1.
MAIN-TOPIC: CHIEF INFORMATION OFFICE

STANDARD STATEMENT
There is a mechanism in place to provide superior corporate support services by performing administrative services, communication services and rendering management and information services.

1.1 SUB-TOPIC: INFORMATION MANAGEMENT SERVICES 

STANDARDS

· The Departmental IT plan and policy are reviewed annually

· Needs analysis on PC’s and software is conducted on quarterly basis

· E-Mail services are provided to all officers within a day of receiving a request

· Internet services are provided to recommended officers within a day

· The IT training plan is reviewed every 6 months

· There is a helpdesk responsible of facilitating responses to all hardware and software problems within a day

· IT Security software is installed in all PC’s.

· A Departmental website is in place and updated weekly

1.2 SUB -TOPIC: COMMUNICATION

STANDARD

· The Departmental Communication Strategy is reviewed annually.

1.2.1 EVENT MANAGEMENT

STANDARDS

· A Departmental Annual Calendar of events is finalised on or before the 31st October each year and reviewed quarterly.

· Clients are consulted at least two weeks prior to the staging of the events

· Venues are inspected and planning is finalised one week prior to events

1.2.2 PUBLIC ATIONS/ NOTICES

· A Departmental newsletter is published once per quarter and an internal news bulletin is published monthly.

· An annual report is published at the end of the financial year 

· Communication notices are distributed within 24 hours upon receipt of directive.

· Notice board’s are inspected and updated at least once a week

· A Corporate video  is compiled annually

· Compilation and distribution of media scans are monitored weekly.

1.3 SUB-TOPIC - REGISTRY

STANDARD STATEMENT

There is a mechanism to deal with the flow of documentation, correspondence and the custody of departmental records.

1.3.1 POSTAL SERVICES

STANDARDS

· Mail is franked from the registry daily.
· Postal articles are collected daily from the Post Office and opened immediately by the appointed officials in terms of Treasury Instructions.

· All postal articles are received, sorted and distributed to Strategic Business Units concerned the same day.

· Receipt of official correspondences is acknowledged in a standard letter two days upon receipt. 

· Cheques received through the post are registered in the Remittance Register and delivered to relevant sections within a day.

· Faxes are delivered within thirty minutes upon receipt

· Files and correspondence are collected and delivered at least twice a day

· Files are closed when they reach 3cm and they are safely stored 

· Implementation and monitoring on the implementation of the file plan is done continuously

· Government circulars are dispatched immediately to officials and one copy is given to the HOD.  Circulars are referred to the CIO for screening immediately upon receipt.

1.3.2 REPRODUCTION SERVICES

STANDARD STATEMENT

There is a mechanism to provide reproduction services to all Strategic Business Units.

STANDARDS

· Duplication of circulars, letters forms etc. for officials within the Department is done immediately upon request.

· Records of the work done (number of copies made) are recorded immediately after duplication.

1.4 SUB-TOPIC: SECURITY SERVICES

STANDARD STATEMENT

There is a mechanism to provide physical and information security services

STANDARDS

· Visitors sign in the relevant register before permission to access to departmental offices is granted.

· Visitors’ cards are issued to each and every visitor

· The Security Guards conduct a twenty four-hour patrol inside and outside the building including vehicle -parking bays

· Theft/ robbery are reported to the police within 12 hours of notification.

· Monitoring of Closed Circuit TV is done on a 24 hours basis.

2.
MAIN TOPIC: OFFICE OF THE CHIEF 

FINANCIAL OFFICER

STANDARD STATEMENT

There is a mechanism to render effective and efficient financial management, which includes Budget Planning, Housing Finance, Municipal Finance, collection of revenue and monitoring of expenditure

2.1 SUB-TOPIC: BUDGET SERVICE

STANDARDS

· Conducting budget-planning sessions for costing spending items on the 1st and 2nd week of the each financial year.

· Planning sessions for preparations of budget submissions for the coming year starts the first week of May annually.

· Consolidation of departmental inputs into MTEF and GFS document is finalised on the 31st May annually.

