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Department:
Public Service and Administration
REPUBLIC OF SOUTH AFRICA





Monitoring Questionnaire for the HRD Strategic Framework for the public service 
(Reporting Period 2013-14)
	Please note:
1.  This monitoring questionnaire should be submitted by 31 May 2014. Draft monitoring questionnaire should be submitted by 31 March 2014.
2.     The monitoring questionnaire is based on information from 1 April 2013 – 31 March 2014.


Please acquaint yourself with the following instructions and general information before completing the questionnaire.
INSTRUCTIONS:

· The questionnaire must be completed by the most senior HRD official in your department.

· The APPROVED completed questionnaire should be returned by 31 May 2014 (Drafts by 31 March 2014).
· In all cases, complete only the un-shaded (blank) spaces only.
· After completion, please ensure that the questionnaire is counter-signed by your Head of Department (HOD) or Director General (DG) or delegated official.
· In order to provide our Cabinet and the general public with the most reliable information for informed decision making, you are required to respond as accurately as possible.
GENERAL INFORMATION
· This questionnaire is aligned to the HRD Strategic Framework for the Public Service.
· Indicators in the questionnaire correspond with the Implementation Plans that you have developed.
· The DPSA would like to assure departments that all measures of confidentiality will be adhered to in handling the data sent to us.

· Unless otherwise stated, the concept employee in this questionnaire is inclusive of interns, learners and contract workers.

· Section A of the questionnaire comprises the biographical details of the department and of the HRD official completing the questionnaire.
· Section B of the questionnaire comprises specific HRD indicators which might require some team work to be completed.
LIST OF ACRONYMS
AET


Adult Education and Training
AsgiSA


Accelerated and shared growth initiative of South Africa

ATR


Annual Training Reports

DHET


Department of Higher Education and Training

DoL


Department of Labour

DPSA


Department of Public Service and Administration
EXCO


Executive Committee

FETC


Further Education and Training College

GWMES

Government-wide Monitoring and Evaluation System
HEI


Higher Education Institution
HOD/DG

Head of Department/Director-General
HRD


Human Resource Development

HRDS


Human Resource Development Strategy

HRDSA


Human Resource Development Strategy for South Africa

HRDSF


Human Resource Development Strategic Framework

HRM


Human Resource Management

JIPSA


Joint Initiative on Priority Skills Acquisition

M&E


Monitoring and Evaluation

MANCO

Management Committee
MoU


Memorandum of Understanding
OD


Organisational Development
OTP


Office of the Premier

PALAMA

Public Administration Leadership and Management Academy
PS


Public Service
PSETA


Public Service Sector Education and Training Authority

RoI


Return on Investment
SDC


Skills Development Committee
SDF


Skills Development Facilitator
SETA


Sector Education and Training Authority
SMS


Senior Management Service
WSP


Workplace Skills Plan

DEFINITIONS OF TERMS/CONCEPTS
The following are definitions of terms/concepts as used in this questionnaire
	Competency assessment
	An ongoing process of continually building knowledge and skills through the systematic process of testing the level of competence of an individual employee within a range of skills. Competency assessment thus addresses the need for organizations to stay ahead by updating what is not available and to leverage what is available.


	Critical skill
	The lack of ability of people to perform to the level of occupational competence required because of gaps in their skills profile (see scarce skills below).


	Employee
	Any person, excluding an independent contractor, who works for a government department and who receives, or is entitled to receive, any form of remuneration. This therefore includes contract workers and interns, unless otherwise indicated.


	Human Resource 
Development
 Implementation Plan
	A plan that addresses the manner in which departments respond to the Human Resource Development Strategic Framework for the Public Service.  Note: This plan is intended to present a range of HRD activities to be implemented in a particular year as well as how the activities will be sequenced within the four quarters of the year. While this can be prepared as a separate “stand alone” document, it is advised that such plans should be integrated with other organizational/Provincial planning and strategic documents.  


