assessments shall be filed.

PAY PROGRESSION
a)The first pay progression shafl take place on the 1% of July 2003, on the

basis of individual employees’ performance assessments for the 1 April
2002 to 31 March 2003 and subsequent years,
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b)For progression to the next higher salary notch on the relevant salary

level, an employee must complete a centinuous peried of at least 12
months on hisfher salary noteh on 31 Marceh of a year; and

ojFoar progression to the next kigher salary notch, an employee must have
performed at least satisfactorily as assessed in terms of the relevant PM3.

d) An employes must complete a continuous pericd of af least 12 months
on her or his (relative ) notch on 31 March of a year. The pay progression
cycle{and therefore the performance cycle ywill run over a period of 12
months, commencing on 01 April of a particular year. In practice this may
have the effect that an employee appointed in er promoted to a post with
effect from 01 May of a year shafl qualify 23 months later for possible pay
progression,

BUDGET FOR PERFORMANCE

The Office of the Premier must budget 1% of the personnel budget for pay
progression.

The budget for performance bonuses must not exceed 1.5 % of the
personnel budget.

CATEGORIES OF INCENTWES

A non monetary reward or atiending of national andfor international
seminars to expose the employee to best practices can be used as
incentive. In case of cash henuses the fellowing categeries of incentives
may be used:

7.11.1 Operational and supervisory levels

A nen-pensionable performance awards/bonuses can be granted fo leval
1 = 10 within a maximum of 18% of the empioyee’ basic salary or, with the
approval of the Executing Authority a non-pensionable perfermance
awards / bonuses in excess of eightesn {18%) of the employese's annuat
salary. )

7.11.2 Middle Management Service

A non-pensionable performance awardfonus can be granted to salary
level 11 — 12 within & maximum of 14% of the MMS members' total
package or, with the approval of the Executing Authority a non-
pensionable performance awatrd/fbonus in excess of fourteen (14%) of the
MMS members’ total package.
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7.12 MANAGING UNSATISFACTORY PERFORMANCE
7.12.1 Employees who are still on probation

Under-performance of an employee whe is stifl on probation should be deait
with in the feliowing manner:

a) Trainingfretraining;

b) Counselling/Coaching;

c) Redepioyment to another section where the employee can perform better;

d) Warning/extension of probation;

e) Extension of probation pericd may be served concusrently with warning;

fi Probation period may be extended by a maximum of six months; and

g} i all the above fails, then confirmation of the appointment can be done at
a lower jevel if:

1) It shall be in the interest of the department;

ii} Thereis aiower leve! post availablg;

iiiy The employee consents to such an appeintment; and

iv) Where necessary, the individuai may be referred to the
Employment Assistance Programime (EAF) for assistance.

7.12.2 Employees who have already acquirad permanent status

a) it is the responsibility of managers/supervisors to timeously menitor
underperformance of their staff and implement corrective measures,

The following shouid be taken into consideration when implementing
corrective measures: -

Set clear performance standards;

Provision of working facilities and resources;

Employee competence to meet performance standards;
Counsellingfcoaching; and

Training/re-training.

&) Supervisors shouid be able 1o determine during the monitoring and
assessment process, whether under-performance is due to lack of
experience, skills and knowledge, attitude or personal problems.
Suitable action should be recommeanded.

¢} if underperformance is due ta persenal prablems, individuais may be
referred to the Employee Weliness Unit for assistance.
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d) In the event that under-perfermance continues despite impiermenting

all the meastires stated above the

evoked.
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Disciplinary Measures can be

8.1.

8.2,

8.3.
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8.5

REMUNERATIVE WORK / BUSINESS OWNERSHIP OUTSIDE
EMFPLOYMENT IN THE PUBLIC SERVICE AND DECLARATION OF
BUSINNESS AMD FINANCIAL INTERESTS.

PRE&AMBLE

The success of government programmes depends largely on the human
resolirces respensible for implementing such programmes. Section 30(a)
of ths Public Selvice Act, 1994 stipulates that every employes shall pizace
the v'hole of his or her fime at the disposal of the State.

The -;:onduct of ihe Public Service employees should conform to the basic
values, principlss, norms and standards. The empioyees should be
cominitted and = uppoitive for effective service delivery.

PURPOSE

To provide a framework which will guide application for invelvement in
remt nerative wrk outside the Public Service as well as declaration of
busitess and financial interasts.

LEGAL MANDATES

Pubi ¢ Service Act, 1964,

Publ ¢ Service F egulations, 2001

Senior Managerient Service Handbook, January 2003,

Emp oyment Eq ity Act, No. 55 of 1898

Whits Paper on affirmative Action in the Public Service-1998.
Basii: Condition:: of Employment Act, 1587

SCOPE OF APf'LICATION

Adl einployees aspointed in terms of the Public Service Act, 1994,

PRIR CIPLES

Secton 30 (b) of the Pubic Service Act, 1994 stipulates that no officer
shall perform or engage himself or herself in or perform remunerative work
outside his or her employment in the Public Service, without permission

gram ed by the ralevant Executing Authority or an officer authorised by the
said zuthority.

Chapter 2 Part (C5.5) of the Public Service Regulations 2001 sfipulates
that an employ:e should not without approval, undertake remunerative



8.6

8.7

B8.7.1

872

Iworl-: cutside her or his official dulies or use office equipment for such

work,

APPLICATION FOR PERMISSION TO ENGAGE IN REMUNERATIVE
WORK OUTSIDE EMPLOYMENT IN THE PUBLIC SERVIGE.

The employee of the Office of the Premier may lodge 2 written application
for remunerative work outside employment in the Public Service for
consideration by the Execuiing Authority or delegated employee. The
applications for remunerative work should be lodged prior {o performance
of such remunerative work.

The application should reflect the following defails as requirements:

8.6.1 Full particulars of employes including rank and station

8.6.2 Nature of business or remunerative work

8.8.3 Physical address of the business

8.6.4 VAT registration number of the business

8.6.5 Business registration number

8.66 Type of clients or customers {e.g. government departments,
municipalities, and general public or private sector institutions).

8.6.7 Number of hours per day {0 be devoted to the remunerative work
oulside employment in the public sarvice by the empioyes (applicant).
8.6.8 Nature of involvemnent.

8.6.9 Declaration that official working hours, office equipment, machines
and cfficial information shall not be used 1o pursue remuneration work
cutside employment in the Public Service and that the employee
understands the use thereof will constitute miseonduct.

New employees who joined the public service already. having businesses
shail apply to the Executing Autherity or delegated employee for approvat
immediately after assuming duty.

Conditions to be attached to permission to perform remunerative
work cutside employment in the Public Service,

In cases where approval is granted, the following conditions should always
be included in the letter of approval as basic conditions of the approval,
namely .

that the employee shall riot use or disclose any official information to
pursue remunerative work cutside employment in the Public Service.

that the employee shail not use official working hours, the office

equipment, official transport, telephones, and buildings te pursue
remunerative work outside employment in the Public Service.
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8.7.3

88

8.8.1

8.4.1

g9.2
8.9.3
B.8.4,

that the department (employer} reserves the right to rescing the
approval or permission granted.

DECLARATION OF BUSINESS AND FINANCIAL INTERESTS

During official duties an employee is expected to behave in a manner that
enhances the reputation of the Public Service. An employee is also
expected not to use his or her official position {o obtain private gifts or
benefits for himself or herself during the performance of his or her official
duties, nor does he or she accept any gifts or benefits when offered as
these may be construed as bribes.

A declaratien of a business and /or financial interests should not only be
limited to an application for remunerative work cuiside employment in the
Public Service,

Employees should declare their business interests or financial interests.
This need arises from the faot that employees may have business or
financial interests in businesses or remunerative work ventures not
necessarily registared in their names. Such applications and declarations
should be done annually, preferably at the beginning of the financial year

Details to be refiected in the written declaration:

a) Full particulars of employee including rank and station.

b) Identification / Persal numbers.

¢) Physical address of business or remunerative work (in case of existing
business),

d) Nature of business.

e) VAT Registration number { in case of existing business).

f) Business Registration number { int case of existing business).

g) Type of clients or customers (government depariments, municipalities,
general public or private sectors institution.

h) Nature of involvement /business.

i} Nature of remuneration, value or and amount to be paid per year.

j) Anticipated profit per year.

k) in whose name is the husiness registered and the relationship thereof.

KINDE OF INTERESTS TO BE DISCLDSED

Shares and other financial interests in private or public compantes and
ather corporate entities recognized by law.

