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1
 An analogy - a contrast between positive and negative experiences. Where roses are beautiful flowers 

associated with pleasant events, thistles could become problematic weeds regardless of their initial 

appearance. 



 2 

Introduction 
The purpose of this report is to document the lessons learnt and key success factors identified for 

the effective establishment of government departments within the South African Public Service. 

The report is a collaborative effort between the  contracted Technical Advisors (TAs),  Portfolio 

Head/Principal Technical Advisor (PTA), Project Manager, Senior Technical Advisor (STA) and Client 

Counterpart, and includes additional input from other key players. 

A set of recommendations is also presented to facilitate the process of establishing or reconfiguring 

government departments. 

“Buying a new car – in a box” 
Quoting a department official, “When establishing a new department, the challenge largely is the 

support base to get things done, and how they all fit together, as opposed to the confusion of what 

needs to be done. Being declared a new unit or department does not make you functional the very 

next day and therefore there should be a deliberate strategy of how to ultimately get there. This 

should be managed by Treasury to ensure a seamless set-up of the system.  

“On a lighter note, the current environment is like buying a car in a box. ‘Congratulations as you now 

own a Mini Cooper. Now go set it up and drive safely - DIY! Oh yes, and come back in a year as we 

want to know how the car is doing! The AG will check up on you and send everyone a report of your 

performance.’ 

“The car in the box is fully disassembled, the instruction manual is in German and you are not given 

any tools or mechanics to do the job.   

“You are also not given any budget and have to go look for a sponsor in a monopoly game where 

there is only one possible sponsor. This sponsor is co-incidentally also the only supplier of the 

required tools.  

“Not only will the AG check whether you assembled the car correctly, you should also provide proof 

that you immediately entered races and that you managed to complete each race successfully 

without damaging anything. You should also have finished in the top ten every time.” 

Background 
The Technical Assistance Unit (TAU) of National Treasury recently provided support to a number of 

departments shortly after their establishment. This support ranged from minimal involvement such 

as strategic planning facilitation through to extensive assistance such as setting up the required 

corporate services and governance systems. Through this involvement, the TAU has built up a 

considerable body of knowledge that allows comparisons to be made and lessons to be learnt.  

The intention of this report is not to evaluate the performance of any of the departments or in any 

manner to evaluate their management processes. This report rather suggests the key processes that 

could be followed when government departments are established to ensure that they become fully 
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functional as soon as possible. Thus, the intention is to share TAU’s experiences and lessons learnt, 

in the pursuit of continuous improvement in the public service. 

Key Requirements 
From the support provided to the relevant departments, the following have been identified as key 

requirements for a well managed establishment process:  

• A structured and phased process should be followed, which is aligned to the strategic and budget 

planning cycles of government. 

• Both the operational elements (e.g. financial, human, information technology and logistical 
requirements of the institution) as well as strategic issues (e.g. mandate of the institution and its 
strategic goals and objectives) should be attended to in the establishment implementation plan. 

• The process should be managed as a project, with the application of normal project management 
principles, and with a focus on the critical path – including essential tasks which are sometimes 
sequential.   

• Since it normally takes time to develop a fully-fledged strategy, it is helpful to identify the key line 
and support functions to be performed at an early stage. This can then guide the organisation and 
systems design processes before the strategic plan is finalised. 

•  Corporate service functions in particular are similar across government with the result that much 
can be learned from how other departments have set up their support functions. dpsa and 
National Treasury have also over time developed useful guidelines on organisational, staffing and 
financial issues. However, each department’s circumstances and requirements are unique with 
the result that customisation will be required in each instance. 

• Specific attention needs to be given to the question of which functions departments should   
outsource/co-source or share with other government entities, as they are unlikely to have the 
capacity to perform all required functions in-house, especially not in the inception phase. 
Acceptable organisational design principles should be applied at all stages. 

