
2. PROGRAMME 1

ADMINISTRATION

Aim

To render comprehensive services to the line function and to ensure good governance within the
department.

Main Activities

The main activities of this programme include the following:

Providing internal and external communication services, media liaison, and marketing of the
department.

The implementation of the Public Finance Management Act (PFMA) and Treasury Regulations in
order to promote effective and efficient service delivery through sound financial administration
and budgeting for the department.

Managing the establishment structure of the department, identification of developmental and
training needs of personnel and ensuring the proper implementation of performance management.

The installation and maintenance of information technology equipment and networks.

Conducting internal audit to minimise risks in the ICD.

Rendering a legal service and providing legal advices to all components within the department. 

Provisioning of logistics, cleaning and security services, auxiliary services and the management of
equipment and assets.

Promotion of Special Programmes with particular focus on  Disability, Gender, HIV/AIDS and
Youth. 

Key policy developments

The department implemented LOGIS which is an electronic assets management system to ensure
proper management of procurement and use of all assets.  The stocktaking for the period under
review revealed that all our capital stock is in a fairly good condition.  The total value of our stock
is R 3,7 million.

During the period under review, thirteen Small Medium Micro Enterprises and fifteen previously

10



11

disadvantaged service providers were used to acquire services as prescribed by the Preferential
Procurement Policy Framework Act. 

An agreement has been reached to regulate the interrelations between the department, SAPS and
the established Municipal Police Services. The department participated in drafting the functions of
a Civilian Oversight Committee as contemplated in section 64J(1) of the SAPS Act, for Municipal
Police Services.

The ICD has developed policies and drafted programmes/action plans within the national
framework in respect of all the Special Programmes.  

The department has appointed an Audit Committee and developed an Audit Charter for the
Departmental Audit Committee.

The Fraud Prevention Committee was established.

Output and service delivery

Policies on internet, password and acceptable use of IT equipment have been developed and
implemented as part of the government information technology security policy.

All ICD offices are now linked to the Wide Area Network and remote control software has been
registered on the system to overcome the problem of limited manpower and, to improve on
network security.

Legal opinions were furnished on a variety of legal questions pertaining to the support and opera-
tional functions within the department, most pertaining to labour related matters, and others per-
tained to compliance.

A National Protocol for the ICD, the SAPS, Municipal Police Services and the Department of
Transport was established, documenting the agreement reached in respect of the future relationship
between these agencies and compliance with respective mandates. 

Oral submissions were made to the Portfolio Committee on Justice and Constitutional
Development regarding the Criminal Procedure Second Amendment Bill (B 45 of 2001). 

A fraud prevention policy and plan were developed.

Several training and awareness campaigns were presented to increase the prevention of the spread
of HIV / AIDS amongst employees of the ICD.

The department has revised its Selection and Recruitment policy to accommodate people with dis-
abilities.

Special Programmes has a quarterly newsletter (SP News) in place that covers all Special
Programmes.  This newsletter is circulated to employees internally.



HUMAN RESOURCE MANAGEMENT

Objective

Managing the establishment structure of the department, identification of developmental and train-
ing needs of personnel and ensuring proper implementation of performance management in the
department.

Expenditure

The department’s budget is structured in terms of clearly defined programmes. The following
tables summarise the final audited expenditure by programme (Table 1.1) and by salary level
(Table 1.2). In particular, it provides an indication of the amount spent on personnel costs in terms
of each of the programmes or salary levels within the department.

Table 1.1 Personnel costs per programme: 2001/02
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Table 1.2 Personnel costs per salary level: 2001/02

The following tables provide a summary by programme (Table 1.3) and salary level (Table 1.4), of
expenditure incurred as a result of overtime, allowances, and benefits. Benefits reflect the amount
utilised for homeowner allowances, medical aid and pension. In each case the table provides an
indication of the percentage of the personnel budget that was used for these items.

Table 1.3 Overtime, allowances and benefits per programme: 2001/02



Table 1.4 Overtime, allowances and benefits per salary level: 2001/02 
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Employment and Vacancies

The department’s approved establishment is 149 funded posts of which 128 were filled by the end
of March 2002. Of the filled posts 94 constitute operational staff and the remaining 28, support staff.

The tables in this section summarise the position with regard to employment and vacancies. The
approved establishment is the number of posts that the Executing Authority has approved, to
execute on the core and support functions of the department.  Table 2.1 provides an estimate of the
size of the establishment over the Medium Term Expenditure Framework period.

Table 2.1 - Approved establishment per programme: 31 March 2002

The following tables summarise the number of posts on the establishment, the number of
employees, the vacancy rate and whether there are any staff members who are additional to the
establishment. The department does not have any staff additional to the establishment. This
information is presented in terms of four key variables i.e. programmes (Table 2.2) and salary
bands (Table 2.3)

Table 2.2 - Employment and vacancies per programme: 31 March 2002 
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Table 2.3 - Employment and vacancies per salary band: 31 March 2002 

Job Evaluation

The Public Service Regulations of 1999 introduced job evaluation as a way of ensuring that work
of equal value is remunerated equally. Within a nationally determined framework, the Executing
Authority may evaluate or re-evaluate any job in his or her department. In terms of the regulations
all vacancies on salary level 9 and higher must be evaluated before they are filled.  This has been
complemented by a decision by the Minister for the Public Service and Administration that all
Senior Management Service (SMS) jobs must be evaluated before 21 December 2002.  Table 3.1
provides a summary of the number of jobs that were evaluated during the year under review.  The
department has managed to evaluate a third of the posts in the SMS cadre in line with the
restructuring process that was concluded in April 2002. None of the positions were either upgraded
or downgraded.