Directorships /Partnerships and percentage of sharehoiding.
Remunerative work outside the Public Service.
Consultancies.



8.9.5. Sponsorships. f
8.9.6. Gifts and hospitality from a souree other than a family rmember.
B.9.7. Other interests in land and property whether inside or outside the

Republic.

8.10 DETAILS OF REGISTERABLE INTERESTS TO BE DISCLOSED

The follewing details of registerable interests shall be disclosed:

(2

(]

{c}

(d)

(e}

Shares and other financial interests in private or public companies
and other corporate entities recognised by law. (@)

{iy The number, nature and nominai value of shares of any type
tn any public or private company and its name; and

(iiy  The nature and value of any other financiat interests held in
a private or public cempany or any other corporats entity and
its name.

Directorships/partnerships and shareholding:

{i) The name, and type of business activity, of the corporate
entity or partnership; and

{ii) if applicable, the amount of any remuneration received for
such directorship or parinership.

{ii}y Percentage of shares.

Remunerated work outside the public service:

{i) The type of work;

[{(1)] The name, and type of business activity, of the employer;
and

{(iiy  The amount of the remuneration received for such wark.

Censultancies:

(i}  The nature of the consultancy or retainership of any kind;

(iy  The name, and type of business activity, of the client
conhcerned; and

(i) The value of any benefits received for such consuitancy or
retainership.

Sponsorships:

{i} The source and description of direct financial sponsorship or
assistance; and the vaiue of the sponsorship or assistance.
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Gifts and hospitality from a source other than a family member;

{i} A description and the value andg source of a gift with a value
in excess of R350;

{iiy A description and the value of gifts from a single source
which cumulatively exceed the value of R350 in the 12-
month pericd; and

{(iij Hospitality intended as a gift in kind.

Cwnership and other interests in land and property, whether inside
or cutside the Republic:
(i) A description and extent of the land or property,;

{ii)  The area in which It is situated;, and
{iiy  The value of the interest.
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9.

9.1

OVERTIME

PREAMBLE

COffice of the Premier recognizes that overtime will sometimes be necessary in
order to defiver services.

9.2. PURPOSE

{a)To provide a framework for the compensation of empioyees for additional
hours they perform in excess of their prescribed hours of work by order of an
Executing Authority or delegated employee; and

{b)

Te regutate the perfarmance of overtime duty and the cenditions under which

remunerative overtime should be performed.

9.3

9.4

9.5

. LEGAL FRAMEWORK
a} Basic Conditions of Employment Act, 1997( Act No. 75 of 1997)
b} Labour Relations Act, 1995{Act No. 66 of 1895);
¢} Public Service Co-ordination Bargaining Council {PSCBC) Resolution
No. 3 of 1989;
d) Public Service Act, 1894 and
e} Public Service Regulations, 2001.
SCOPE OF APPLICATION
All employees appointed in terms of the Public Service Act 1994,
. DEFINITIONS
In this Palicy, unless the context indicates otherwise-

“day of rest” means -

(a) 8 Sunday or a public holiday in the case of an employee who normally
does not work on such a day;

{b) in case of an employee who normally works on @ Sunday or public
heliday, such other day the employee is normally released from duty;

‘night overtime work® means overfime an employee performs between
20H00 and 06H90;
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"overtime work® means additional official work an employee performs in
excess of the employee's normal working hours;

‘remunerative overtime”™ means compensation for additicnal official work
that an employee performs under specific circumstances in excess of the
employee’s normal working hours by order or permission of the Executing
Authority or Executing Authority's delegate. Compensation can be monetary,
time off or any other compensatory measure that the Executing Authority or
the Executing Autharity's delegate may deem appropriate and reasonabie;

“Sunday overtime work” means additionat official work that an employee
performs on a Sunday or public heliday if the employee does not normadly
work ob such & day, and

“this Policy” means the departmentatl policy.

9.6. AUTHORIZED REMUNERATIVE OVERTIME WORK

a} The &xecuting Authority or the delegated employee must suthorise the
overtime in advance, for overtime work to be regarded as remunerative.

b} The Executing Authority or the delegated employee must take into
account the following facters, when considering overtima work:

i) The clreumstances that necessitated the performance of overtime work;

i}y The steps that the Supervisor took fo prevent the performance of
ovettime work for example reallocation of employees, temporary
utilization of employees in other divisions or any other relevant factors;
and

ity If no voluntary overtime work has been performed, the reasons why the
overtime work was not performed.

¢) If an employee needs to travel to or fram home to the workplace at a time
that the employee would not normally travel-

i) 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

ii} If the employee was on authorized standby duty, the time spent on the
Jjourney eounts as overtime work.
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8.7. CONDITIONS FOR OVERTIME WORK

a) An employee may performn overtime work to a maximum of three hours on
a working day or eight  hours on week-ends 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, if an
Executing Authority or Executing Authority's delegate requires the
ernpleyee to work-
i) On those days that the employee does not normally work; or
i) If the employee normatly works on those days, the employee
is off from work.
d) Overtime payment for driver/messenger serving executing autheritiss shall
he dealt with in accordance with financial manuel as determined by the
Minister of Public Service and Administration from time to time.

@) The monthly compensation for overtime shali constituie not more than
30% of the employees monthly salary.

fy Approval should be obtained for any overtime payment above the 30% of
the employee’s monthly salary on the basis of exceptional circumstances,

9.8. COMPENSATION FOR OVERTIME WORK

The employer may grant an employee time off equal to the fime worked or
compensate authorised overtime work by paying an employee in case of -

{a) Sunday overime work, two times the employee’s nermal hourly
remuneration;

{b) Ordinary overtime work, c¢ne and one third times the employee's
normal hourly remuneration; or

{c) Night overtirne, two times the employee’s normal hourly remuneration.
9.9. CONTROL OF REMUNERATIVE OVERTIME WORK

1. In order to exercise proper control on remunerafive overtime work, the
supervisor must -

{a)  Minimize avertime work;

|

2)

(3)

{4)

{b)  Ensure that there are adequate supervision and control measures
at all times during the perfermance of remunerative overtime work
in order to ensure high productivity;

{c} Review the authorisation for overtime when the emploeyee reaches
the time frame or litnit of overtime in order to avoid exceeding the
amount or time allocated;

(€)Y  Postpone overtime work for trifling periods;
{e)  Ensure that overtime remuneration is cost-effective;
(U] Keep records of all overtime work;

{g) HKeep and monitor an altendance register and ensure that
employees and the supetvisor duly sign;

(h) Make funds available to finance the expenditure that will be
incurred as a result of the approval of rendering remunerative
overtime work;

{i} Ensure that employees are not employed on avertime work to such
an extent that the overtime work adversely affects the guantity and
quality of work employees perform during normal working hours;

fi If possible employees perform all overtime at the employee’s normal
ptace of work; and

{k) Clearly motivate reasons for remunerative overtime wark,

In order to improve control, the superviser must determine in advance the
number of hours for overtime that an employee has to perform each day
and, as far as possible, set production targets.

The Senior Manager responsible for Human Resources in the Office of the
Premier must quarterly provide the Head of the Department with
information regarding the number of hours for authorised overtime work
employees have performed and expenditure involved.

Employees in the Senior Management Service -
{a) May not request or claim remunerative overfime work, unless
approved by ihe Executing authority or Executing  Authority's

delegate, provided that it is in the natlicnal or internaticnal interest.
Management must in this respect make a submission in writing;
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{b) Must before requesting authority for overtime work, consider
employees who will work overtime on an individual basis according
to the merit of each case;

{c) Consider the numbers and ranks of the employees who will be
required to perform overtime work; and

id)  Must make an estimation of the duration of and the costs involved
in the overtime work;
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10. SPECIAL LEAVE

10.1. PREAMBLE

10.2

10.3

104

10.5.

Office of the Premier acknowledges that employees should be granted
special leave as part of cenditions of service.

PURPOSE
To provide measures for utilisation of special leave.
LEGAL FRAMEWORK
a) Public Service Act, 1994
b} Public Service Regulations, 2001
¢} Labour Relations Act, 1895
d) White Paper on Human Resource Management
SCOPE OF APPLICATION
To all employeas appointed in terms of the Public Service Act, 1994,

PRINCIPLES

Special leave provisions will be implemented in a fair and equitable manner.