· Capturing of budget in BAS and FINEST systems is finalised on or before 31st March each year.

· Closing of books-Appropriation accounts shall be finalised during the 1st week of May each financial year.

· Early Warning Reports to Treasury are submitted on or before 15th of each month.

· Financial reports to EXCO are submitted quarterly.

· Monthly spending report is issued 5 day after each month.

· Finalisation of GFS and MTEF budget factoring in Adjustment Budget and submission to Treasury is done on the 1st week of December within 5 days.

· Consolidating statistics in respect of infrastructure, personnel, training, and assets and submitting to Treasury is done on the 3rd week of January.

· Tabling of Provincial Budget by MEC for Finance – Approved budget figure and MTEF budget is at the end of February.

2.2 SUB-TOPIC: DEPARTMENTAL EXPENDITURE

SALARY ADMINISTRATION

STANDARDS

· Audit queries are responded to within 14 days where-after an application for extensions is made to the Auditor-General

· BAS cheques for the amount of  R2000.00 or less are printed daily

· PERSAL cheques are printed weekly

· Service termination is processed within a week upon receipt

· Allowances are processed within a week upon receipt

· Salary updates are processed on monthly basis

· Pension payments are processed monthly

· Tax reconciliation are submitted to SARS before the 7th of each month

· Tax reconciliation for annual payments is done annually, two months after the tax year end

·  Third party cheques and schedules are posted monthly to service providers

· Salary recalls are processed weekly

· IRP 5 certificates distributed annually

· IRP 5 maintenance is done annually

· Regional service levy is submitted to municipalities monthly upon receipt of PERSAL reports

· Payroll return is submitted to Provincial Treasury monthly before the 7th of the month.

· PERSAL reports and cheques are collected to PERSAL user support weekly.

· Properly completed claims are processed for payment within 5 days

· Allowances  are processed within a week upon receipt 

· Capital transfers are processed 8 days upon receipt of a claim.

· Monthly salary subsidies for municipal and Traditional Affairs district personnel are processed monthly.

· Salary reports are distributed monthly to SBU’S within 3 days upon receipt

· Receipts are issued immediately upon receipt of revenue.

· Financial reports are given to each SBU and DIVISION monthly

2.3 SUB-TOPIC: HOUSING FINANCE

STANDARD STATEMENT

There is a mechanism in place to ensure effective financial management support to departmental housing development programmes.

STANDARDS

· Annual allocation from National Housing/ Treasury is confirmed on or 31st March each year.

· Housing estimates are compiled in consultation with Housing Planning and Support on or before 31st March each year.

· Housing estimates are submitted to Management within 7 working days after compilation thereof

· Upon receipt of Management’s decision, estimates are captured into the system within 2 working days.

2.3.1 ADMINISTRATION OF HOUSING FUNDS

· Submissions of requisition for transfer of funds are made within the first 5 working days of each month.

· Confirmation of  receipts for  transferred funds to Provincial Treasury and National Departments of Housing is done on the 15th of each month

· Claims are received and checked upon receipt

· Approved claims are paid within 2 working days

· Expenditure reports are compiled within the first 7 working days of each month to Management, National Housing and Treasury.

2.4 SUB -TOPIC: MUNICIPAL FINANCE

STANDARD STATEMENT

There are mechanisms to ensure municipal financial efficiency and effectiveness.

STANDARDS

· Requests for assistance in formulating the Municipal financial policies, procedures & systems are attended to upon receipt.

· Municipalities’ responses to the Auditor-General’s report are monitored monthly

· Management Audits are conducted quarterly

· Monitor the municipalities’ budgets to ensure that they are within the expected scope

· Advice to municipalities on the setting of tariffs is provided upon request.

· Preparation of DORA reports are submitted for Provincial Treasury and DPLG on the 15th of each month

· Ensure that the municipal financial statements are submitted to the Auditor General  on an annual basis
· Expenditure in respect of Conditional Grants is monitored daily. 

· Municipal Support Programme is implemented within the first three months of each financial year.

