1. - Service delivery All departments are required to develop a Service Delivery Improvement (SDI) Plan.  The following tables reflect the components of the SDI plan as well as progress made in the implementation of the plans. 

Table 1.1 - Main services provided and standards


	Main services
	Actual customers
	Potential customers
	Standard of service
	Actual achievement against standards

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table 1.2 - Consultation arrangements with customers

	Type of arrangement
	Actual Customers
	Potential Customers
	Actual achievements

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 1.3- Service delivery access strategy

	Access Strategy
	Actual achievements

	
	

	
	

	
	

	
	

	
	


Table 1.4 - Service information tool

	Types of information tool
	Actual achievements

	
	

	
	

	
	

	
	

	
	


Table 1.5 - Complaints mechanism

	Complaints Mechanism
	 Actual achievements

	
	

	
	

	
	

	
	

	
	


2 - Expenditure

Departments budget in terms of clearly defined programmes. The following tables summarise final audited expenditure by programme (Table 2.1) and by salary bands (Table 2.2). In particular, it provides an indication of the amount spent on personnel costs in terms of each of the programmes or salary bands within the department.

TABLE 2.1 – Personnel costs by programme, 2002/ 03 

	Programme
	Total Expenditure (R’000)
	Personnel Expenditure (R’000)
	Training Expenditure

(R’000)   
	Professional and Special Services (R’000)
	Personnel cost as a percent of total expenditure
	Average personnel cost per employee (R’000)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	


TABLE 2.2 – Personnel costs by salary bands, 2002/ 03

	Salary bands
	Personnel Expenditure (R’000)
	% of total personnel cost
	Average personnel cost per employee (R’000)

	Lower skilled (Levels 1-2)
	
	
	

	Skilled (Levels 3-5)
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	

	Highly skilled supervision (Levels 9-12)
	
	
	

	Senior management (Levels 13-16) 
	
	
	

	
	
	
	

	Total
	
	
	


The following tables provide a summary per programme (Table 2.3) and salary bands (Table 2.4), of expenditure incurred as a result of salaries, overtime, home owners allowance and medical assistance. In each case, the table provides an indication of the percentage of the personnel budget that was used for these items.

TABLE 2.3 – Salaries, Overtime, Home Owners Allowance and Medical Assistance by programme, 2002/ 03 

	Programme
	Salaries
	Overtime
	 Home Owners Allowance
	 Medical Assistance

	
	Amount (R’000)
	Salaries as a % of personnel cost
	Amount (R’000)
	Overtime as a % of personnel cost
	Amount (R’000)
	HOA as a % of personnel cost
	Amount (R’000)
	Medical Assistance as a % of personnel cost

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	


TABLE 2.4 – Salaries, Overtime, Home Owners Allowance and Medical Assistance  by salary bands, 2002/ 03 

	Salary Bands
	Salaries
	Overtime

	Home Owners Allowance
	Medical Assistance

	
	Amount (R’000)
	Salaries as a % of personnel cost
	Amount (R’000)
	Overtime as a % of personnel cost
	Amount (R’000)
	HOA as a % of personnel cost
	Amount (R’000)
	Medical Assistance as a % of personnel cost

	Lower skilled

(Levels 1-2)
	
	
	
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	
	
	
	

	Highly skilled production

(Levels 6-8)
	
	
	
	
	
	
	
	

	Highly skilled supervision

(Levels 9-12)
	
	
	
	
	
	
	
	

	· Senior management (Levels 13-16)
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	


3 – Employment and Vacancies

The following tables summarise the number of posts on the establishment, the number of employees, the vacancy rate, and whether there are any staff that are additional to the establishment. This information is presented in terms of three key variables:- programme (Table 3.1), salary band (Table 3.2) and critical occupations (Table3.3).Departments have identified critical occupations that need to be monitored. Table 3.3 provides establishment and vacancy information for the key critical occupations of the department. 

The vacancy rate reflects the percentage of posts that are not filled. 