• Last but not least, establishing a department involves bringing a group of people together, 
hierarchically and functionally related, in order to deliver on certain defined tasks. This requires 
processes that create a sense of belonging and identity (answering the questions “who are we?’ 
and “how do I belong here?”), and later clarity about vision/mission and individual roles. There are 
distinct responsibilities of leadership in departmental establishment that relate to people 
processes, and leaders often require support in managing the subtleties of these. 2 

• Connected to this, is the magnified turbulence, ambiguity and relational complexity created by the 
transitioning-in of new leaders at many levels in the department, and the varied degrees to which 
leaders manage this and the expectations and assumptions on either side of the leader-follower 
boundary. 3 

                                                           

2
 The needs present at individual and collective level in the establishment of groups and teams, and the role of 

leaders, have been established in the work of Susan Wheelan,  see www.gdqassoc.com/Susan.php 

3
 See the research into the necessity of managing leadership transitions in Richard Elsner and Bridget Farrands’ 

Lost in transition: how business Leaders can successfully take charge in new roles (London: Marshal Cavendish 

Business, 2006). 

http://www.gdqassoc.com/Susan.php
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Summary of Lessons Learnt/Key Success Factors 
Below is a summary of the key lessons learnt and key success factors that were noted: 

• The establishment process always takes longer than expected or planned; the minimum period is 

between six and twelve months, depending on the related budget cycles, the complexity of the 

department, the clarity of the mandate, political and administrative support, the delegation of the 

necessary powers and the existence of an effective internal management resource. 

• The establishment process can be expedited when drawing on experienced, technically 

knowledgeable and skilled individuals in organisational development, human resources planning, 

governance systems, financial management and project and change process management.  

• Leadership and clear direction from the highest levels (Minister and DG) are critical. 

• Awareness of the need to pay attention to group process, alongside the technical aspects of 

setting up a department, is not often present in the leadership. For example, there is little 

intentionality in, and emphasis on, leadership messaging to staff about identity and belonging in 

the early weeks of departmental establishment. Nor is attention paid by leadership to their own 

transitions, and the management of the turbulence, ambiguity and relational complexity inherent 

in the meeting of new leaders and emergent teams. 

• When a project team of mainly external technical advisors is appointed, they need committed, 

enthusiastic, skilled and knowledgeable counterparts (i.e. officials appointed to key positions on 

the fixed post establishment), open to learning and managing themselves in a learning and change 

engagement. 

• There should be regular (formal and informal) interaction between the Project Manager, her/his 

technical advisors and the institutional counterparts. 

• Delegation of practical project management implementation support by the TAU Project Manager 

to the client department Project Leader and consultants involved can be beneficial. 

• In the absence of other guidelines and decisions, a practical, process approach should be 

encouraged. 

• Concise options should be offered to decision-makers during the process, with their respective 

implications.  Recommended solutions are also helpful. 

• The timeous recruitment and selection of adequate and competent managers and staff are 

essential for the effective establishment of the department. 

• There is only limited co-ordinating (“one-stop”) support from National Treasury. 

• Outsourcing and co-sourcing compromise organisational independence and autonomy. 

• A critical minimum number of support posts are required for the establishment of an institution. 
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• Segregation of duties prescribes the functioning of respective transversal systems. 

• The size and novelty of an institution determines whether to generalise or to specialise its 

functions. 

• A ratio exists between support and core functions, and this must be reflected in the allocation of 

posts in the post establishment.  

• There is a lack of consistency in the public service regarding organisational and systems 

development. 

• There is a lack of coherence in the public service regarding job titles.  

• Client / institutional project support from National Treasury/dpsa needs attention in respect of-  

o basic legal and process requirements;  

o summarised/definitive compliance requirements; 

o standards and toolkits for the implementation of systems; and, 

o especially with the integration of the various requirements from diverse sources.  

• There is a lack of standardised policies and procedures in the public service. 

• There is little awareness of the need to manage leadership transitions or group process/team 

development in the case of a new department, among institutions tasked with leadership 

development or establishment of productive organisational cultures in the public sector. Hence, 

there is a need for guidelines and/or support in this respect.  

 

 

Big Picture Summary 
Based on previous experiences, the following foundational processes ought to be followed when a 

government department is established: 

1. Determine mandate 

Role players: Institution/Executive Authority/National Treasury/dpsa 

This aspect appears elementary. However, the reality is that intended institutional mandates are 

often too vaguely defined and not adequately clarified in the establishing proclamation. This 

applies within the context of portfolio configurations in particular. The statutory mandate must 

be fully detailed to enable the accurate analysis and evolution thereof into strategic/core 

functions and outcomes. It will also ensure that no duplication occurs in relation to the functions 

and responsibilities of other institutions. In the absence of such statutory clarity, the Minister for 
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the Public Service and Administration should provide such clarity when approving the 

establishment of the institution. 

The relationship between relevant Executive Authorities and Heads of Institution must also be 

clarified from the outset – particularly with regard to their respective roles and responsibilities. 