2.5
MAN-TOPIC: PROVISIONING & PROCUREMENT SERVICES

STANDARD STATEMENT

There is a mechanism in place to ensure adherence to the provincial and departmental provisioning and procurement policies

2.5.1 PROVISIONING

STANDARDS

· Purchasing is done daily upon receipt of a requisition.

· Stores received from suppliers are checked on receipt for quality, quantity and accuracy

· Stores e.g. stationery and cleaning materials are made available to all personnel upon receipt of a duly approved requisition.

· Stock-taking is done monthly

· Training of chief users is done within a week upon receipt of a request from an SBU.

2.5.2 ASSET MANAGEMENT

STANDARDS

· Monthly inspection of offices is conducted to detect possible disposable assets.

· Audit on disposable assets is done once every month

· Assets are disposed in a week’s time after the board of survey report through auction or a duly authorised approach.

2.5.3 MAINTENANCE AND FACIILITIES

STANDARDS

· Calls are answered within three rings

· Claims for cellular phones are processed within two days upon receipt.

· Departmental offices and facilities are inspected weekly to determine requirements for repairs

· Repairs are done within 2 days of being reported
· Departmental buildings are kept clean both inside and outside.
· Upon receipt of accommodation application from the SBU, an acknowledgement of receipt is done within a day.

· Lease instalments are paid within five days after receipt of the Leaser’s invoice.

2.5.4 TRANSPORT SERVICES
STANDARDS

· Log sheets return in respect of state and subsidized vehicles are processed for payment before the 7th of every month.

· Resolutions taken by the departmental Transport Committee are communicated to the Head of Department within 7 days of the meetings.

· Licence disks are renewed a month before expiry dates.

· Government vehicles petrol cards are renewed on or before the end of each financial year.

· Subsidised vehicles applications are submitted to Wesbank within three days of approval by the Head of the Department.

· Government vehicles are submitted to the government garage for service immediately when due

· Subsidised and state vehicle files are opened within two days of receipt of the new vehicles.

· Government vehicles are checked for dents and availability of accessories when they are returned.

· Inspection on subsidised vehicles is conducted every month when submitting fuel claims.

· New fuel tariffs are implemented forthwith after the   receipt of the circular from the Department of Transport.

2.6 PROCUREMENT

· Requests from SBUs for Departmental Tender Committee consideration are processed 7 days before presentation to  the Departmental Tender Committee

· Memoranda to the Departmental Tender Committee are drawn within a day

· Departmental Tender Committee meetings are held once a week

· Agenda are distributed to members of the Departmental Tender Committee two days before the scheduled meeting

· Letters of acceptance are issued to successful bidders  and End-user after an award has been made by the Departmental Tendering Committee  within 1 working  day

2.6.1 INVITATION OF TENDER/ QUOTATIONS

STANDARDS

· Verify the objectives of specifications received from End Users within 1 working day

· The determination of the closing date of the tender is done within 1 working  day
· Price quotations are invited within 7 working days
· Validity period of an advertised tender is  4 weeks
· Invited tenders close at 11h00 on the determined      closing date

· Tender documents are stamped and numbered and enlisted on the Tender Dispatch Register upon receipt

· Tender documents are dispatched to End User within 1 working day

· The validity period of the tender is  90 days from the date of approval

3.
MAIN TOPIC: LOCAL GOVERNMENT ADMINISTRATION

STANDARD STATEMENT

There is a mechanism in place to establish, support, capacitate and monitor sustainable democratic local government.

3.1 SUB-TOPIC: DISASTER MANAGEMENT

STANDARD STATEMENT

There is a mechanism to co-ordinate the implementation of Disaster Management and Emergency Services at Provincial, District and Municipal levels.

STANDARDS

· Disaster incidents are assessed within a day after being reported.

· Assistance to disaster victims is rendered within twenty-four hours of being reported, that is temporary accommodation, food packages, blankets, medicine, water etc.

· Claims from the Disaster Management Organisations are processed and paid quarterly.

· Inspections on existing fire stations are done annually

· The maintenance and inspection of two-way radios and repeaters is done quarterly

· Faulty two-way radios are repaired within two days upon detection of fault.