TABLE 3.1 – Employment and vacancies by programme, 31 March 2003

	Programme
	Number of posts
	Number of posts filled
	Vacancy Rate
	Number of posts filled additional to the establishment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


TABLE 3.2 – Employment and vacancies by salary bands, 31 March 2003 

	Salary band
	 Number of posts
	Number of posts filled 
	Vacancy Rate
	Number of posts filled additional to the establishment

	Lower skilled (Levels 1-2)
	
	
	
	

	Skilled

(Levels 3-5)
	
	
	
	

	Highly skilled production

(Levels 6-8)
	
	
	
	

	Highly skilled  supervision (Levels 9-12)
	
	
	
	

	Senior  management (Levels 13-16) 
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


TABLE 3.3 – Employment and vacancies by critical occupation, 31 March 2003 

	Critical occupations
	 Number of posts
	Number of posts filled 
	Vacancy Rate
	Number of posts filled additional to the establishment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


The information in each case reflects the situation as at 31 March 2003. For an indication of changes in staffing patterns over the year under review, please refer to section 5 of this report.

4 – Job Evaluation

The Public Service Regulations, 1999 introduced job evaluation as a way of ensuring that work of equal value is remunerated equally. Within a nationally determined framework, executing authorities may evaluate or re-evaluate any job in his or her organisation. In terms of the Regulations all vacancies on salary levels 9 and higher must be evaluated before they are filled. This was complemented by a decision by the Minister for the Public Service and Administration that all SMS jobs must be evaluated before 31 December 2002. 

The following table (Table 4.1) summarises the number of jobs that were evaluated during the year under review. The table also provides statistics on the number of posts that were upgraded or downgraded. 

TABLE 4.1 – Job Evaluation, 1 April 2002 to 31 March 2003 

	Salary band
	 Number of posts
	Number of Jobs Evaluated
	% of posts evaluated by salary bands
	Posts Upgraded
	Posts downgraded

	
	
	
	
	Number
	% of  posts evaluated
	Number
	% of  posts evaluated

	Lower  skilled (Levels 1-2)
	
	
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	
	
	

	Highly skilled production 

(Levels 6-8)
	
	
	
	
	
	
	

	Highly skilled supervision 

(Levels 9-12)
	
	
	
	
	
	
	

	Senior Management Service Band A
	
	
	
	
	
	
	

	 Senior Management Service Band B
	
	
	
	
	
	
	

	Senior Management Service Band C
	
	
	
	
	
	
	

	Senior Management Service Band D
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	


The following table provides a summary of the number of employees whose salary positions were upgraded due to their posts being upgraded.   The number of employees might differ from the number of posts upgraded since not all employees are automatically absorbed into the new posts and some of the posts upgraded could also be vacant.

TABLE 4.2 – Profile of employees whose salary positions were upgraded due to their posts being upgraded, 1 April 2002 to 31 March 2003

	Beneficiaries
	African
	Asian
	Coloured
	White
	Total

	Female
	
	
	
	
	

	Male
	
	
	
	
	

	Total
	
	
	
	
	


	Employees with a disability
	


The following table summarises the number of cases where remuneration levels exceeded the grade determined by job evaluation. Reasons for the deviation are provided in each case.

TABLE 4.3 – Employees whose salary level exceed the grade determined by job evaluation, 1 April 2002 to 31 March 2003 (in terms of PSR 1.V.C.3)

	Occupation
	Number of employees
	Job evaluation level
	Remuneration level
	Reason for deviation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Number of Employees whose salaries exceeded the level determined by job evaluation in 2002/ 03
	

	Percentage of total employment
	


Table 4.4 summarises the beneficiaries of the above in terms of race, gender, and disability.

TABLE 4.4 – Profile of employees whose salary level exceed the grade determined by job evaluation, 1 April 2002 to 31 March 2003  (in terms of PSR 1.V.C.3)

	Beneficiaries
	African
	Asian
	Coloured
	White
	Total

	Female
	
	
	
	
	

	Male
	
	
	
	
	

	Total
	
	
	
	
	


	Employees with a disability
	


[If there were no cases where the remuneration bands exceeded the grade determined by job evaluation, use the following table as TABLE 4.3]

	Total Number of Employees whose salaries exceeded the grades determined by job evaluation in 2002/ 03
	None