The advancement of the mandate should also evolve through a green paper development or 

similar process whereby all related and relevant stakeholders may contribute to the functions 

and objectives of the institution. 

Once the establishment of the institution has been proclaimed, a core team of executive 

managers and interim staff must be appointed to direct the initial formative processes and 

develop a conceptual implementation plan – even if such appointments are done on a 

temporary basis. In addition to a Director-General (if necessary in an acting capacity), 

consideration must be given to key support posts related to financial and accounting 

management (particularly a chief financial officer) and human resources functions. Until such 

posts are filled, responsible persons must be delegated with sufficient authority to take 

decisions and be responsible for the functionality of the structure after the institution’s 

establishment. If necessary, consultants or contractors should be appointed to assist with 

specific aspects that have been identified in the implementation plan. 

A combined meeting must be organised between the institution, National Treasury (which 

should be represented by all interested players including the Public Finance, Office of the 

Accountant-General and representatives of the three transversal systems) and the dpsa to 

determine the requirements of each of those institutions in terms of their establishment. Both 

National Treasury and the dpsa must present holistic and integrated checklists that bring 

together all the criteria within their respective realms of responsibilities that are relevant and 

applicable to the establishment of the institution. 

All parties should note at this early stage that effective establishment will take between six and 

twelve months. 

 

2. Draft strategic plan and APP outlines 

Role players: Institution/Executive Authority/National Treasury/dpsa 

The interim management of the institution must as soon as possible develop a tentative 

strategic and basic business plan. This plan is to guide the institution’s budget structure and 

organisational design during the establishment phase. The outlines for an annual (albeit short-

term) performance plan (APP) for the institution must also be developed. 

Based on the above tentative plans, a functional and organisational structure must be developed 

together with a post establishment. The post establishment must indicate the type, number and 

level of posts required to execute the institution’s strategic outcomes. These must be submitted 

to the dpsa for approval as prescribed. 
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In support of the effective implementation of the strategy, initial financial and HR delegations of 

authority must be institutionalised as soon as possible. This is to ensure timely decision making, 

and also to inculcate a culture of good governance and corporate compliance at the outset of 

the institution’s operations. 

Policies and procedures should also be developed at this stage for the implementation of the 

transversal public service systems in the institution – BAS, PERSAL and LOGIS. Prescribed 

checklists provided by National Treasury must be utilised, and National Treasury must support 

the institution in ensuring the linkages between the respective systems. In respect of the 

implementation of LOGIS, a new institution must set up the system for new data while for 

institutions that are already in existence a transfer of data is required – through data take-on as 

per PFMA prescripts. 

3. Develop budget structure 

Role players: Institution/National Treasury 

A budget structure, together with the institution’s MTEF, must be developed and submitted to 

National Treasury for approval. The budget structure and MTEF are based on the institution’s 

strategic and business plans. 

An Annual Estimate of National Expenditure must be compiled in terms of which the institution’s 

budget is planned. The respective system controllers should at this stage have been appointed. 

Then the budget structure must be loaded onto BAS, together with the approved budget. It is 

critical that the linkages between BAS, PERSAL and LOGIS are confirmed on the basis of the 

checklists provided by National Treasury. 

Cash flow projections are submitted to National Treasury, together with prescribed reports and 

required drawings as authorised. 

Paymaster-General Account (PMG) checklists as provided by National Treasury must be 

completed. 

 

4. Develop policy framework 

Role players: Institution 

Policy development should not take place in the vacuum that will persist until most decision-

making staff has been appointed, and while a bargaining chamber still needs to be constituted. 

However, certain policies are crucial from the outset of the institution’s establishment – and 

shall impact on the immediate employment and operations of the institution. 

Among others, these may include: 

• delegations of authority; 

• implementation of BAS, PERSAL and LOGIS; 

• recruitment and selection; 
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• performance monitoring and evaluation; 

• service benefits; and, 

• special leave. 

Mechanisms shall also be required to monitor the implementation of the policies and evaluate 

their impact and effectiveness. Adjustments can then be made to keep pace with the evolving 

growth of the institution. As soon as is practicably possible, a bargaining chamber must be 

established to create the forum through which policies can be validated. 