· JOC Meetings are called within 24 hours after a major disaster has struck.

3.2 MUNICIPAL INFRASTRUCTURE

STANDARD STATEMENT

There is a mechanism in place to monitor and support the provision of municipal infrastructure.

STANDARDS

· Progress on provincial energy matters is reported on a monthly basis.

· The implementation of water and electrical projects is monitored monthly.

· The rollout of Free Basic Service to poor households (Water and Electrical) is reported on a monthly basis. 

· Infrastructure project applications from municipalities are appraised and processed within twenty-one days of receipt.

· Project Business Plans are appraised and processed within two months.

· Infrastructure projects are monitored and progress meetings are held with Implementation Agents on a monthly basis.

· Progress reports on projects are produced monthly, quarterly and annually to both Provincial and National Departments.

· Claims from consultants are monitored and processed against the physical progress achieved on monthly basis.

3.3 SUB-TOPIC: MUNICIPAL ADMINISTRATION

STANDARD STATEMENT:

There is a mechanism in place to provide management and support services to local government within a regulatory framework.

STANDARDS:

· Municipal participation in Sectoral Education Training Authorities is monitored quarterly.

· Assessment of training needs for municipalities is done  quarterly

· Co-ordination of PMS workshops for municipalities is done within 14 days after directive from National Department.

· Enquiries from municipalities are responded to within a week after receipt 

· A monthly report on the implementation of the work plan is submitted to Head of Division before the 6th of each month.

· Provincial Inter-governmental Relations framework is in place and is reviewed annually.

· IGR meetings are held at least twice a year
· Reports of IGR meetings are generated within 24 hours of attendance.

· Reports on seminars and workshops attended are completed within three working days (3) days after attendance.

· Request for facilitation of services are responded to within two (2) days after receipt of such request.

· Premier Mayor’s Forum is facilitated  quarterly

· The Technical MEC/ Mayor’s forum is held at least four (4) weeks before the MEC/ Mayor’s forum.

· A quarterly Provincial assessment IGR report is submitted to the Head of Department on the fourteenth day after assessment is done
· IGR Workshops are facilitated within a month upon request
· Upon receipt of twinning proposal the SBU                                                              arranges meeting with the twinning municipalities within 21 working days.

· Premier’s Office is consulted on the facilitation within four working days (4) after the meeting with twinning municipalities.

· Twinning agreements are concluded within three (3) months after the approval.

· Twinning agreements are monitored on a quarterly basis

4. MAIN TOPIC: TRADITIONAL AFFAIRS 

STANDARD STATEMENT

There is a mechanism to promote and facilitate viable and sustainable Traditional Institutions.

4.1 TRADITIONAL INSTITUTIONAL MANAGEMENT

STANDARDS

· Appointments of Traditional Leaders are processed within (4) four weeks upon receipt of application.

· Databank of Traditional Leaders is updated and information is availed within five (5) minutes of request. 

· Facilitation of the installation of Traditional Leaders is completed within five days of appointment.

· An enquiry on succession dispute is responded to within one working day. 

· Payment of salaries of Traditional leaders is done on a monthly basis.

· Distribution of salary advices of Traditional Leaders to districts is done within a day upon receipt 

· Invitations to members of the House of Traditional Leaders are distributed seven (7) days before the sitting.

· Minutes of the House of Traditional leaders’ committee meetings are compiled within 24 hours after each sitting.

· Inauguration of members of the House of Traditional Leaders is done within (30) thirty days of election.

· Claims of members of the house are processed within a day and submitted to the Finance SBU for payment.

· Personal matters for Traditional Leaders are processed within three working days.

· Claims for Regional Authority meetings are processed within a day.

· Submission of salary subsidies for Traditional Authorities staff is finalised on the 3rd of every month.

· New policies and regulations affecting Traditional Leaders are communicated to regions within seven days upon receipt.

· Minutes of Regional Authority meetings and reports from the districts are acknowledged within a day and issues raised are dealt with within 14 days.

· Capacity building for Traditional Leaders and institutions are done within three months from identification of the need.