5 - Employment Changes

This section provides information on changes in employment over the financial year. 
Turnover rates provide an indication of trends in the employment profile of the department. The following tables provide a summary of turnover rates by salary band (Table 5.1) and by critical occupations (Table 5.2). (These "critical occupations" should be the same as those listed in Table 3.3)

TABLE 5.1 – Annual turnover rates by salary band for the period 1 April 2002 to 31 March 2003 

	Salary Band
	Number of employees per band as on 1 April 2002
	Appointments and transfers into the department
	Terminations and transfers out of the department
	Turnover rate

	Lower skilled (Levels 1-2)
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	

	Highly skilled production(Levels 6-8)
	
	
	
	

	Highly skilled supervision(Levels 9-12)
	
	
	
	

	 Senior Management Service Band A 
	
	
	
	

	 Senior Management Service Band B 
	
	
	
	

	Senior Management Service Band C
	
	
	
	

	Senior Management Service Band D
	
	
	
	

	Total
	
	
	
	


TABLE 5.2 – Annual turnover rates by critical occupation for the period 1 April 2002 to 31 March 2003

	Occupation:
	Number of employees per occupation as on 1 April 2002
	Appointments and transfers into the department
	Terminations and transfers out of the department
	Turnover rate

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


Table 5.3 identifies the major reasons why staff left the department. 
Table 5.3 – Reasons why staff are leaving the department 

	Termination Type
	Number
	 % of total

	Death
	
	

	Resignation
	
	

	Expiry of contract
	
	

	Dismissal – operational changes
	
	

	Dismissal – misconduct
	
	

	Dismissal – inefficiency 
	
	

	Discharged due to ill-health
	
	

	Retirement
	
	

	Transfers to other Public Service Departments 
	
	

	Other
	
	

	Total
	
	

	Total number of employees who left as a % of the total employment
	


Table 5.4 – Promotions by critical occupation

	Occupation:
	Employees as at 1 April 2002
	Promotions to another salary level
	Salary level promotions as a % of employees by occupation
	Progressions to another notch within a salary level
	Notch progressions as a % of employees by occupation

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	
	
	
	


Table 5.5 – Promotions by salary band

	Salary Band
	Employees 1 April 2002
	Promotions to another salary level
	Salary bands promotions as a % of employees by salary level
	Progressions to another notch within a salary level
	Notch progressions as a % of employees by salary band

	Lower skilled (Levels 1-2)
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	
	
	

	Highly skilled supervision (Levels9-12)
	
	
	
	
	

	Senior management (Levels13-16)
	
	
	
	
	

	Total
	
	
	
	
	


6 – Employment Equity 

The tables in this section are based on the formats prescribed by the Employment Equity Act, 55 of 1998.  
6.1 Total number of employees (including employees with disabilities) in each of the following occupational categories as on 31 March 2003

	Occupational categories (SASCO)
	Male
	Female
	Total

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	

	Legislators, senior officials and managers
	
	
	
	
	
	
	
	
	

	Professionals
	
	
	
	
	
	
	
	
	

	Technicians and associate professionals
	
	
	
	
	
	
	
	
	

	Clerks 
	
	
	
	
	
	
	
	
	

	Service and sales workers
	
	
	
	
	
	
	
	
	

	Skilled agriculture and fishery workers
	
	
	
	
	
	
	
	
	

	Craft and related trades workers
	
	
	
	
	
	
	
	
	

	Plant and machine operators and assemblers
	
	
	
	
	
	
	
	
	

	Elementary occupations
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


	Employees with disabilities
	
	
	
	
	
	
	
	
	


6.2 Total number of employees (including employees with disabilities) in each of the following occupational bands as on 31 March 2003

	Occupational Bands
	Male
	Female
	

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	Total

	 Top Management
	
	
	
	
	
	
	
	
	

	Senior Management
	
	
	
	
	
	
	
	
	

	Professionally qualified and experienced specialists and mid-management
	
	
	
	
	
	
	
	
	

	Skilled technical and academically qualified workers, junior management, supervisors, foreman and superintendents
	
	
	
	
	
	
	
	
	

	Semi-skilled and discretionary decision making
	
	
	
	
	
	
	
	
	

	Unskilled and defined decision making
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