10.8 Types of special leave

The executing authority or his / her duly authorised representative shalt authorise
special leave with full pay for the following purposes:

10.6.1, Study leave

Special leave with full pay shalt be granted to an empioyee for preparation
towards his or her examinations whether it relates to his or her immediate
field of work or not. One (1) day special leave with full pay shalt be
gramted to an employee in connection with his or her studies or
examination per course or subject.

An employee who aftends or does course work (altends classes),
prepares thesis or dissertation {coliection of data and presentation) and
writes fests as a package that substitutes examination {block attendance)
ray be granted five (5) days study leave with full pay for either his or her
attendance, collecticn of data, presentation and writing in respect of each
seassion (imited to two sessions per annum).
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10.6.2 Examination

Special leave with full pay shall be granted {© an employes, for the
period he or she sits for examination{s) which in the opinion of the
department has the object of improving the skills of the emplayee
concerned for a career in the Public Service, imespective of whether it
relates fo his or her immediate field of work or not.

One (1) day special leave shall be granted fo an employee to prepare per
examination paper as referred to abave. Employees who must sit for
examination on a Saturday or a day of rest shall be granted ohe working
day per cousse or paper as a special leavs in grder to enable them to
prepare for the examination.

{a) Examinations referred to may include ordinary school subjects up
to matriculation, as well as examinations in respect of which a
certificate is not necessarily issuad to successful candidates.

{b) Special leave will only be extended once to an employee who has
to repeat a course or be re-examined. An employee may however
be granted an additicnal extension if the employee has failed o
complete an examination or course due fo circumstances that are
beyond his or her control. He or she may be given an opportunity to
compiete the course or examination. Special consideration wiil also
be given to employees who form part of the previously
disadvantaged or designated groups.

(c) Special leave shail only be granted for bons fide final examinations
and not for class tests, term papers, etc. For the purpose of this
policy, final examinations include all examinations that will lzad to
the eenclusion of a subject (including semester courses).

(¢} Proof of examination must be submitted together with the spscial
leave application.

(e) Amendments to examination must be reflected on an amended
special leave application.

10.6.3 Sabbatical Leave

Special leave with full pay may be granted to an employee as is required
and within the needs of a department
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10.6.4 Study Leave or special circumstances

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

{b) Full time study at a recognised educational insttution within the
Republic or abroad: Study leave in this regard shall be granted only
for the prescribed duration of the particular course, diploma or degree.
Employees who fail to completa their studies within the prescribed
period for the curiculum shali not be granted an additional period of
study leave. Unpaid leave may be granted to employees, who apply to
compiete their studies;

c) Practical work required as a prerequisite for registration in a particular
professien; or

d} Attendance of a self-enrichment course (e.g. flower arranging, interior
decorating, sewing, etc) which is in the interest of the department.

10.6.5 Attendance of classes during office hours

a) An employee who studies part-ime or by means of comespondence at
a university or other recognised educational instibution and who as a
result of his or her studies is reguired to be absent from his or her
place of work, will receive one day special leave with full pay for every
fult eight hours, he or she is so released from duty.

10.6.8 Parficipation in Sports ar Cultural Activities

(a) Special leave with full pay to a maximum of 10 woerking days per
annum, may be granted to an employee when he or she is selected by an
acknowledged sports association to represent a, provincial, regional ar
focal 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 event within or outside South Africa.

{b}  Special leave with full pay may be granted fo an official when he or
she is selected by an acknowledged sports association to represent South
Africa as a member of an organised sports group, whether as a
competitor, official, judge, coach, manager or referee in a sports taur or
arganised sports event within or outside South Africa. Wrltten proof of
such nomination or selectlon must be provided.,
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Special leave, with full pay, may be granted to an employee when he
or she:

accompanies & foreign national team visiing South Africa, as a
representative of the South African Sports Association, takes part in
cultural activities, as a member of an organised cuitural group, in a
cultural tour within and oufside South Africa as a competitor, coach,
manager or official, assistant coach and managsr to represent, South
Africa, the province or region.

10.6.7. Resettlement

Special leave with full pay will be granted to an employee who is,
transferred at state expense. Two (2) days special leave will be
granted to ernployees who are transferred within the province and five
{5) days if transferred outside the province, in order for him/her to:

a) Arrange accommodation;

b) Supervise the packing or loading and unpacking or unioading of
persenal belongings, and

c) Arrange school for children.

Special feave in this instance will only be granied if the employee and
his or her household are required to resettie.

10.6.8 Training Of Disabled Employees
The employer shall —

{a} afford disabled employees the opportunity to underge training to
manage the employees' disability;

{b}treat employees who need training to be able to ulilise
equipment that would enable them access to the workpiace or
to perform the job, the same as other official training provided to
equip such employees with the knowledge and skills to do the
their jobs; and

(c) offer the training referred to in (b) while the employees are on
official duty.

10.6.9 Leave for Occupatlonal Injuries and Diseases

The emptoyer shall-

{a) For the duration of the pericd the employee is unable to work, grant
coccupational injuries and diseases leave fo such an employee who
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as a result of histher work, suffered occupational injuries and
diseases;

{b)  Grant special leave to an employee who suffers a work-related
injury or disease as a result of an accident or negligence involving a
third party provided that the employee:

i} Brings a claim for compensation against the third party, and

{i)  Undertakes to use compensation the employee received in
terms of the Compensation for Qccupational Injuries and
Diseases Act, 1893{Act No. 85 of 1983) to recompense as far
as possible for the cost arising from the aceident.

The empioyer shall take reasonable steps to assist an employee to
claim compensation acecording fo subparagraph (b} abave.

10.6.10 Rehabilitation

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

Special leave may be granted to an employee {0 enable him or her to
undergo treatment for substance abuse, trauma and mental disorders at
an approved institution or facility in terms of the provisions of PILLIR.

40.6.11 Military Service

Special leave may be granted to an employee whan he or she is required
ta perform voluniary military service.

10.6.12 Miscellaneous

Special leave with full pay may be granted to an employee in the following
circumstances:

{a)} Where an empioyee is absent from work as a result of segregation
or isolation on medical instruction. The granting of special leave
shall be subject to the submission of a cerfificate by a registered
medical practitioner indicating the period and the reason for
segregation or isalation.
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(b)

(c}

In the case where a physicaily disabled employee is required ta
attend an orientation or training course relevant to the disability.

Where the area in which the employee works or resides is struck by
& natural disaster or other disaster and the depariment is satisfied
that it was impossible for the employee concerned at the time to
continue with his or her official duties.

Special leave may be granted to an employee due to any other
circumstances not mentioned akove provided that the employer believes
that it is in the best interest of the State and ihe Office.

10.6. EVENTS FOR WHICH EMPLOYEES WILL NCT BE REQUIRED TO
UTILIZE SPECIAL LEAVE

Empioyees will not be required to submit leave forms or utilise special leave
in the following instances:

(a)
(D)
{c)

(d)
(e}

(9

(h

(i)
{

iid.

Study tours initiated by the department or the Public Service.
Absence for putposes of registering for studies.
When an employee is "subpoenaed” as a witness in any legal
proceedings, disciplinary enguiry, commission appointed by the
State or any other relevant authority empowered to do so,
When an employee has to appear before a court of law arising from
his or her official duties.
Where an employee attends a course, workshop, lecture etc.
presented by a State department or private institution for which he
or she has been given permission to attend by his or her supervisor
or manager,
When an empicyee assists or represents an employee during a
disciplinary enquiry or in a dispute proceeding or an investigation
into a complaint or grievance.
When he or she is an office bearer, shap steward or member of a
frade union invalved in labour relations matters deemed to be in the
interest of the employer such as, dissemination of information,
briefing or training.
When he or she is absent from duty —
As the aggrieved person during an investigation into his or her
complaint or grievance,
as the person belng charged in a disciplinary enquiry, or
As an applicant in a conciliation board, arbitration or Labour
Court.
When appeinted by any department to render services.
Attendance of an interview for a post in any department within the
Public Service.
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10.7 EVENTS FOR WHICH SPECIAL LEAVE WILL NOT BE GRANTED

Attendance of self-enrichment courses that are not in the interest of the
depariment.

Repeating of courses (sitting for examination in respect of the same
course of paper for a third or fourth time).
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11. EMPLOYEE WELLNESS PROGRAMME (EWP)

11.1. PREAMBLE

The Office of the Premier acknowledges the existence oi employees’
personal and work-related problems that may have a negative impact on
service delivery. It further recognises its responsibility through the
establishment of Employse Weliness Programmes (EWP}. EWP is aimed
at enharcing service delivery and quality of life of all employees. The
Wellness programme enfails Employee Assistance Programme (EAP),
Occupational Health and Safety (OHS}, Workplace HiV & Aids and other
ilinesses

11.2. PURPOSE

To provide guidance on the establishment and management of Employee
Wellness Pragrammas.