· Facilitation of conflict resolution between Traditional Leadership and community based structures is done within a day upon receipt of a complaint.  

· Grant is transferred to Traditional Authorities within a day upon approval.

· Applications for circumcision schools are processed within (2) working days.  

5. MAIN TOPIC: DEVELOPMENT PLANNING

          STANDARD STATEMENT

There is a mechanism in place to promote sustainable, integrated urban and rural development

5.1 SUB-TOPIC: SPATIAL PLANNING

STANDARDS

· The spatial framework is reviewed and updated annually to support municipal planning and Provincial Strategies.

· The implementation of the Provincial Spatial policy is monitored on a monthly basis.

· Tribunal Registrar informs the Designated Officer within two days about the date on which the Tribunal will consider a land development application after the request.

· Tribunal hearings take place within twenty days after the date of request to the Tribunal Registrar.

· After the hearing has been completed, the Tribunal Registrar informs the designated officer of the decision of the tribunal within seven days.

· The Designated Officer informs the Land Development Applicant, objectors and any other interested parties within seven days.

· Any interested person/ party concerned should comment/ lodge an objection within fourteen working days.

· Tribunal Registrar informs the Designated Officer within two days about the dates for the pre-hearing conference and the tribunal hearing respectively (Pre-hearing Conference takes place in instances whereby an objection is lodged)

· Examination and recommendation for applications for grant rights and Deeds of Transfer are accomplished within a month

· Applications for Deeds of Transfers, Deeds of Grants and lost copies are approved within two weeks

· Deeds of Grant are typed within two working days

· Rectification of errors on Deeds documents are accomplished within two weeks

· Preparation and lodgement of Deeds of Grant, Deeds of Transfers and lost copies are lodged at the Deeds Office - Pretoria twice a month.

· Deeds of Grant, lost copies and Deeds of Transfers are dispatched to the municipalities within two working days on receipt from the Deeds Office

· A Town Houses Purchase Advice is submitted to Finance Sub-Directorate within three working days.

· Confirmation of registered owner of property in the case of consolidation of sites takes one week.

5.2 SUB TOPIC: LAND USE MANAGEMENT

STANDARDS

· A complete land application that meets the requirements as per legislation is distributed to stakeholders (adjacent property owners inclusive) who should comment within sixty days.

· A memorandum is compiled and submitted together with the application as well as related documentation to the MEC for consideration within two days after receipt of comments.

· On receipt of the memorandum from the MEC, the respective applicant is informed of the decision of the Controlling Authority (MEC) within two days.

· On receipt of the comments from the respective stakeholders, a memorandum is generated and piloted to the MEC for further consideration within two days.

· On receipt of the response from the MEC, the applicant is informed of the decision from the MEC within two days.

· A complete land application for removal of restriction is advertised in terms of the provisions of the Act for two weeks in succession in local newspapers and the Provincial Gazette.

· Interested parties/ stakeholders are afforded twenty-eight days from the date of publication to submit in writing their representations/ objections to the Department.

· On receipt of the application, with or without representations/ objections, it is presented to the Township Board at its monthly meetings.

· A memorandum is prepared and submitted to the MEC together with the recommendations of the Township Board within two days

· On receipt of the memorandum from the MEC, the respective applicant is informed of the decision of the Controlling Authority (MEC) within two days.

5.3
SUB TOPIC: INTEGRATED DEVELOPMENT AND PLANNING

STANDARDS

· Implementation of IDPs is monitored on a monthly basis

· IDPs are reviewed on annually

· The provincial IDP committee hold monthly meetings to discuss sectoral issues.

5.4
SUB-TOPIC: LOCAL ECONOMIC DEVELOPMENT

STANDARDS

· Local Economic Development Projects are monitored by way of site visits bi-monthly

· A business plan for the Sub-Directorate is drawn annually 

· Projects are guided by IDPs.

· LED performance reports are compiled quarterly and yearly

· Data on Local Economic Development is compiled and updated annually.