6.3 Recruitment for the period 1 April 2002 to 31 March 2003
	Occupational Bands
	Male
	Female
	

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	Total

	Top Management
	
	
	
	
	
	
	
	
	

	Senior Management
	
	
	
	
	
	
	
	
	

	Professionally qualified and experienced specialists and mid-management
	
	
	
	
	
	
	
	
	

	Skilled technical and academically qualified workers, junior management, supervisors, foreman and superintendents
	
	
	
	
	
	
	
	
	

	Semi-skilled and discretionary decision making
	
	
	
	
	
	
	
	
	

	Unskilled and defined decision making
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


	Employees with disabilities
	
	
	
	
	
	
	
	
	


6.4 Promotions for the period 1 April 2002 to 31 March 2003
	Occupational Bands
	Male
	Female
	

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	Total

	Top Management
	
	
	
	
	
	
	
	
	

	Senior Management
	
	
	
	
	
	
	
	
	

	Professionally qualified and experienced specialists and mid-management
	
	
	
	
	
	
	
	
	

	Skilled technical and academically qualified workers, junior management, supervisors, foreman and superintendents
	
	
	
	
	
	
	
	
	

	Semi-skilled and discretionary decision making
	
	
	
	
	
	
	
	
	

	Unskilled and defined decision making
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


	Employees with disabilities
	
	
	
	
	
	
	
	
	


6.5 Terminations for the period 1 April 2002 to 31 March 2003
	Occupational Bands
	Male
	Female
	

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	Total

	Top Management
	
	
	
	
	
	
	
	
	

	Senior Management
	
	
	
	
	
	
	
	
	

	Professionally qualified and experienced specialists and mid-management
	
	
	
	
	
	
	
	
	

	Skilled technical and academically qualified workers, junior management, supervisors, foreman and superintendents
	
	
	
	
	
	
	
	
	

	Semi-skilled and discretionary decision making
	
	
	
	
	
	
	
	
	

	Unskilled and defined decision making
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


	Employees with disabilities
	
	
	
	
	
	
	
	
	


6.6 Disciplinary action for the period 1 April 2002 to 31 March 2003
	
	Male
	Female
	

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	Total

	Disciplinary action
	
	
	
	
	
	
	
	
	


6.7 Skills development for the period 1 April 2002 to 31 March 2003
	Occupational categories
	Male
	Female
	

	
	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	Total

	Legislators, senior officials and managers
	
	
	
	
	
	
	
	
	

	Professionals
	
	
	
	
	
	
	
	
	

	Technicians and associate professionals
	
	
	
	
	
	
	
	
	

	Clerks 
	
	
	
	
	
	
	
	
	

	Service and sales workers
	
	
	
	
	
	
	
	
	

	Skilled agriculture and fishery workers
	
	
	
	
	
	
	
	
	

	Craft and related trades workers
	
	
	
	
	
	
	
	
	

	Plant and machine operators and assemblers
	
	
	
	
	
	
	
	
	

	Elementary occupations
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	


	Employees with disabilities
	
	
	
	
	
	
	
	
	


7 – Performance Rewards

To encourage good performance, the department has granted the following performance rewards during the year under review. The information is presented in terms of race, gender, and disability (Table 6.1), salary bands (table 6.2) and critical occupations (Table 6.3).

TABLE 7.1 – Performance Rewards by race, gender, and disability, 1 April 2002 to 31 March 2003 

	
	Beneficiary Profile
	Cost

	
	Number of beneficiaries
	Total number of employees in group
	% of total within group
	Cost (R’000)
	Average cost per employee

	African
	
	
	
	
	

	Male
	
	
	
	
	

	Female
	
	
	
	
	

	Asian
	
	
	
	
	

	Male
	
	
	
	
	

	Female
	
	
	
	
	

	Coloured
	
	
	
	
	

	Male
	
	
	
	
	

	Female
	
	
	
	
	

	White
	
	
	
	
	

	Male
	
	
	
	
	

	Female
	
	
	
	
	

	Employees with a disability
	
	
	
	
	

	Total
	
	
	
	
	


TABLE 7.2 – Performance Rewards by salary bands for personnel below Senior Management Service, 1 April 2002 to 31 March 2003 