In summary, the processes can be illustrated by the following flowchart: 
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Department Establishment – Flow Chart  

Determine
mandate

Appoint key/
acting managers

Combined meeting
with dpsa and NT

Draft strategic plan 
and APP outlines

Functional and 
organisational structures

Post
establishment
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Budget

Appoint system 
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(BAS, PERSAL, LOGIS)

Budget structure
on BAS

Approved budget
on BAS
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PERSAL and LOGIS
(checklists from NT)
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Develop policy 
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(identified priority areas)
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Bargaining Chamber

 

See Annexure C for statutory reporting requirements and Annexure D for a checklist of corporate 

services functions. 
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Key Documents 
Various checklists are available from the National Treasury and dpsa to guide the establishment of 

departments. These include: 

• PMG Account Implementation; 

• Budget Vote Implementation; 

• BAS System Implementation; 

• PERSAL System Implementation; and 

• LOGIS System Implementation. 

In addition, the following documents are available from the G&A Portfolio of the TAU: 

• Budget Vote Implementation Plan. 

• BAS System Implementation Plan. 

• LOGIS System Implementation Plan. 

• Example of Establishment Project Plan. 

Additional References 

The following documents available from the G&A Portfolio of the TAU, may also assist in the 

establishment process: 

 DPME Final Design Report - PN458. 

 DPME Library of Annexures - PN458. 

 TAU Practice note: the incoming leader: Hints for establishing leadership presence and 

meeting the needs of the team or organisation with new leadership 

  

Recommendations to the TAU and NT 

It is recommended that: 

1. The TAU facilitates in-depth engagement between key role players of the National Treasury (at 

least with representatives of Public Finance and the Office of the Accountant-General), dpsa, 

DPME and TAU where these matters can be discussed in detail and practical decisions are made 

to address the need for co-ordinated and integrated (one-stop) support to government 

departments. 
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2. A standardised structural framework is developed for the establishment of corporate services 

and governance systems in the public service. 

3. A guidance framework for the management of leadership transitions and the management of 

group and team processes in the establishment of new departments is formulated and made 

available, together with resources for supporting leaders, e.g. coaches, workshop facilitators. 

4. These lessons and key success factors are integrated into the research and development of the 

envisaged Methodology Toolkit for the establishment of new departments and where 

departments are restructured or merged. Input can also be obtained from other establishment 

processes e.g. Office of the Chief Justice (OCJ), Traditional Affairs, and Quality Council for Trades 

and Occupations (QCTO). 

5. The National Treasury and dpsa consider the establishment of a dedicated, pre-qualified panel 

of experienced people with a proven track record in establishing departments in the various 

specialised areas – e.g. project and process management, human resources, leadership and 

team development,organisational development, finance, PMG accounts and the three 

transversal systems. It should be noted that this requires a scarce skill-set, different to that 

required for the operation of these systems. The TAU panel could be used in this regard. 

Concluding Remarks 

We commend these matters for serious consideration by the TAU leadership in consultation with the 

decision-makers and technical practitioners of the National Treasury, dpsa and DPME.  

 

 

 

Governance & Administration (G & A) Portfolio, Technical Assistance Unit, National Treasury 2011 
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Annexures: 

A. Key People 
TAU Portfolio Head/PTA Shanil Haricharan 
TAU Project Manage/STA Corrie Smit 
DPME Counterpart Pieter Pretorius 
Parchment Governance/Finance Specialist TA Nombulelo Mkhumane 
Parchment HR/OD Specialist TA Andre’ Coetzee 
Parchment Team Leader/TA 
Leadership development/TA 

Barrie Kroukamp 
Chantelle Wyley (with co-facilitation from 
Bridget Farrands) 

B. Key Abbreviations 
APP Annual Performance Plan 
BAS SA Government Financial Management System 
DPME Department of Performance Monitoring & Evaluation 
dpsa Department for the Public Service & Administration  
DWCPwD Department for Women, Children and People with Disabilities 
HR Human Resources 
LOGIS SA Government Supply Chain Management System 
MTEF Medium Term Expenditure Framework 
OD Organisational Development 
PERSAL SA Government HR Admin/Salary System 
PMG Paymaster-General (Account) 
PTA Principal Technical Advisor 
STA Senior Technical Advisor 
TA Technical Advisor 
TAU Technical Assistance Unit 

 

C. Statutory Reporting 
In accordance with the requirements of the PFMA and National Treasury, the following table 

outlines the reporting requirements for an institution for the achievement of the business and 

financial management mandates, arrangements, and strategic plans through the following regulated 

mechanisms: 

Schedule Report/Document Submit To Date Sect./Reg. 

3A/3C Annual Estimated 
Revenue and 
Expenditure Budget 

Executive Authority 6 months before 
financial year start 

S53.1 
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Schedule Report/Document Submit To Date Sect./Reg. 