6. MAIN-TOPIC: HOUSING

STANDARD STATEMENT

There is a mechanism in place to monitor housing delivery within the province

6.1 SUB – TOPIC: HOUSING PERFORMANCE

STANDARDS

· Housing and Geo-Technical applications/ proposals are registered within a day of receipt from Housing Secretariat

· Housing Development and Geo-tech applications are evaluated and inspected for recommendation to the Departmental Assessment Committee within 10 working days.

· Routine inspections to assess progress and quality in each project are performed twice a week.

· Infrastructure claims are registered within one day of receipt from housing secretariat.

· Infrastructure claims are inspected and claims are recommended/ declined for payment within a day.

· Advice to municipalities is given within a day upon receipt of a request

· Social facilitation on PHP projects is conducted a year prior projects commencement.

· PHP support organisations are established 4 months prior to project commencement.

· PHP support centres are established 2 months prior to projects commencement.

· PHP projects are monitored on monthly basis.

6.2
SUB -TOPIC: HOUSING PLANNING AND RESEARCH

STANDARDS

· There is a (PHDP) provincial housing development plan linked to the (MTEF) medium term expenditure framework budget cycle

· Review of municipal housing needs is conducted annually

· The multi-year plan is reviewed annually

· The provincial multi-year plans are submitted annually to the National Department of Housing

· The application forms for subsidies are registered within a day upon receipt

· The application forms for subsidy are captured into the system within two days of receipt.

· Developers are informed about search results not later than a day after confirmation of search results.

· Provincial housing policy is reviewed on a yearly basis

· Policy review is participatory and inclusive

· Reliable  data bank on housing statistics is updated monthly

· A report on housing statistics is sent to National Housing Department on a monthly basis.

· Project proposal are registered within a day of receipt

· The Project Steering Committee evaluates proposals for recommendation within a month before the new financial year.

· Recommended proposals are submitted to the HOD within one week.

· Decisions on project Steering Committee resolution are conveyed to the developer within 2 days after the meeting.

· Submissions for contract drafting are made to Legal Services within 7 days of the committee meeting.

· Contracts are signed within 14 days after submission of inputs for drafting.

· A proper register of claims is maintained for record management

· Claims are registered and forwarded for inspection/ processing within a day.

· Developers are informed about declined claims within one day of return from project management/ planning/ housing finance

· Recommended claims are forwarded to Finance within a day

· Quarterly planning sessions are held to review progress against attainment of targets set in the multi-year plan.

· Municipal housing development skills and capacity audit is conducted annually.

· A municipal housing capacity building programme  is reviewed annually

6.3 SUB-TOPIC: HOUSING ASSET MANAGEMENT 

STANDARDS

· Creditors are paid within 14 days upon receipt of invoices.

· The debtor’s statement of account is rendered every month

· Disposal of property is finalised within two days.

· Financial statements are compiled for submission to the Board at the close of the financial year

· A Discount Benefit Scheme Project is completed within two months after declaration.

· An asset register is maintained and updated continuously.

7. MAIN TOPIC: HUMAN RESOURCE MANAGEMENT

STANDARD STATEMENT

There is a mechanism to render effective Human Resources Management Services, which includes Personnel Management; Personnel Recruitment and Human Resource Development.

7.1 SUB-TOPIC: PERSONNEL MANAGEMENT

STANDARD STATEMENT

· There is a mechanism in place to maintain personnel records and implement conditions of services and benefits.

7.1.1 RECORDS MANAGEMENT

STANDARDS

· Garnishee orders, Stop orders and Maintenance orders are processed within a day of receipt.

· Organisational structure within PERSAL is updated monthly

· Updating of personnel records is done on daily basis. 

· Personal data regarding qualifications, dependents, residential addresses and contact numbers is captured daily.

· Files are provided immediately upon an official request.

· Applications for medical aid are processed within a day upon receipt

· Guarantees for Housing Loans are processed within a day upon receipt.

· Leave applications are processed within a week upon receipt

· Personnel circulars are implemented as required within three weeks upon receipt.

· Service termination is processed within six weeks from the date of termination.