11.3. LEGISLATIVE FRAMEWORK

a) The Public Service Regulations, 2001

b) The Constitution of the Republic of South Africa

<) Occupational Health and Safety Act, 1983 (Act No. 85 of 1893}
d) Labour Relations Act, 1995 (Act No. 66 of 1695}

e) Employment Equity Act, 1998 {Act No. 55 of 1998)

£ Skills Development Act, 1986 (Act No. 97 of 1998)

3 Basic Conditions of Employment Act, 1997 (Act No. 75 of 1897}
h) Mental Health Care Act, 2002 {Act No. 17 of 2002).

11.4 SCOPE OF APPLICATION
This pelicy is applicable to the employees of the Office of the Premier..
11.5 PRINCIPLES

The implementaticn of Employee Wellness Pregramme {EMWP} in the
Office will be underpinned by the foflowing principles:
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11.5.1 Confidentiality

Any informatien shared during consultation or Counseliing shall not be
disclosed to anyone {management included) without the employee's
written consent except when disclesure is required in terms of law or court
order.

The information provided by the amployee during consultation shall not be
utilised for any purpose cther than those agreed upon between the
Employee Assistance Professional snd the employee. Al employees’
records shall ba kept strictly confidential by the EAP office. The disposal of
employee case file will be disposed in terms of the archive measures.

11.5.2.  Eligibility and Accessibility

EAP will be accessible and available to all employees and their immediate
family members.

11.83. Neutrality

EAP shali not become enmeshed in the traditional! interface between
managerrent and employees, and shall not be incensistent with the
existing administrative procedures..

11.5.4. Intervention

Efforts shall be made o ensure early identification and treatrment of
preblems, thus facilifating good prognesis. Leadership {i.e. Supervisors
and Linion representatives) in the office shali be involved to ensure timely
problem identification, referral and assessment.

11.55. Impartiality

Participation in the programme shall not jeopardize the employee’s job
security or career pathing.

11.5.6. Equal Treatment
Employees whe use EAP services shall receive the same considerations
as those with medical problems. No employee client shall receive

preferential or adverse treatment due to his / her participation in the
pragramme.
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1157. Volunteerism

Participation in the programme shall be volunfary without denying
management tha prerogative of recommending employees for assistance,
When empioyees have been identified with detericrating performance, and
refuse to be given assistance, such empioyees are opening themselves to
serious disciplinary action.

11.5.8. Prevention of abuse

Any employee or participating party as well as executive authority shall not
use the programme for uiterior purposes.

11.6. INSTITUTIONAL ARRANGEMENTS
The Heatl of depariment shalk
11.6.1 Ensure the establishment and management of Empioyee Wellness
Programmes in the Office. Appoint a member of the senior
management service to oversee the management of the
programmes and provide guidance to the practitioners at the
operational level.

11.6.2 Ensure the provision of resources for the implementation of
Employee Wallness Frogrammes in the Office of the Premier.

11.6.3 Ensure the integration of the Employee Wellness Programmers with
all other departmental programmes.

11.8.4 Ensure that Empioyee Wellness Programmes is a key performance
area of all supervisors in the depariment.

11.7 MONITORING, EVALUATION AND REPORTING
The Head of department shall ensure the coordination, monitoring and

evaluation of the programmes in the Office.

The Employee Wellness Unit shall coordinate, monitor and evaluate the
establishment and management of the programmes in the Office.

11.8 REVIEW OF THE POLICY

This policy shall be reviewed every three years or as and when the need arises.
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12. WORKPLACE HEALTH AND SAFETY

121 PREAMBLE

Office of the Premier acknowiedges its responsibility and is committed o
create and maintain a safe working environment.

12.2 PURPOSE
To provide measures aimed at promoting-
{a) the health and safsty of all employees; and
{b) the protection of the employees and all other persons visiting the
Cffice.

12,3 DEFINITIONS

In this Policy, the following words have the fellowing meaning unlsss the context
indicates otherwise:

“Act” means the Occupational Health and Safety Act, 1593 (Act No. 85 of 1983)
except for clause 16;

"Committee” means the Gecupational Health and Safety Committee referred to
in clause 11;

“Department” means the Department of Labour;
‘Employee” means an employee in the Office;

“‘Inspection authority” means a Department of Labour inspection authority
referred to in section of the Labour Relations Act.

“Office “means office of the Premier;
“Management’ means management in the Office;

“"Representative” means the Cccupational Health and Safety Representative
designated in terms of section 17{1) of the Act;

“Section 16{2) appointee” means a person referred to in section 16(2) of the
Act, and

“This policy” means the Health and Safety Policy in the Office,



12.4. LEGAL FRAMEWORK

(a)
(b)
{c)
{d)

{e)
{n
{g)

Constitution of the Republic of South Africa (1998)

Skills Development Act, 1998 {Act Ne. 87 of 1988

Qecupational Health and Safety Act, 1993 (Act No. 85 of 1993)
Coempensaticn for Cocupational Injuries and Diseases Act 130 of
1993

L.abour Relations Act, 19985 (Act No. 66 of 1895}

Basic conditions of Employmant Act, 1897 {Act No 75 of 1957)
Pubific Service Regutations, 2001

12.5. ROLES AND RESPONSIBILITIES

{1} Employer

The HOD Officer may assign any employee in the Office to carry out the
following duties of the Office:

(a)
{b)
{c)

{d)

(&)

(e}

®

(9)

to provide and maintain a working environment that is safe;
to identify potentiai hazards, that are prevalent in the woriplace;

to establish the precautionary measures that are necessary to
protect the employees and visitors against the identified hazards;

ta provide the employees with the informaticn, instructions, training
and supervision necessary for their health and safety;

to determine the procedures to be foilowed if an employee or
visitor is exposed to a hazardous substance or invoived in an
incident that may negatively influence the employee's or visitor's
health and safety,

to ensure that every empioyee complies with the requirements of
the Act as well as other relevant legislation related to cccupational
health and safety;

te ensure that all work done and the equipments used if any, are
upder the general supervision of an employee who has been
frained to understand the hazards associated with the work and
ensure that the precautionary measures are implemented and
maintained;

to ensure that representatives are elected or nominated and

appointed in the workplace as contemplated in section 17 of the
Act;
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(h)

to ensure that all cases of occupational diseases of injuries are
reported in the prescribed manner ¢ the Compensation
Commissioner;

to co-operate with the inspection autherity and ensure that any
directions, subpoenas, reqguests or comsmands are complied with;
and

)] {0 ensure that the Committee is establishad and cornplies with the
provisions of the Act.
{2) Supervisor

Every Supervisor must ensure thal.

{0
(i}
{iil}

()

M

All employses under the hisfher supervision are informed of risks
and hazards assaciated with their work activities;

All hazards in their functional areas are identified, aliminated cr at
{east minimized;

Employees are provided with personal protective clothing and
equipments where necessary and that they receive the relevant
training on how to use and care for them;

All measures or eaquipments provided for health and safety
purposes are well maintained and not tempered with; and

All precautionary measures are adhered to, to ensure the
hezlth and safety of all in the Office.

{3) Employces

Every employee must at work-

(i)

(i)

{ii)

adhere to the heafth and safety measures for the promotion and
protection of the employee’s and others’ health and safety;

wear the prescribed protective clothing or use the prescribed
safety equipment where it is required; and

report any unsafe or unheaithy conditons to the Office or
representatives as soon as the employee knows the conditions.
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(4) R'epresentatives
In the Office-
(i) each floor may have at least one Representative; and
{ii) each district office may have ai least one Representative.

126. PROCEDURES FOR NOMINATION AND ELECTION OF
REPRESENTATIVES

Management must ensure that Representatives are nominated or elected in
terms of section 17 of the Cccupational Health and Safety Act, 1893. Unions may
be consulted i necessary. The following procedures are recommended for
nrominations and elections, respectively:
{1) Nominations
{i) The workplace must be divided into various functional areas.
{il} A tist of employees employed on a fuli-time basis shall be drawn.
{iiit A decision on employees who are acquainted with conditions and
activities at the workplace and the nominated employee must be abie to
read and write. '

{iv) A notice o be sent to each functional area inviting nominations and
clearly state the due date for nominations.