3A/3C Strategic Plan Executive Authority/DHET 
Financial Liaison – PE’s 
(FLPE) 

6 months before 
financial year start 

TR30.1.1 

2/3B/3D Revenue, Expenditure 
and Borrowings 
Projections 

Accounting Officer/ 
National Treasury 

1 month before 
financial year start 

S52 

 Monthly Revenue and 
Expenditure 
Breakdown 

National Treasury Annually before 
financial year start 

S40.4.a 
TR15.10.2.1 

2/3B/3D Corporate Plan Executive Authority 1 month before 
financial year start 

S52/TR29 

 Roll-over Request National Treasury On or before last 
working day in 
April 

TR6.4.2 

 Monthly Budgeted 
and Actual Revenue 
and Expenditure 
Report 

National Treasury/ 
Executive Authority 

Monthly during 
financial year 

S40.4.b 

 Projected Revenue 
and Expenditure 
Status and Variances 
Report 

National 
Treasury/Executive 
Authority 

15 days after 
month end 

S40.4.c 

3A/3C Quarterly Revenue 
and Expenditure 
Report 

Executive Authority/FLPE Within 30 days of 
quarter end 

TR26.1 

3A/3C PFMA Compliance 
Report 

Executive Authority Quarterly TR26.1.2 

 Quarterly 
Management Report 

Executive Authority/FLPE Quarterly  

2/3B/3D 3-year Borrowing Plan National Treasury Quarterly TR29.1.3 
TR29.1.4 

 DoL/QCTO SLA Report Executive Authority   

2/3B/3D Shareholders 
Compact 

Executive Authority Annually TR29.2.1 

2/3 Financial Misconduct 
Procedures Report 

Executive Authority/ 
National Treasury and AG 
if AG did not perform 
audit 

Annually TR33.3.1 

2/3 Annual Financial 
Statements (AFS) 

Auditors/National 
Treasury/FLPE 

Within 2 months 
of year end 

S55.1.c 

2/3 Annual Report 
Audited AFS 
Auditors Report 

Executive Authority/ 
National Treasury/AG (if 
AG did not perform 
audit)/ FLPE 

Within 5 months 
of year end 

S55.1.d 

2/3 Any documents/ 
returns as requested 

National Treasury/AG As required S.54.1 

 Budget Surplus/Deficit 
Application 

National Treasury As required S53.3 
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This framework must direct the reporting framework of the institution.
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D. Checklist of Corporate Services Functions 
In terms of the governance systems and corporate functions that institutions have to accommodate, the following table provides a framework, together with suggested 

timeframes for the implementation thereof, against which the compliance requirements can be assessed: 

Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Establish governance 
systems and structures 

Establish capacity to ensure 
effective and responsible 
institutional governance 

• Establish structure in Office of the Head of 
Institution. 

• Assign and fill prioritised posts. 
• Develop delegations of authority; job descriptions 

and performance agreements. 

 x   

Establish formal institutional 
governance systems to review 
and assure the effectiveness of 
internal controls (balance 
between standards/risks and 
flexibility) 

Consider: 
• Audit committee. 
• Risk and governance forum. 
• HR forum. 
• Strategic planning forum. 
• Policy forum. 
• Planning and budget forum. 
• Business review forum. 
• EXCO committee. 
• Institutional oversight/control committee. 
• Bargaining chamber. 
• Health and safety forum. 
• Security forum. 
• Delegations of authorities. 

 x x  

Internal audit and risk 
management 

Programmes directed towards: 
• Internal audit. 
• Risk management. 
• Fraud prevention. 
• Anti-corruption. 
• Audit queries/recommendations. 

 x x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Manage organisational 
structure, functions and 
post establishment 

Develop organisational structure, 
functions and post 
establishment. 

• Determine core and support functions necessary to 
achieve the core objectives of the institution. 

• Determine nature and post levels of jobs required to 
execute core and support functions. 

• Develop functional and organisational structures and 
post establishment. 

• Approval from dpsa as required. 
• Cascade into all job descriptions, appointment 

contracts and performance agreements/workplans of 
all employees. 

 x   

Maintain organisational 
structure, functions and post 
establishment. 

• Manage and maintain organisational structure and 
post establishment. 

• Determine and prioritise vacancies. 
• Undertake job evaluations as required. 
• Determine personnel budget. 
• Plan for filling of posts. 