	Salary Bands
	Beneficiary Profile
	Cost

	
	Number of beneficiaries
	Number of employees
	% of total within salary bands
	Total Cost (R’000)
	Average cost per employee
	Total cost as a % of the total personnel expenditure

	Lower skilled (Levels 1-2)
	
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	
	
	
	

	Highly skilled supervision (Levels 9-12)
	
	
	
	
	
	

	Total
	
	
	
	
	
	


TABLE 7.3 – Performance Rewards by critical occupations, 1 April 2002 to 31 March 2003 

	Critical Occupations
	Beneficiary Profile
	Cost

	
	Number of beneficiaries
	Number of employees
	% of total within occupation
	Total Cost (R’000)
	Average cost per employee

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	
	
	
	


TABLE 7.4 – Performance related rewards (cash bonus), by salary band, for Senior Management Service

	Salary Band
	Beneficiary Profile


	Total Cost

(R’000)
	Average cost per employee
	Total cost as a % of the total personnel expenditure

	
	Number of beneficiaries
	Number of employees
	% of total within band
	
	
	

	Band A
	
	
	
	
	
	

	Band B
	
	
	
	
	
	

	Band C
	
	
	
	
	
	

	Band D
	
	
	
	
	
	

	Total
	
	
	
	
	
	


8 – Foreign Workers

The tables below summarise the employment of foreign nationals in the department in terms of salary bands and by major occupation. The tables also summarise changes in the total number of foreign workers in each salary band and by each major occupation.

TABLE 8.1 – Foreign Workers, 1 April 2002 to 31 March 2003, by salary band 

	Salary Band
	1 April 2002
	31 March 2003
	Change

	
	Number
	% of total
	Number
	% of total
	Number
	% change

	Lower skilled (Levels 1-2)
	
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	
	
	
	

	Highly skilled supervision (Levels 9-12)
	
	
	
	
	
	

	 Senior management (Levels 13-16)
	
	
	
	
	
	

	Total
	
	
	
	
	
	


TABLE 8.2 – Foreign Worker, 1 April 2002 to 31 March 2003, by major occupation

	Major Occupation


	1 April 2002
	31 March 2003
	Change

	
	Number
	% of total
	Number
	% of total
	Number
	% change

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	


9 - Leave utilisation for the period 1 January 2002 to 31 December 2002

The Public Service Commission identified the need for careful monitoring of sick leave within the public service. The following tables provide an indication of the use of sick leave (Table 9.1) and disability leave (Table 9.2). In both cases, the estimated cost of the leave is also provided.

TABLE 9.1 – Sick leave, 1 January 2002 to 31 December 2002 

	Salary Band
	Total days
	% days with medical certification
	Number of Employees using sick leave
	% of total employees using sick leave
	Average days per employee
	Estimated Cost (R’000)

	Lower skilled (Levels 1-2)
	
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	
	
	
	

	Highly skilled supervision (Levels9-12)
	
	
	
	
	
	

	Senior management (Levels 13-16)
	
	
	
	
	
	

	Total
	
	
	
	
	
	


TABLE 9.2 – Disability leave (temporary and permanent), 1 January 2002 to 31 December 2002 

	Salary Band
	Total days taken
	% days with medical certification
	Number of Employees using disability leave
	% of total employees using disability leave
	Average days per employee
	Estimated Cost (R’000)

	Lower skilled (Levels 1-2)
	
	
	
	
	
	

	Skilled (Levels 3-5)
	
	
	
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	
	
	
	

	Highly skilled supervision (Levels 9-12)
	
	
	
	
	
	

	Senior management (Levels 13-16)
	
	
	
	
	
	

	Total
	
	
	
	
	
	


Table 9.3 summarises the utilisation of annual leave. The wage agreement concluded with trade unions in the PSCBC in 2000, requires management of annual leave to prevent high levels of accrued leave being paid at the time of termination of service. 