(v} Management must elect one of the nominees and appeint the nominee as
a Representative in writing for specific peried.

{2} Elections

{i) The workplace shall be divided into various functional areas.

{iiy Employees who are eligible for eiections shouid be employed on a fuil-
time basis, be acquainted with conditions and activities at the workplace,
and must be able to read and write.

tiii) A notice must be sent to each functional area inviting nominations for an
election stating the due date for nominations and date on which elections
wlll be held. :

' {iv) Elections must be held in each functional area on specific dates. Election
may be either by hand or by baltot,
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{v) The elected Representatives must be designated in writing for a specific
period.

12.7. TENURE OF OFFICE

Pericd of office of Representatives is three years.

12.8. TERMINATION OF OFFICE

Termination of office of Representatives may occur on the following grounds:

{a) If the Representative is found guilty, following a disciplinary hearing of
health and safety infringement;

{b) if two thirds of employees working in the area of which the Representative
Is designated for, in writing request management for termination of the
Representative's office;

{c) if the period of office expires,

(d) if the Representative’s contract of employment is terminated; and

{e) ifthe Representative faiied to fulfil the duties as contemplated in the Act to
premete the health and safety in the Office. The employee may appeal
against such a decision to management.

12.9. DESIGNATION OF REPRESENTATIVES

{1)  The Representative must be designated in writing.

{2) Representatives must be designated for every workplace consisting of 20
or meore workers and for a functional unit, one representative must be

designated for every 100 workers or part thereof.

{3) Representatives may be designated for a specific unit in the Office
depending on the nature of work the unit performs.

{4) Depending on circumstances, an inspection authority may require the

designation of more representatives, even in the case where the number
of workers is less than 20.
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(8

(6)

The Director-General in eonsultation with the employees may designate
more than the prescribed number of representatives i the workptace
situation so requires.

Al the activities regarding the designation, function and fraining of
representatives must be performed during pommal working hours.

12.10. FUNCTIONS OF REPRESENTATIVES

The foliowing are the functions of the Representatives Ih respect of the area for
which they are designated-

1]
(®)

(c)

{d)

(e}
"

(9

(h

0]

i

review the effectiveness of health and safety measures;

conduct monthly inspection in the Office including any articles,
substances, machinery or personal protective equipments after
notifying the Director- General or section 16{2) appointee about the
inspection and then compile a report for the Committee,

when conducting an inspection, always use a checklist approved by
the Department and submit copies of the signed checklists to the
section 18(2) appointee and the Committes;

keep record of every report for an inspection authority or the
Committee,

discuss any complaints and findings with the Committes;

discuss and assess the overall effectiveness of accupational health
and safety measures during the Commit{ee mestings;

identify and report any potential hazards and major incidents to the
Comrmittee or Director-Gereral;

examine, in collaboration with the Director- General or section 16(2)
appointee, the causes of incidents in the workplace;

adhere to the principle of confidentiality when carrying out the
Representative’s duties,

make representations in writing on matters on matters regarding
the health and safety in the workpiace to the management or the
Committee or, where the representations are unsuccessful, to an
inspection authority;
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]

(m)

attend Committee meetings; and

accompany inspection authority during inspection but only if the
inspection is conducted at the Representative’s area of
designaticn; and

generally performs all the functions the Act requires.

42.11. COMMITTEE

{n

2

3

4

(5

Management may esiablish cne or more Committees in a
workplace where twe or more Representatives are designated.

Representatives must constitute the Committee that must meet at
least guarterly in order to initiate, promote, maintain and review
measures of ensuring the health and safety of employees.

The Commitiee must-

fa) keep records of the Committes's activities including but not
limited to minutes of the meetings and recommendations
made to the Office. The sectien 16(2) appeintee must sign
the minutes; and

{b) make recommendations to the management after analyzing
the checklists referred to in subclause10{c).

Management determines the number of Committee members
based on the foliowing-

{a) if only one Compmittee has been established far a workplace,
all the Representatives must be members of that Committee;

{by if two or more Committees have been established for a
workplace, each representative must be a member of at
least ane of the Committees;

{¢) nominate more people to represent the COffice in a
Committee but their number may not exceed the number of
Representatives on the Committee. The nominees must be
designated in writing.

An inspection authority may if necessary determine the
astablishment of additional Committees.
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(6) The inspoction authority may order the Committes to mest by
notice in writing if 10% of the employees have made a written
request for 2 meeting to the inspection authority. The inspection
authority will determine the time and venue for the mesting.

{7)  The Committee may co-opt persons as advisory members of the
Committee based on their knowledge and expertise on heaith and
safety matters.

12.12. REPRESENTATIVES
{1) A Represeniative may refer a complaint submitted to the
Representative to the Committee for further handling if the Office
fails to resolve the complaint.

{2) The Representative must make the referral to the Committee in
writing.

{3) The Representative must attend Committee meetings.

{#) If the Committee does not address the complaint satisfactorily,
then the Commifiee must refer a notification of the complaint

together with the recommendation of the Committee to a section
16{2) appointee for further handling.

12.13. RESPONSIBILITIES OF REPRESENTATIVES

A Representative may in respect of the functional area -

{a) visit the site of an incident and attend any inspection that may be
necessary,

{b)  attend any investigation or formal enquiry held in terms of the Act;

{c) inspect any document that the Cifice is required to keep in terms of the
Act and carry out the instructions or information contained in the
document. The docurments should be in relation to the area the
Representative is designated for

{d) the Representative may be actompanied by a technical advisor with
the written approval of both the Representative’s and the technical
advisor's Office.

(e} participate in health and safety audits with regard to the ares the
Representative is designated for.
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(i carry out all the functions and perform ali the functions, as the Act
regiires.

12.14. TRAINING
The Office must ensure that-

{a} all representatives are on a continuous basis trained en how to carry out
their responsibilities and to execute their functions and duties in terms of
the Act; and

€] records of trained employees are kept.
12.15. FUNCTIONS OF COMMITTEE

The Committee deals, with the following functions only in the area the committes
is designated for:

{a} Make recommendations to the Office about the heafth and safety of
employees. Where the recommendations fail to resolve the matter, the
Committee may refer the recommendations to an inspectien authority
for further handling;

{b) discuss any incident that ied to the injury, illness or death of any
employee and decide on how to prevent any similar incidents. The
inspection authority may be informed in writing of the incident; and

{¢) generally, ensure that the Office complies with the Act and relevant
legislation.

1216.PROCEDURE TO BE FOLLOWED IN REPORTING AN
OCCUPATIONAL INJURY OR DISEASE

{1y  Every employee must if involved in an incident that may influence
the empioyee's incident or caused an injury, in terms of section 38
the Act, inform management or any authorized person.

{2) The Office must in terms of section 39(1} of the Act report the
matter to the Commissioner.

{(3) The employee must-

{8) in terms of section 42(1} of the Act submil to medical
examination;



{b)  ensure that 2 medical practitioner or chiropractor compietes
the medical report within the prescribed pericd; andg

{c) furnish the medical report to an authorised person in the
Office.

{4) The supervisaor or any authorised person of the deceased or an
injured employee or employee who contracted a disease should
inforr the Human Resource Office( Service Benefits) by using the
prescribed form.

{5) Service Benefits must in turn  inform the Compensation
Commissioner within seven days after netice of the incident.

{6)  Failure to report the incident within the prescribed period
constitites an offence in terms of the Act.

1217. DEATH OF AN EMPLOYEE CON DUTY

In case of the deceased employees, the dependanits must submit the following
documents:

{a) Marriage certificate if necessary

{b)  Death certificate

{c)  Affidavit by the widow or widower

{d¢)  Claim for compensation

{e)  Birth certificate of the widow or widower and children under the age of
18 years at the time of accident.

{n Burial expenses form and receipts.

12.18. FORMS

All the refevant forms are obtainable from the Human Resources Management
{Services Benefits unit} and the Department of Labour.

12.19. MONITORING AND EVALUATION

{1y  Monitoring and evaluation will be conducted by both the internat and
external stakehoiders responsible for this function.

{(2)  The Cffice must annually review this policy.

13. SMOKING
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13.1 PREAMBLE

Office of the Premier acknowledges its responsibility to create and
maintain & healthy working environment.

13.2 PURPOSE

To provide measures aimed at prohibifing, restricting and conirolling
smoking.