• Strategic planning. 
• Budgeting processes. 
• Job evaluations. 
• HR planning. 
 

 x x 

Establish HR systems Bursary schemes/ education, 
training and development 
assistance 

• Policy formulation. 
• Programme development, implementation, 

monitoring and evaluation. 
• Awareness program. 

• Performance 
management. 

• Talent 
management/skills 
development. 

• Employment Equity. 

  x 

Career development • Policy formulation. 
• Awareness program. 

• HR planning. 
• Employment Equity. 
• Skills development. 
• Performance 

management. 

  x 

Code of Conduct • Develop Code of Conduct. 
• Communicate impact and implications. 
• Signed copies in personal files. 

• Discipline 
management. 

• Performance 
management. 

x x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Collective agreements/ 
bargaining 

• Policy formulation. 
• Establish/integrate with collective bargaining 

structures. 
• Ensure implementation of collective agreements. 

• Labour relations x x  

Competency frameworks/ 
occupational-specific 
competencies 

• Policy formulation. 
• Identify scarce occupations and critical skills in 

relation to posts in the institution. 
• Develop competency frameworks. 

• Link unit standards 
to each competency 
area. 

• Job descriptions. 
• Performance 

evaluation criteria. 
• Skills development. 

 x x 

Conditions of service • Policy formulation. 
• Awareness program. 

• Include acting in 
positions. 

 

x   

Delegations of authority • Develop HR delegations. 
• Communicate to relevant staff. 
• Signed copies of relevant delegations in personal 

files. 

• Job descriptions. 
• Induction. 
• Performance 

management. 

x   

Discipline management • Policy formulation. 
• Provide training and awareness. 
• Promote professional conduct. 
• Manage misconduct/procedural fairness. 
• Manage suspensions. 
• Manage absenteeism/bad attendance/poor 

timekeeping. 

• Sexual harassment. 
• Smoking in the 

workplace. 
• Dress code. 

 x  

Disclosure of designated 
employees’ interests 

• Awareness program. 
• Obtain declarations. 
• Submit copies to Public Service Commission. 

 x   

Dismissal • Policy formulation. 
• Awareness program. 

  x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Employee health and wellness • Policy formulation. 
• Establish Employee Health and Wellness Committee. 
• Appoint safety representative(s). 
• Establish workplace safety forum(s). 
• Conduct safety risk assessment (hazards). 
• Develop and implement health and safety plans. 
• Provide training and awareness program (impact and 

implications eg. injuries). 

  x  

Employment contracts • Policy formulation. 
• Provide education and awareness. 

 x   

Employment equity • Policy formulation. 
• Provide training and awareness. 
• Establish consultative workplace forum(s). 
• Develop, implement/monitor and communicate. 
• Report to Department of Labour on progress made in 

implementation of Employment Equity Plan. 

• Performance 
agreements. 

• Recruitment and 
selection. 

• Skills development. 

 x x 

Exit interviews • Policy formulation. 
• Establish process. 

• Employment Equity. 
• HR planning. 

  x 

Grievance management • Policy formulation. 
• Provide training and awareness. 
• Establish and manage process. 

  x  

HR information and reporting • Policy formulation. 
• Maintain compliance with MIOS/secure accessibility/ 

information security vigilance. 
• Designation of Records Manager. 
• Designation of Deputy Information Officer. 
• Maintain establishment. 

  x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

HR policy and process 
development 

• Establish policy 
development/consultation/governance process. 

• Prioritise sequential development process. 
• Provide training and awareness (impact and 

implications). 
• Monitor and evaluate policy development, 

implementation and report on impact. 

  x  

HR strategy and planning • Policy formulation. 
• Develop HR plan. 
• Cascade into HR operational plans. 
• Provide training and awareness. 
• Provide for quarterly and annual reporting. 

• Strategic planning. 
• MTEF. 

 x  

Induction and orientation • Develop and present induction programme and 
content. 

• Ensure job-specific orientation in respective 
workplaces. 

  x x 

Job profiling and evaluation • Policy formulation. 
• Ensure development of job and competency profiles 

for all posts. 
• Signed copies on personal files of staff. 
• Establish and train job evaluation panel. 
• Establish job evaluation process. 

  x x 

Labour relations • Policy formulation. 
• Establish labour forum. 
• Promote fair labour practices. 
• Training of managers. 

 x x  

Learnerships and internships • Policy formulation. 
• Liaise with SETA(s). 
• Establish and manage programme. 

  x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Leave management • Policy formulation (annual, sick, maternity, family 
responsibility, study, medical certificates). 