· Interdepartmental transfers are effected within two weeks

· Appointments on PERSAL are finalised within a month

7.2
SUB-TOPIC: RECRUITMENT SERVICES AND PERFORMANCE MANAGEMENT 

STANDARD STATEMENT

· There is a mechanism to provide professional and effective support to the Department through; advertisement of posts, appoints and termination of service.

7.2.1 RECRUITMENT AND PLANNING SERVICES

STANDARDS

· Preparation for advertisement of posts are finalised within two weeks.

· Advertisements for posts hold for a period of four weeks

· Preparations of schedules are finalised within two weeks after the closing date

· Short listing is done within a week after preparation of the schedules

· Invitation of candidates for interviews is done 7 working days before the actual date of the interview

· Interim accommodation for appointed candidates is done one week before the assumption of duty

· Claims for transport allowance for invited candidates are finalised within three weeks upon receipt

· Regrets to unsuccessful interviewees are done two weeks after the appointment of a suitable candidate

· Induction course is done within one month after appointment

· Verification of qualifications and security clearance  is conducted every 3 years

· EE forum meeting is convened on a monthly basis

· Submission of the Employment Equity Report to Department of Labour is done annually

· Status review on gender, race, disability and age is done quarterly

· New appointments are reported on quarterly basis

7.2.2 PERFOMANCE MANAGEMENT

STANDARDS

· Performance of officials is monitored on a quarterly basis.

· Finalisation of Memorandums of Understanding is facilitated at the beginning of each financial year.

· Performance Management Committee meeting is convened within a week after identifying a need. 

· Briefing sessions of the Performance Management System are conducted within the first quarter of the financial year.

· Performance enquiries are responded to within a day. 

7.3
SUB-TOPIC: HUMAN RESOURCE DEVELOPMENT (HRD)

STANDARD STATEMENT

· There is a mechanism to develop Human Resource skills that is responsive to the career development and the skills needs of the department.

STANDARDS

· Training needs analysis is done from March –April each year.

· Workplace skills plan is reviewed by the end of May each year 

· Course attendance nominations are attended to within two days upon receipt

· HRD interventions are evaluated and monitored on quarterly basis.

· HRD policies are reviewed annually

· Departmental bursary applications are finalised by end of November each year.

· Bursary applicants are informed two weeks after approval.

· Successful candidates complete contract forms/ undertakings and are given promissory letters for registration before the end of December each year.

· Payments to institutions are finalised 2 weeks after submitting proof of registration.

8. MAIN TOPIC: LEGAL & LABOUR SERVICES

STANDARD STATEMENT

There is a mechanism to ensure an accessible, professional Legal Services and sound Labour Relations environment.

8.1 SUB-TOPIC: LABOUR RELATIONS

STANDARDS

· Labour Relations Policy is reviewed once a year.

· Grievances are finalised within two (2) months upon receipt

· Labour investigating officers are trained twice a year

· Supervisors are trained on grievance and disciplinary procedures once a year.

· Simplification of grievances and disciplinary procedures are reviewed once a year.

· Departmental Labour Relations Forum meets once every two months.

· Information brochures on labour laws are available on request

· Labour unrest cases are responded to within 24 hours.

· Misconduct cases are finalised within three months

· Labour Relations reports are presented to Management monthly

· Labour disputes are resolved within a month.

· Bilateral consultations are held with SBUs at least thrice a year.

· Implementation of Employment Equity Plan is monitored quarterly 

· Employment Equity Report is published and submitted to Department of Labour every six months.

8.2 SUB-TOPIC: LEGAL SERVICES

STANDARDS

· Clarification of problem statements with municipalities is done within 21 days of referral.

· Once Municipal council resolution is received, draft is submitted for certification by state law advisor within 14 days.

· By-laws are published within 60 days from the date of referral by municipality.

· Legal research on relevant policies and legislation is completed within 30 days after request from clients.

· A client is informed within seven (7) days after completion of research on policies and legislation. 

· Inputs on national legislation are submitted within stipulated time frames.

· Consultation with relevant office is held within seven (7) days after referral of policy.