13.3 LEGAL FRAMEWORK

13.31 Taobacco Products Contrel Act, 1993 (Act No 83 of 1983)
13.32 Ceoupaticnal Health and Safety Act, 1893 (Act No 85 of 1983).
13.34 Public Service Regulzations, 2001,

13.4 INSTITUTIONAL ARRANGEMENT

13.4.1 Office of the Premier, shall designate a portion of its premises as a
smoking area.

13.4.2 The designated area will be separated from the rest of the offices by a
solid partition.

13.4.3 The entrance docr shall bear the sign “SMOKING AREA™ on it wriften in
block latters, at lagst 2cm in height and 1,5 cm in breadth, on a white
background.

13.4.4 The ventilation of the designated smoking area will be such that air from
the emoking area is directly exhausted to the outside and is not re-
circulated to any other area within the workptace.

13.4.5 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 displayed at the entrance to or in
the designated smoking area.

13.4.5 The Office of the Premier shali permanently display the sign "NO
SMOKING” in areas where smeking is not permitted writen in black
lefters af least 2cm in height and 1.5 in breadth on & white background,

13.4.6 The Office of the Premier shall permanently display the warning message
next to the no smoking signs that "ANY PERSON WHO FAILS TO
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COMPLY WITH THIS NOTICE IS GUILTY OF AN OFFENCE AND MAY
BE LIABLE TO A FINE",

13.4.7 Employees shall not smoke in their offices irrespective of whether they
share an office or not. This is also applicable to any person visiting such
offices.

13.4.8 If smokers da not comply with the ruies, the Office shall ban smoking in
the Offices or take disciplinary action against those who do not abide to
the departmentaf policy.

13.5 MONITORING AND EVALUATION

13.5.1. The Cccupatioral Health and Safety coordinators in the Office will
monitor the development and itmplementation of the policy.

13.5.2. Monitoring will be conducted by both internal and externat
stakeholders wha are responsible for the function.

13.5.3. This palicy will be reviewed annually or amended as and when it
becomes necessary.
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14. SOCIAL CLUB

14.1 PREAMBLE

Productivity is crucial in any organization and performance is enhanced by a
healthy working environment. Employees should be encouraged to form
recreation clubs.

14.2 PURPOSE
To promote a healthy and friendly work environment.
4.3 LEGAL FRAMEWORK

a) Qccupational Health and Safety Act, 1883 (Act No. 85 of 1993).

b} Constitution of the Republic of South Africa, 1986(Act No. 108 of 1956},

¢} Compensation for QOccupational Injuries and Diseases Act, 1993 (Act No,
130 of 1993).

d) Whita paper on Sport and Recreational South Africa, 1998,

e} South African Sperts and Commission Act, 1998(Act No, 109 of 1858}

fi National Sport and Recreation Act, 1988 (Act No. 110 of 1898).

144 OBJECTIVES

a) To enhance the health well-being of employees fer improved service
delivery .

b) To promote tean spirit, morale and cooperation amongst employees,

¢} To premote a healthy and balanced lifestyle.

d) To creste a relaxed shvironment .

e) To improve interpersonal relations and effective communrication amongst
employees.

14.5 PRINCIPLES
Participaticn in any social club activity is voluntary.
Employees’ participation in any sport or recreational activity during working
hours shall be regarded as being on official sport or recreational duty if
management has granted authorization.

Any emplayee of the Office of the Premier is encouraged to take part in any
approved sporling codes, recreational or social club activities.
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14.6‘ INSTITUTIONAL ARRANGEMENTS
The Office of the Premier has & mandate for the following:

{a) establish a sports and recreational club where different sporting codes
can be introduced;

{b) create a team in any sporting code or recreational activity;

{¢}) once the club has been formed, estabiish a committee that is governed
by its constitution, fo reguiate the sport and recreational activities;

{d) ensure that the committee has a patron who shall either be a Senior
Manager or General Manager o serve as an Accounting Officer and
overseer;

{e) may have other sccial activities such as braais, tea clubs, traditional
dance, choral  soclety, indigenous games and other recreational
activities;

{f) shalt develop iis policy for employees who have to partake in National
and Provincial sports events;

{g) shall organise departmental sport and recreaticnai activities either
once a quarter or half yearly during the week or weekend,

{h shall provide First Aid service during events;

{i} shall encourage Slrategic Business Units (8BUs) managers to
organize activities that will promote team work and eliminate or at least
reduce siress and burnout;

(i) shall determine how funding of its social club activities will be raised to
sustain the club and its activities; and

(k) may establish & funeral committee and other committees fo achieve
the objectives of this policy or its Departmental social club policy.

Employees (participants only} shall ensure that they get prior approval
from their supervisors before they parlicipate in spert and recreationat
activities. Non-participants would not be allowed ¢ be spectaters if events
take place during working hours,

The Office of the Premier shal! paricipate in the provincial sport and

recreationai event which is held once a year during the week or weekend
where all departments would participate,
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Injuries sustained during approved Departmentai sports or recreational
activities shall be regarded as occupational injuries and shall as a result,
be subject to Occupational Health and Safety Procedure guidelines and
the Compensation for Occupational  Injuries and Diseases Act, 1993{Act
No. 130 of 1993},
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15. SEXUAL HARASSMENT
15.1 PREAMBLE

Office of the Premier is committed to maintain a working environment that is free
of sexual harassment. In pursuit of this policy the employer will not tolerate acts
of sexual harassment against any employee irrespective of their rank, sex or
race.

15.2 PURPOSE

To prohibit sexual harassment

15.3. OBJECTIVES
To eiiminate sexual harassment in the work place.

To provides appropriate procedures to deal with the problem and prevent its
recurrence.

To encourage and promote the development and implementaticn of policies and
procedures that will lead t¢ the creation of a workplace that is free of sexual
harassment, where employers and employees respect one another's integrity
and dignity, their privacy and their right to equity in the workplace.

15.4. LEGAL FRAMEWORK

Empioyrrent Equity Act, 1998,

Labour Relations Act,1985,

Basic Conditions of Employment Act, 1997,
Constitution of the Republic of South Africa, 1996.
Public Service Act, 1954,

16.5 APPLICATION OF CODE OF GOOD PRACTICE

The objective of the code is intended to guide employers and employees, the
perpetrators and victims of sexual harassment and it includes: -

Employers

Managers

Supervisors

Employees

Job applicants
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Clients

Suppliers

Contractors

Others having dealings with a business

Nothing in the above confers the authority on amployees to take disciplinary
action in respect of non-employees. A non-employee who is a victim of sexual
harassment may lodge a grievance with the employer of the harasser where the
harassment has taken place in the workplace or in the course of the harasser's
employment.

15.6 DEFINITION OF SEXUAL HARASSMENT

{a} Sexual harassment is unwanted conduct of a sexual nature. The
unwanted nature of sexual harassment distinguishes it from
hehavior that is welcome and mutual.

{t}  Employee behaviour becomes sexual harassment if: -

- the behaviour is persistent, although a single incident of
harassment can canstitute sexual harassment and for

- the recipient has made it clear that the behavior is considered
offensive ang /or

- the perpetrator should have known that the behaviour is regarded
25 unacceptable.

15.7 FORMS OF SEXUAL HARASSMENT

15.7.1 Sexual harassment may include unwelceme physical, vertal or non-
verbal conduct, but is not limited to the examples listed as follows: -

{a} Physical conduct of a sexual nature includes all unwanted physical
contact, ranging from touching to sexual assault and rape and includes
a strip search by or in the presence of the opposite sex.

(b) Verbal forms of sexual harassment include unwelcome innuendoes,
suggestions and hints, sexual advance, comments with sexual
overiones, sex —related jokes or insufis or unwelcome graphic
comments about & person’s body made in their presence or directed
towards them, unwelcome and inappropHate enquiries about =
person's sex life, and unwelcome whistiing diracted at a person or
group of persons.
{c} Non —verbal forms of sexual harassment include unwelcome
gestures, indecent exposure and the unwelcome display of sexua!
explicit pictures and objects.
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{¢) Non —verbal forms of sexual harassment include unwelcome
gestures, indecent exposure and the unwelcome display of sexual
explicit pictures and objects.

(2) Quid pro quo harassment occurs where an owner, employer,
supervisor, member of management or co-emplcyee, undertakes or
attempts fo influence the process of employment, promotion,
training, discipline, dismissal, salary increment or other benefit of
an employee or job applicant, in exchange of sexual favors.