• Provide education and awareness. 
• Ensure accurate administration and record keeping. 

 x x  

Other remunerative work by 
employees 

• Policy formulation. 
• Awareness programme. 

   x 

Performance agreements • Ensure all SMS members have updated performance 
agreements. 

• Signed copies on personal files. 

• Strategic planning. 
• Skills development. 
• Performance 

management. 
• Disclosure of 

financial interests. 

x   

Performance management 
system (incl moderation 
arrangements; rewards and 
incentives/ performance 
incentive schemes) 

• Policy formulation. 
• Provide training and awareness. 
• Promote organisational culture of performance 

consciousness and learning. 
• Establish, implement, monitor and evaluate process. 
• Establish moderating/quality assurance 

committee(s). 
• Establish performance incentive scheme. 

• Strategic planning. 
• Employment Equity. 
• Skills development. 
• Incentives and 

rewards. 
• Managing outcomes 

of assessment. 

x x x 

Probation • Policy formulation. 
• Administrate process/assessments of performance of 

staff on probation/interventions/appointments.  

   x 

Records management • Policy formulation. 
• Ensure security of records. 
• Ensure effective and accurate administration. 

 x x  



 21 

Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Recruitment and selection (incl 
filling of vacancies) 

• Determine funding available for filling of vacancies 
(with CFO). 

• Fast track filling of prioritised funded vacancies. 
• Optimise recruitment and selection process and 

structures. 
• Optimise vetting/verification process. 

• Employment Equity. 
• Critical skills and 

scarce occupations. 

x x  

Remuneration and employee 
benefits 

• Policy formulation. 
• Provide education and awareness. 

 x x  

Resignation • Policy formulation. 
• Provide education and awareness. 

• Retention of critical 
skills and scarce 
occupations. 

 x  

Secondment • Policy formulation. 
• Provide education and awareness. 

   x 

Service delivery improvement 
planning 

• Develop SDI programme. 
• Provide education and awareness. 
• Institutionalise service delivery/client-orientated 

ethos. 

  x x 

Skills development/ education, 
training and development (incl 
training; capacity building; 
personal development plans; 
scarce and critical skills; 
workplace skills plan) 

• Policy formulation. 
• Implement, monitor and evaluate human resource 

development programme. 
• Determine, prioritise and manage funding. 
• Provide education and awareness. 
• Liaise with SETA(s). 
• Liaise with service providers. 
• Manage provision of training/coaching. 
• Develop PDPs for all staff. 
• Develop workplace skills plan. 

• HR planning. 
• Employment Equity. 
• Performance 

management. 
• Career development. 
• Critical skills and 

scarce occupations. 

 x x 
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Talent management • Policy formulation. 
• Provide education and awareness. 

• HR planning. 
• Skills development. 
• Performance 

management. 
• Employment Equity. 
• Accelerated 

development, 
coaching and 
mentoring. 

• Succession planning. 
• Retention of critical 

skills and scarce 
occupations. 

  x 

Transfers and deployments • Policy formulation. 
• Provide education and awareness. 

   x 

Working environment • Policy formulation (working time, schedules, 
emergency work, shifts). 

• Provide education and awareness. 
• Display summary of Basic Conditions of Employment 

Act at all workplaces. 

  x  

Communication Services Allocation of functions between 
Ministry and institution 

• Clarify functions in relation to the GCIS in the Office 
of the Minster. 

• Guided by COMTASK provisions. 
• Marketing of institution’s services. 
• Centralised co-ordination, quality and consistency of 

disseminated information. 

 x   
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Chief Financial Officer Manage departmental budget 
vote 

• All financial management activities of the institution. 
• Financial information and advice. 
• Financial delegations of authority. 
• Finance policies and procedures. 
• Risk assessments to identify emerging risks, including 

a fraud prevention plan to manage the risk of fraud. 
• System of internal control to mitigate risks, including 

the segregation of duties. 
• Support to the accounting officer for the 

establishment of an internal audit unit and audit 
committee. 

 x   

Management 
Accounting Services 

Planning and Budgeting. • Effective performance monitoring, evaluation and 
corrective action. 

• Financial impact of the institution’s outputs with the 
aim to provide economical, efficient, effective and 
appropriate services. 

• Costing of the institution’s products and services. 
• Formulation of medium term objectives, policies and 

strategies in support of the strategic and operational 
plans of the institution. 

• Consistency between the institution’s strategic plan 
and the medium term expenditure estimates, 
Treasury Regulations and Public Service Regulations. 