Table 3.1 - Posts evaluated
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Employment Changes

Table 4.1 summarises appointments (including interdepartmental transfers to the department), pro-
motions and service terminations (including interdepartmental transfers from the department) by
race, gender and disability. In addition the table provides an indication of the impact of these
changes on the employment profile of the department. During the period under review, the depart-
ment recruited 20 new staff members as a result of direct recruitment and transfers.  Twenty-seven
staff members were promoted and 20 employees left the department.

Table 4.1 - Appointments, promotions, and terminations: 1 April 2001 to 31 March 2002
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The following table (Table 4.2) provides information relating to turnover rates and trends in the
employment profile of the department. 

Table 4.2 - Annual turnover rates per salary band 

The following table (Table 4.3) provides information regarding reasons why staff have left the
department.

Table 4.3 - Reasons why staff left the department

18



Affirmative Action

The Public Service Regulations require the development and implementation of an affirmative
action programme which contains the numeric and time-bound targets for achieving representivity.
They also require annual statistics on the appointment, training and promotion within each level of
each occupational category, of persons historically disadvantaged (PSR, III, D.2).
The representativity profile of the department provides a breakdown of the number of employees
per race and gender in terms of the targets set out in the White Paper on the Transformation of the
Public Service (WPTPS). In terms of the WPTPS, black managers should comprise at least 50
percent and woman managers at least 30 percent of the total management structure. Out of 128
filled posts, 86 percent of the staff are Black and 14 percent are White.  At management level,
72.7% of SMS members are Black and 27.2% are women.  The following tables illustrate changes
in the composition of the department for employees below the level of SMS (Table 5.1). Table 5.2
reflects the composition of the Senior Management Service in terms of race, gender and disability. 

Table 5.1 - Progress made with respect to affirmative action: 2001/ 02 [Employees at lev-
els below the SMS]
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Table 5.2 - Progress made with respect to affirmative action in the Senior Management
Service: 2001/02
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Table 5.3 - Progress made with respect to affirmative action [All employees including
SMS]:  2001/02

Youth

The following table provides information relating to youth employment in the department.

Table 6.1 - Youth* Per Level

* Youth is defined as employees below the age of 35 years.
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Performance Rewards

The management of performance in the department is viewed as an important instrument both for
the attainment of the department’s objectives as well as for advancement and career development
of staff. To encourage outstanding performance, the department has granted the following perform-
ance rewards during the year under review. The information is presented in terms of race, gender
and disability (Table 7.1) and salary levels (Table 7.2).

Table 7.1 - Performance rewards per race, gender, and disability: 1 April 2001 to 31
March 2002
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Table 7.2 - Performance rewards per salary level: 1 April 2001 to 31 March 2002

Sick Leave

The Public Service Commission identified the need for departments to carefully monitor sick leave
within the public service. During the relevant period 119 employees took 841 days of sick leave.
The estimated cost of the said leave amounts to R230 906.05. However, only one employee took
temporary disability leave. The following table provides an indication of the use of sick leave
(Table 8.1). 

Table 8.1 - Sick leave: 1 April 2001 to 31 March 2002 
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The wage agreement concluded with trade unions in the Public Service Coordinating Bargaining
Council (PSCBC) in 2000 requires the management of annual leave to prevent high levels of
accrued leave being paid at the time of termination of service. No leave payouts were made by the
ICD during the period under review. The following table provides information relating to the utili-
sation of annual leave.

Table 8.2 - Annual Leave: 1 April 2001 to 31 March 2002

Labour Relations

The following table summarises the outcome of disciplinary hearings conducted within the depart-
ment for the year under review. One employee was dismissed for misrepresentation of employ-
ment history as well as qualifications. 

Table 9.1 - Misconduct and discipline
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Skills Development

Table 10.1 summarises the development of skills by salary band including costs incurred in skills
development, while Table 10.2 provides a breakdown of information in terms of race, gender and
disability. 

Table 10.1 - Skills development per salary band: 1 April 2001 to 31 March 2002
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Table 10.2 - Skills development per race, gender, and disability: 1 April 2001 to 31 March
2002
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The following table provides a summary of the various training areas where staff members were
provided with skills training.

Table 10.3 - Skills development per type of training: 1 April 2001 to 31 March 2002

The following table provides a summary of actual expenditure on training for the year under
review. The table also provides a comparison with the initial estimate published in the Estimate of
Expenditure.

Table 10.4 - Total expenditure on skills development per programme: 2001/ 02



The tables below summarise the bursaries granted to employees during the period under review
per salary level (Table 10.5) and per race, gender and disability (Table10.6).

Table 10.5 - Bursaries granted per salary level: 1 April 2001 to 31 March 2002
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Table 10.6 - Bursaries granted per race, gender and disability: 1 April 2001 to 31 March
2002

Injury on duty

The table below provides information pertaining to injury on duty.

Table 11.1 - Injury on duty: 1 April 2001 to 31 March 2002
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The CFO, Ms E Verster, accepting the ICD commitments on HIV/AIDS from officials of the inter-departmental commit-

tee on HIV/AIDS in October 2001.

Adv KD McKenzie lighting a candle to symbolise tolerance against racism, in August 2001.