15.7.2  Sexual favouritism exists where a person whe is in a position of
authority rewards only those who respond to his/ her sexuai advances,
whilst other deserving employees who do net submit themselves to
any sexual advances are denied rewards.

15.8 PROCEDURES
15.8.1 Advice and Assistance

Sexual harassment is a sensitive issue and a victim may fee! unable to
approach the perpetraior, lodge a formal grievance or turn to colleagues
for support. As far as is practicable the department should designate a
person outside of line management whom the victims may approach for
confidential advice. Such & person: -

{a} Could include persens employed by the department to perform inter
alia such a function, 2 trade union representative or co-employes,
or outside professionals.

{b}  Should have the appropriate skills and experience or be properly
frained and given adequate resources.

(c}  Could be required to have counseling and relevant labour relations
skills and be able to provide support and advice on a confidential
hasis.

15.8.2 OPTIONS TO RESOLVE A PROBLEM
{a) Employees should be advised that there are two options to
resolve 2 problem relating to sexual harassment. Either an attempt
can be made to resolve the problem in an informal way or a formal
procedure can be embarked upon.

(b} The employee should be under no duress to accept one or the
other option.
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15.8.2.1 Informal procedure.

« It may be sufficient for the employee concerned to have an opporiunity where
hefshe can explain to the person engaging in the unwanted conduct that the
behaviour in guestion is not welcome, that it offends them or makes them
uncomfortable and that it interferes with their work.

« ifthe informal approach has not provided a satisfactory outcome |, if the case is
severe or if the conduct continues | it may be more appropriate to embark upon
a formal procedure . Severe cases may include! sexual assault, rape, strip
search and quid pro quo harassment.

16.8.2.2 Formal procedure

When a formal procedure has been chosen by the aggrieved, a formal procedure
for resalving the grigvance shoutd be available and should: -

- BpecHy to whom the employee shouid jodge the grievance.

- Make reference to timeframes, which allow the grievance to be
dealt with expeditiously.-

- Provide that if the case is not resolved satisfactorily. The issue can
be dealt with in terms of the dispute procedures contained in item
15.10 of this policy.

15.9. INVESTIGATION AND DISCIPLINARY ACTION

15.9.1 Care shouid be taken during any investigation of a grievance of sexuai
harassment that the aggrieved persen is not disadvantaged, and that the position
of the other party is not prejudiced if the grievance is found {6 be unwarranted.

15.9.2 The range of disciplinary sanctions to which employees will be liable
should be clearly stated, and it should also be made clear that it will be a
disciplinary offence to victimize or retaliate against an employee who in good
faith lodges s grievance of sexusl harassment.

15,10 IHSPUTE RESOLUTION

Should a complaint of alieged sexual harassment not be satisfactority resoived
by the intemat procedures set out above, either party may within 30 days of the
dispute having arisen, refer the matter to the PSCBC for conciliation. Shoufd the
dispute remain unresolved efther parly may refer the dispute to the labour court
within 30 days of receipt of the certificate issued by the Commissioner.
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15.11 CONEIDENTIALITY

15.11.1

16.11.2

16.11.3

Office of the Premier and employees must ensure that grievances
about sexual harassment are investigated and handled in a manner
that ensures that the identities of the persons involved are kept
confidential.

In cases of sexual harassment, management, employees and
parties concerned must endeavor to ensure confidentiality in the
disciplinary enquiry. Only appropriate members of management as
well as the aggrieved person, representative, alleged perpetrator,
witness and interpreter if required, must be present in the
disciplinary enquiry.

Office of the Premier is required to disclose to sither party or to
their representatives, such information as may be reasonably
necessary to enable the parties to prepare for any proceedings in
terms of this policy.
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16. HIV & AIDS PROGRAMME
16.1 PREAMBLE

Office of the Premier acknowledges the seriousness of HiV & AIDS and that
there is still no cure. HIV & AIDS pandemic is a threat to the country's economic
development and it poses a challenge to Employee Weliness Pregramme (EWF).
Absentesism due to HIV&AIDS related illness definitely lower the morale and the
motivation of other employees with the decrease in productivity. Employees are
afraid of discrimination and are silent about their status because of the stigma
attached to it.

16.2 COMMITMENT BY THE OFFICE OF THE PREMIER.

The Cffice of the Premier is cormmitted to the social and emaotional weli-being of
its erployees, and to ensuring a safe and healthy working environment.

16.3 PRINCIPLES

16.2.1 The promotion of equality and nan-discrimination between individuals with
HIV infection and those without and between HIVSAIDS and other
comparable health/ medical conditions.

16.3.3 The creation of a supportive environment so that HIV infected employees
are abte to continue working under nermal conditions in their cumrent
employment for as long as they are medically fit {o do so.

16.3.4 The privacy of empioyees living with HIVS&AIDS shall be protected at all
times.

16.3.5 HIV& AIDS impacts disproportionately on women and this shouid be taken
into account in the development of workplace policies and programmes.

16.3.6 Consultation, and full participation of all stakeholders are key principles
that sheuld underpin every HIV& AIDS policy and programme.

16.4 OBJECTIVES

16.4.1 To create a non-tiscriminatory work environment for infected or affected
employees. )

16.4.2 Changing employee's high-risk behaviour.

16.4.3 Prevent new infections.

16.4.4 Ensuring that all employees are well informed about the disease and its
prevention methods.



16.4.5 Helping employees affected by the disease, to cope with additional
emotional, financial and other demands placed on them by the epidemic.
16.4.6 Improving the quality of life for employees affected by the disease.

16.5 LEGAL FRAMEWORK

Employment Equity Act, No 55of 1988,

Labour Relations Act No 66 of 1995.

Qccupational Health and Safety Act, No 83 of 1893,

Caonstitution of South Africa Act No 108 of 19086.

Compensation of Occupational, Injuries and Disease Act 130 of 1993,
Basic Conditions of Employment Act 75 of 1097,

16.6 SCOPE OF APPLICATION

This policy is applicable to all employees appointed in terms of the Public Service
Act.

16.7 HIV TESTING, CONFIDENTIALITY AND DISCLOSURE

18.7.1 Although voluntary testing will be encouraged, the Office of the
Premier may not require an employee, ot ah applicant for
employment, to undertake an HIV test in order {0 ascertain that
employee's HIV status.

16.7.2 Testing at the request of the employee will be done with hisfher
written consent ence appropriate counselling has been provided.

16.7.3 Confidentiglity regarding the HIV status of an employee shail be
maintained at all times. However, in line with the Department's
philesophy on the virus, the employee wilt be encouragad to be
open about hisfher HIV status.

16.7.4 The principle of shared cenfidentiality wit be observed in cases
where appropriate health care may need to be provided.

16.7.5 Where an smployze chooses to voluntarily disclose hisfher status
to the employer such information may not be disclosed to others
withaut the employee's written permission.

16.7.6 Confidential documents such as counselling records and case

registers within the wellness programme shall be kept only by a
registered wellness professional.
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16.7.7 The conduct of weliness and the management of confidentiality
shall be governad by the principles contained in Social Work Act of

1978,
18.3 EMPLOYEE BENEFITS
16.8.1 Employees with HIV & AIDS may not be unfaify discriminated

=gainst in the allocation of employee benefits.

16.7.2 Employees living with HiV & AIDS will be treated no less favourably
than employees with any other serious llness/condition with regard
to access to employee benefits.

16.7.3 information from benefit schemes on the medical status of an
employee should be kept confidential and should not be used to
unfairly discniminate.

16.7.4 All employees should be educated regarding the advantages of
joining Medical Aids Schemes.

16.9 ACCESS TO SERVICES

Employees shall have access to preventive and therapeutic service within
comprehensive Human Resource/ Employee Assistance Programme,
which is utifised by employees experiencing a vanety of psychosocial
difficulies including, but not limited te, HIV & AIDS so as to de-stigmatise
AlDS programimes.

16.10 COMPENSATION FOR OCCUPATIONAL ACQUIRED HiV.

16.10.4 Office of the Premier is responsible for the creation of a healthy and
safe working environment for i%s employees.

18.10.2 In the event of an employee being infected with HIV & AIDS as a
result of the nature of work performed by the employes concemed,
the Office of the Pramier must take an initiative to explain the rights
of that employee under the Compensation of Injuries and Diseases
Act to that employee.

18.10.3 The Office of the Premier shall in addition assist the said employee
to claim compensation in terms of above Act.
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16.11 PEER EDUCATORS.