• Measurable outputs specified per programme in the 
institutional budget. 

• Measurement of programme performance 
(achievement of outputs). 

• Compliance with any budget circular issued by the 
relevant Treasury. 

• Sound budgetary control to ensure that expenditure 
remains within the institution’s budget. 

• Reports relating to the utilisation of savings in terms 
of section 43(1) of the PFMA. 

  x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Financial Accounting 
Services 

Revenue and expenditure 
management 

• Regular examinations of the operations of the 
institution to identify new sources or potential 
sources of revenue. 

• Regular reviews of existing fees, tariffs etc. relating 
to revenue accruing to the relevant revenue fund. 

• Maintenance of a tariff and fee register. 
• Monitoring the collection of revenue on a regular 

basis. 
• Monitoring the Department’s expenditure on a 

regular basis. 
 
PFMA and Treasury Practice Notes: 
• Section 38(1)(j) certificates are obtained from 

entities to which the institution transfers funds; 
• payroll reports are received from cost centres 

within 10 days from payment date; 
• the institution’s monthly expenditure is in 

accordance with cash flow projections; 
• payments in excess of R2000 are effected 

electronically; 
• all cheques issued by the institution are 

appropriately crossed; and 
• transfer payments are utilised for their intended 

purposes. 

  x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Supply Chain 
Management Services 

• Logistics management. 
• Assets and disposal 

management. 
• Demand and acquisition 

management. 

• Processes and procedures for the effective and 
efficient management of the institution’s assets. 

• Development of an asset register. 
• Optimal utilisation of the institution’s assets. 
• Planning for the acquisition of assets, including the 

need to consider alternative strategies to achieve 
objectives. 

• System to ensure the evaluation of all major capital 
projects. 

• Procurement system which is fair, equitable, 
transparent, competitive and cost effective. 

• Maintenance of a Supply Chain Management (SCM) 
Process. 

• Maintenance of stock at optimal levels. 
• Monitor and report shortages, surpluses and losses 

related to stock. 
• Effective processes to collect outstanding debts. 
• Regular debtors age analysis reports. 
• Debt write-off policy for approval by the accounting 

officer. 
• Payments to creditors are settled within 30 days. 
• Regular creditors age analysis reports. 

  x  
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

Financial Systems 
Administration 

Accounting and reporting 
requirements 

• All reporting and legal requirements. 
• Appropriate and consistent financial and non-

financial reports supported by analysis, 
interpretations and appraisals that assist and 
improve decision making. 

• Effective cash management system, BAS and PMG. 
• Measures to ensure that all transactions are 

supported by authentic documentation. 
• Reconciliation between the financial system and 

PERSAL. 
• Suspense accounts are cleared and reconciled 

appropriately. 
• Daily reconciliation of the institution’s bank 

accounts. 
• Recording of all transactions prior to the closure of 

accounting months. 
• Alignment of the general ledger objectives with that 

of the Estimates of Expenditure. 
• Monthly reports detailing the actual and projected 

revenue and expenditure of the institution. 
• Interrogation of quarterly reports submitted by 

public entities. 
• Public entities report on the extent of PFMA 

compliance. 
• The institution’s annual financial statements are 

compiled in accordance with the requirements of the 
PFMA, Treasury Regulations and relevant guideline 
documents. 

• Institution’s annual financial statements to the 
relevant treasury and the Auditor-General before 31 
May. 
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Process Sub-process Activity Related process(es) 
Urgency 

vital short med 

  • Institution’s annual report, financial statements and 
audit report on those statements to the executive 
authority and the relevant Treasury before 31 
August. 

• Declaration to the relevant Treasury of any 
surpluses/deficits in trading entities within the 
administration of the institution. 

    

Implement BAS system  • Designation of BAS Controller. 
• Designation of BAS Salary Controller. 
• Designation of BAS administrator. 
• Appoint responsible functionaries. 
• Maintain integrity and secure accessibility. 

 x x x 

Implement PERSAL 
system 

 • Designation of PERSAL Controller. 
• Designation of PERSAL Personnel Controller. 
• Designation of PERSAL administrator. 
• Appoint responsible functionaries. 
• Maintain integrity and secure accessibility. 

 x x x 

Implement LOGIS 
system 

 • Designation of LOGIS Controller. 
• Designation of LOGIS administrator. 
• Appoint responsible functionaries. 
• Maintain integrity and secure accessibility. 

 x x x 

 