· Drafting of the legislation is done within thirty (30) days after research

· Workshop with stakeholders is held within 30 days of completion of research referral by SBU (Client).

· The draft bill is referred to state law advisors within 7 days after the stakeholder’s workshop.

· Publication of notice for comment is made within 14 days after response from state law advisors.

· Bill is submitted to Exco within 7 days after receipt of comments.

· Submission to the legislature for the bill to be introduced by the MEC is done within 7 days after Exco approval.

8.3 SUPPORT TO MUNICIPALITIES

STANDARDS

· A needs analysis for municipalities is conducted at least once a year.

· Assessment of the needs of other statutory bodies is done once a year.

· Capacitation programme is re-evaluated within 3 months after completion of needed analysis.

8.4 CONTRACT MANAGEMENT

· Pro forma contracts are developed within 14 days of receiving new housing programmes.

· Editing/ perusing of contracts drafted outside the Department is completed within 14 days of receipt.

· Conflict resulting from breach of contract is attended to within 7 days.

· Legal opinion is furnished within 14 days of referral

9.
MAIN TOPIC: ORGANISATIONAL TRANSFORMATION 

STANDARD STATEMENT:  

There is a mechanism to facilitate organisational transformation aimed at enhancing effectiveness and employee well being.

9.1 SUB TOPIC: CLIENT SERVICES:

STANDARDS:

· Annual Strategic Plan is reviewed not later than 30th June every year.

· First Draft of the Strategic Plan is submitted to Provincial Treasury not later than 31st August each year.

· Second draft of the Strategic Plan is submitted to Provincial Treasury not later than 15th December each year.

· The last draft of the Strategic Plan is submitted on or before 28th February each year.

· Management Plan review takes place during July each year.

· The first draft of the Management Plan is finalised not later than 31st October each year.

· The final draft of the Management Plan is submitted on or before 31st March each year.

· Progress reports on the implementation of Management Plan are done monthly.

· Analysis report on the implementation of the Management Plan is submitted to General Managers and HOD not later than the 15th of each month.

· Annual report is finalised not later than 30th June each year.

· Service standards are reviewed not later than 31st March each year.

· Service standards are tested twice a year.

· Departmental Service Excellence award ceremony is held during July each year.

· Service standard complaints are acknowledged in writing immediately upon receipt.

· Service standard complaints are investigated within 30 days of receipt.

· Progress report on the investigation of service standard complaints is furnished monthly to both the complainant and Head of Department.

9.2 SUB TOPIC: ORGANISATION DEVELOPMENT

STANDARDS:

· Organisational structure is evaluated and reviewed annually

· Upgrading/ downgrading of posts/ components is done within two weeks upon receipt of approval

· Abolishment/ rationalisation of functions is completed within three weeks of approval.

· Organisational assessment surveys are done 30 days from the receipt of official request

· Directives/ requests are received and study analysed within a day 

· Information is gathered from stakeholders within three days.

· Organisational performance audits are performed every six months.

9.3 SUB-TOPIC: EMPLOYEE ASSISTANCE SERVICES

STANDARDS

· EAP Committee is reviewed annually.

· EAP policy and action plan is reviewed annually.

· Progress report on the implementation of the EAP program is submitted monthly.

· Occupational Health and Safety Representatives are appointed per floor for a period of not exceeding 2 years.

· Occupational Health and Safety Representative Committee meets monthly  

· Occupational Health and Safety Representatives and cleaning personnel wear clean, intact non sterile gloves when touching body fluid, blood and contaminated items.

· Cleaning personnel wear appropriate protective clothing to protect skin and soiling of clothing during office hours at all times.

· Occupational Health and Safety personnel use mouthpieces, resuscitation bags or ventilation devices as an alternative method of mouth to mouth resuscitation. 

· Injuries on duty are investigated within 24 hours of reporting.

· Environmental assessment is done once every year.

· Fire extinguishers are serviced once a year.

· Personnel who get injured on duty receive prompt first aid treatment at once.

· OHS personnel are in possession of first aid boxes which are available and accessible for the treatment of injured persons at the workplace.
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