TABLE 9.3 – Annual Leave, 1 January 2002 to 31 December 2002

	Salary Bands
	Total days taken
	Average per employee

	Lower skilled (Levels 1-2)
	
	

	Skilled Levels 3-5)
	
	

	Highly skilled production (Levels 6-8)
	
	

	Highly skilled supervision(Levels 9-12)
	
	

	Senior management (Levels 13-16)
	
	

	
	
	

	Total
	
	


TABLE 9.4 – Capped leave, 1 January 2002 to 31 December 2002

	Salary Bands
	Total days of capped leave taken
	Average number of days taken per employee
	Average capped leave per employee as at 31 December 2002

	Lower skilled (Levels 1-2)
	
	
	

	Skilled Levels 3-5)
	
	
	

	Highly skilled production (Levels 6-8)
	
	
	

	Highly skilled supervision(Levels 9-12)
	
	
	

	Senior management (Levels 13-16)
	
	
	

	
	
	
	

	Total
	
	
	


TABLE 9.5 – Leave payouts for the period 1 April 2002 to 31 March 2003

The following table summarises payments made to employees as a result of leave that was not taken.

	REASON
	Total Amount (R’000)
	Number of Employees
	Average payment per employee

	Leave payout for 2002/03 due to non-utilisation of leave for the previous cycle
	
	
	

	Capped leave payouts on termination of service for 2002/03 
	
	
	

	Current leave payout on termination of service for 2003/03 
	
	
	

	Total
	
	
	


10. HIV/AIDS & Health Promotion Programmes

TABLE 10.1 – Steps taken to reduce the risk of occupational exposure

	Units/categories of employees identified to be at high risk of contracting HIV & related diseases (if any) 
	Key steps taken to reduce the risk 

	
	

	
	

	
	

	
	

	
	


TABLE 10.2 – Details of Health Promotion and HIV/AIDS Programmes (tick the applicable boxes and provide the required information)

	Question
	Yes
	No
	Details, if yes

	1. Has the department designated a member of the SMS to implement the provisions contained in Part VI E of Chapter 1 of the Public Service Regulations, 2001? If so, provide her/his name and position.
	
	
	

	2. Does the department have a dedicated unit or has it designated specific staff members to promote the health and well being of your employees? If so, indicate the number of employees who are involved in this task and the annual budget that is available for this purpose.  
	
	
	

	3. Has the department introduced an Employee Assistance or Health Promotion Programme for your employees? If so, indicate the key elements/services of this Programme. 
	
	
	

	4. Has the department established (a) committee(s) as contemplated in Part VI E.5 (e) of Chapter 1 of the Public Service Regulations, 2001? If so, please provide the names of the members of the committee and the stakeholder(s) that they  represent.  
	
	
	

	5. Has the department reviewed its employment policies and practices  to ensure that these do not unfairly discriminate against employees on the basis of their HIV status? If so, list the employment policies/practices so reviewed.  
	
	
	

	6. Has the department introduced measures to protect HIV-positive employees or those perceived to be HIV-positive from discrimination? If so, list the key elements of these measures. 
	
	
	

	7. Does the department encourage its employees to undergo Voluntary Counseling and Testing? If so, list the results that you have you achieved. 
	
	
	

	8. Has the department developed measures/indicators to monitor & evaluate the impact of its health promotion programme? If so, list these measures/indicators.
	
	
	


11 – Labour Relations

The following collective agreements were entered into with trade unions within the department. 

TABLE 11.1 – Collective agreements, 1 April 2002 to 31 March 2003 

	Subject Matter
	Date

	
	

	
	

	
	

	
	

	
	


If there were no agreements, then use the following table

	Total collective agreements
	None


The following table summarises the outcome of disciplinary hearings conducted within the department for the year under review.