The Cffice of the Premier shall select and appoint Peer Educators whao will
be capacitated with H!Y & AIDS matters to create HIV& AlDS awareness to
their Peers in the workplace.

1612 HIV & AIDS COMMITTEE.

18.12.1 Office of the Premier shall establish HIV& AIDS committee with
adequate representation and support from ail refevant
stakeholders.

18.12.2 The functions of the HIV & AIDS committee will ba to advise the
Office of the Premier on HIV& AIDS matters.

16.13 HIV & AIDS PROGRAMME IN THE WORKPLACE

The Office of the Premier will offer the following services to all its employees and
their affected family members.

a) Awareness;

b} Educaticn and training;

¢} Creating a non- discriminatory environment;

d} Condom premotion and distribution in the workplace
(both females and males), and

e} Facilitate Valuntary counselling and Testing (VCT's).

16.14 HIV AND AIDS AMBASSADOR

The HIV and AIDS ambassador can be requested to take part in awareness’,
VCT, care and support Programmes within the Office of the Premier.

16.15 DISMISSAL

Mo employee shall suffer adverse consequences, whether dismissal or
termination on the basis of harfhis HIV & AIDS status.
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47. TRANSFER OF EMPLOYEES
17.1 PREAMBLE

Every employee may be transferred from the post occupied by him or her
to any other post or position in the same department or any other
department

17.2 PURPOSE

To create an appropriate procedure framework that will guide
implementation of transfers.

17.3 LEGAL FRAMEWORK

a) Public Service Act, 1994

b} Public Service Regulations, 2001

c) Labour Relations Act, 1995

d) Basic Conditions of Employment Act, 1987

e)  White Paper on Human Resource Management
17.4 SCOPE OF APPLICATION

To all employees employed in terms of Public Service Act, 1964 .
17.5 GENERAL CONDITIONS

a) Requests shall be done throiugh Human Resource Components.
b} The vacant post must be identified before any transfer can be

effected,

c) The satary level of the applicant must be equivalent to that of a
post.

d) Approval of the transfer should be obtained before a transfer can
taka place.

) One-month notice should be given before an epplicant can be
transferred,

f) It is the responsibility of every line manager to ensure that the

transferred employee is appearing in the directorate’s payroll.
17.6 PRINCIPLES
17.6.1 Circumstances under which a transfer is effected.

al On request by the employee.
b} On request of the empicyer.

a8



To effect proper placement.

On transfer of functions between depariments.

On acceunt of promotion/demation.

On account of changes in arganizational strugtire.
On affirmative action.

On account of coltedtive agreements.

The receiving depariment should pay the transfer costs (where necessary).

The releasing department should infarm the receiving depariment about any
outstanding matters such as promotion allowances due, disputes, ete.

The manager of the receiving cormponent should report the date of assumption of
duty of the employee in writing to HRM.

Any transfer should take place in consultation with the affected employes.

The relinquishing department should atiend to phase one of the transfer process,
namely; the transfer of files and payment of salaries upon such confirmation
shoutd be done immediately.

17.6.1.1

a)
b}

€)

)

17.6.1.2

a)

17.6.1.3

Employee initiated transfer.

Transfer is done at employee’s cost.

The employee informs the amployer zbout histher offer of
employmant (furnish copy of such offer) and commencement of one
month natice in writing.

The employer reserves the right to approve or disapprove the
transfer.

HRM rust obtain the approval for the transfer.

Employer initiated transfer

Transfer is done at employer's cost.

Before a transfer can be effected there should be a written consent
of the employee.

Inter-Provincial transfers

Same procedures to be followed befween provinces and Nationai
Departments.
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18. TERMINATION OF SERVICE
18.1 PREAMBLE

The termination of service of an employee may be initiated either by her-
fhimself or the department and shall be effected in terms of the relevant
provisions of the Public Servica Act, 1984 and Public Service Regulations
2001. Termination of service cceurs due fo any of the following forms,
namely; death, retirement, resignation, or discharge. The responsibility of
reporting termination of service by an employee rests with the immediate
supervisor.

18.2 PURPOSE

To provide policy guidelines regarding termination of service.

183 . LEGAL FRAMEWCRK

a) Public Service Act, 1994

b) Labour Relations Act, 1995

¢} Basic Conditions of Employment Act, 1887
d) Public Service Regulaticns, 2001

18.4. SCOPE OF APPLICATION

This policy applies to all employees in the department appointed in terms
of Public Service Act, 1994,

18.5. PRINCIPLES

All employees who have reached the age of retirement as prescribed by
the Public Service Act, 1994 should be refired.
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18.6. RETIREMENT AGE

The compulsory retirement age of the Public Service is 85 years, in terms
of Section 16{1) (a) of the Public Service Act, 1994. Any employee, who
reaches this age, must be retired on the date that hefshe reaches this age.

{a) Employees, however, may exercise an option to refire earlier
than the compuisory retirement age. Section 16{2A)(a) provides that an
employee may refire from the Public Service on the date that hefshe
attains the age of 55 years, or on any date affer that date. Employees,
who wish to exercise this option, must polify the humen resourge
management componenf within & department, through their
managers/supervisors, of their intention to exercise this option, three
calandar months prior fo the date that they so wish to refire.

{b) In terms of section 16(6)(a) of the Public Service Acl, 1994,
emplayees may relire before reaching the aga of 55 vears if in the
apinion of the Executing Authorify, a sufficient reason exisls and the
refirement is of the advantage of the State. Employees wishing o retire
in terms of this provision, must submit their applications through their
managers/supervisors to the humen resource management component.
Employees may contact the human resource component in advence fo
establish the benefits which are payable should they wish fe apply for
early retireament in terms of this provision.

18.7. ILL-HEALTH RETIREMENT

All cases of ili-health retirement shall be dealt with in terms of the Policy
and Procedure on Incapacity Leave and li-health Retirement of November
2005, as determined by the Minister for Public Service and Admipistration.

18.8. RESIGNATION

An employee may resign from Office of the Premisr at any time, subject
to the giving of notice as provided far in Public Service Regulations, 2001.

Once an employse has given notice of herfhis resignation, and shethe
wishes  fo withdraw herfhis resignation, approval for the reversal of the
resignation must be recommended by the supervisor and approval be
granted by the Executing Authority or delegated employee.
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in situations where employees resign without serving the notice period as
requirad by the regulations, the superviser of the resigning employee shall
immediately notify HR component for purposes of stopping salary in order
to avoid salary overpayment.. The same reporting shall apply in respect of
termination of service as a result of death or abscondment.

18.9. EXIT INTERVIEW

Exit interview shall be cenducted when an emplovee vacates a post
through transfer or resignation in line with DPSA directives.

Human Resource Management in consultation with the supervisor will
arrange exit interview.
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. LIMPOPO
- PROVINCIAL GOVERNMENT
~ REPUBLIC OF SOUTHAFRICA

[HUMAN RESOURCES MANAGEMENT]

INTERNAL OFFICE MEMORANDUM

Ref: S1/P

To: PREMIER

From: Human Resource Management

Date: 06 February 2008

Subject: DEPARTMENTAL HR POLICIES

1. Purpose

To seek approval for Departmental HR Policies.

2. Background

The Departmental Human Resource policies have been developed in terms of
the revised Provincial Human Resource Policy Framework approved by EXCQO
and the relevant prescripts. These policies are vital to guide the functioning of the
office regarding Human Resources towards quality service delivery.

3. Discussion

An internal HR task team was appointed to deal with the finer details of these
policies in terms of consultations and soliciting of inputs from colieagues. As
these policies were based on the provincial HR policies as approved by EXCO
for all provincial departments, Office of the Premier like other departments, has

customized these policies to suit own situation and therefore would like to obtain
approval from the Executing Authority before implementation.
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The process of consultation with all the relevant stakehoiders had already been
foliowed when these policies were being developed at the provincial level and it
Is therefore logical that the approval of the Premier is sought for implementation
of these policies.

4. Financial Implications

None

5. Communication Implications

As soon as approval is obtained the HR policies will be circulated to all
empioyees in the office.

6. Recommendation

It is recommended that the Departmental HR Policies be approved for

impl}ﬂ_ﬂlsﬂion.
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Legal Implications

w,

General Manager: Legal Services

Date: @ﬂ&x{ Al

Comments:

SR e

q;:\

Comments
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Diri neral
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The Departmental HR Policies are hereby:

Approved/ Not-approvetd—
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