TABLE 11.2 – Misconduct and disciplinary hearings finalised, 1 April 2002 to 31 March 2003

	Outcomes of disciplinary hearings
	Number
	% of total

	Correctional counselling
	
	

	Verbal warning
	
	

	Written warning
	
	

	Final written warning
	
	

	Suspended without pay
	
	

	Fine
	
	

	Demotion
	
	

	Dismissal
	
	

	Not guilty
	
	

	Case withdrawn
	
	

	Total
	
	


If there were no disciplinary hearings, then use the following table

	Disciplinary hearings – 2002/ 03
	None


TABLE 11.3 – Types of misconduct addressed at disciplinary hearings 

	Type of misconduct 
	Number
	% of total

	
	
	

	
	
	

	Total
	
	


TABLE 11.4 – Grievances lodged for the period 1 April 2002 to 31 March 2003

	
	Number
	% of Total

	· Number of grievances resolved
	
	

	Number of grievances not resolved
	
	

	Total number of grievances lodged
	
	


TABLE 11.5 – Disputes lodged with Councils for the period 1 April 2002 to 31 March 2003

	
	Number
	% of Total

	· Number of disputes upheld
	
	

	Number of disputes dismissed
	
	

	Total number of disputes lodged
	
	


TABLE 11.6 – Strike actions for the period 1 April 2002 to 31 March 2003
	Total number of person working days lost
	

	Total cost (R’000) of working days lost
	

	Amount (R’000) recovered as a result of no work no pay
	


TABLE 11.7 – Precautionary suspensions for the period 1 April 2002 to 31 March 2003

	· Number of people suspended
	

	Number of people whose suspension exceeded 30 days
	

	Average number of days suspended
	

	Cost (R’000) of suspensions
	


12 - Skills development

This section highlights the efforts of the department with regard to skills development. 
12.1 Training needs identified 1 April 2002 to 31 March 2003
	Occupational Categories
	Gender
	Number of employees as at 1 April 2002
	Training needs identified at start of reporting period

	
	
	
	Learnerships
	Skills Programmes & other short courses
	Other forms of training
	Total

	Legislators, senior officials and managers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Professionals
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Technicians and associate professionals
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Clerks 
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Service and sales workers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Skilled agriculture and fishery workers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Craft and related trades workers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Plant and machine operators and assemblers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Elementary occupations
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Sub Total
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Total
	
	
	
	
	
	


12.2 Training provided 1 April 2002 to 31 March 2003
	Occupational Categories
	Gender
	Number of employees as at 1 April 2003
	Training provided within the reporting period

	
	
	
	Learnerships
	Skills Programmes & other short courses
	Other forms of training
	Total

	Legislators, senior officials and managers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Professionals
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Technicians and associate professionals
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Clerks 
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Service and sales workers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Skilled agriculture and fishery workers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Craft and related trades workers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Plant and machine operators and assemblers
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Elementary occupations
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Sub Total
	Female
	
	
	
	
	

	
	Male


	
	
	
	
	

	Total
	
	
	
	
	
	


13 – Injury on duty

The following tables provide basic information on injury on duty.

TABLE 13.1 – Injury on duty, 1 April 2002 to 31 March 2003 

	Nature of injury on duty
	Number
	% of total

	Required basic medical attention only
	
	

	Temporary Total Disablement
	
	

	Permanent Disablement
	
	

	Fatal
	
	

	Total
	
	


14. Utilisation of Consultants

Table 14. 1: Report on consultant appointments using appropriated funds

	Project Title
	Total number of consultants that worked on the project
	Duration:

Work days
	Contract value in

Rand

	
	
	
	

	
	
	
	

	
	
	
	

	Total number of projects
	Total individual consultants
	Total duration:

Work days
	Total contract value in Rand

	
	
	
	


Table 14.2: Analysis of consultant appointments using appropriated funds, in terms of Historically Disadvantaged Individuals (HDIs)

	Project Title
	Percentage ownership by HDI groups
	Percentage management by HDI groups
	Number of Consultants from HDI groups that work on the project

	
	
	
	

	
	
	
	

	
	
	
	


Table 14.3: Report on consultant appointments using Donor funds

	Project Title
	Total Number of consultants that worked on the project
	Duration:

Work days
	Donor and Contract value in Rand

	
	
	
	

	
	
	
	

	
	
	
	

	Total number of projects
	Total individual consultants
	Total duration:

Work days
	Total contract value in Rand

	
	
	
	


Table 14.4: Analysis of consultant appointments using Donor funds, in terms of Historically Disadvantaged Individuals (HDIs)

	Project Title
	Percentage ownership by HDI groups
	Percentage management by HDI groups
	Number of Consultants from HDI groups that work on the project

	
	
	
	

	
	
	
	

	
	
	
	