	Human Resource Plan
	A precursor to the HRD implementation plan in that it allows for an inclusive and dynamic process that involves the identification of both current and future human resource needs as well as potential challenges in order for departments to consistently achieve their organisational objectives. It is also the two-way operational link between high-level strategy and action-orientated implementation that can be regularly monitored and evaluated. Therefore, HR planning aims to ensure that “…an organisation has the right people, with the right set of skills, at the right place at the right time, all the time.”


	Indicator
	A measurable characteristic or variable, which represents project progress against stated objectives, either directly or indirectly.


	Minister
	The Minister for Public Service and Administration


	Readiness Assessment
	A process that is intended to enable each department to assess its own strengths and weaknesses in terms of its capacity to effectively implement the HRDSF.  This is the basis upon which each department derives an implementation plan that is unique and customised to its circumstances.  The purpose of this process is to allow practitioners to understand their own circumstances so that the assessment could be used as a basis for developing a departmental plan which can have value in guiding implementation of the HRDSF.


	Retention plan
	Various policies and practices which let the employees stick to an organization for a longer period of time. Every organization invests time and money to groom a new employee in order to make him/her ready for tasks to be performed. A retention plan is thus a strategy that takes into account the various measures taken so that an individual stays in an organization for the maximum period of time.


	Revolving Door Policy
	A policy that provides the enablers and relevant procedures to establish the mechanisms for movement between the Public Service and academia or other institutions. The policy accords a privilege to a SMS member, who qualifies, to engage in special study, teaching or research (that may or may not necessarily lead to the attainment of an academic qualification) in order to improve the SMS member’s ability to discharge effectively the management duties and the service obligations in his or her Department and to enhance service delivery across the PS.

	Sabbatical leave
	A time period in which an employee does not report to her/his regular job but remains employed with the department whilst taking up vacation employment elsewhere for developmental purposes.


	Scarce skill
	The inability to source suitably qualified and experienced people to fill occupational vacancies either at an absolute level of scarcity (no suitable people available) or at a relative level of scarcity (no suitable equity candidates available) 


	Secondment
	Placement of a SMS member or candidate, with his or her consent, at a recipient organisation or in the Public Service in terms of section 15 of the Public Service Act, 1994; for the purposes of development of the employee in the interest of the sending department.


	Skills audit
	A systematic process undertaken by organisations in order to identify the skills gaps that exist within their midst. The outcome is normally a training needs analysis that identifies where training and development is needed.


	Serving employees
	All employees or staff members who are currently serving the public service on a permanent basis.


	Training needs analysis
	Related to a skills audit is the training needs analysis. A Training Needs Analysis, also known as a gap needs analysis – identifies performance gaps by isolating the difference between current and future performance. This is achieved by collecting both qualitative and quantitative data for analysis.


SECTION A:  ADMINISTRATIVE DETAILS OF DEPARTMENT AND RESPONDENT’S BIOGRAPHICAL DETAILS
	1. Name of Department
	

	2. Type of department 
       (Tick 1 box only)
	2.1 National Department
	
	

	
	2.2.1 Provincial Department (specify in the next box)
	
	2.2.2 Province 
	(to be completed by Provincial  department s)

	3. Reporting period (year for which you are reporting)
	C
	C
	Y
	Y
	M
	M
	D
	D
	To
	C
	C
	Y
	Y
	M
	M
	D
	D

	
	2
	0
	1
	2
	0
	4
	0
	1
	
	2
	0
	1
	3
	0
	3
	3
	1

	HRD CONTACT PERSON

	4. 4,    Name & Surname of contact person (senior HRD person)

	

	5. Contact Details
	4.1 Telephone number
	
	
	
	
	
	
	
	
	
	

	
	4.2 Fax number
	
	
	
	
	
	
	
	
	
	

	
	4.3 Cell number (optional, if not official)
	
	
	
	
	
	
	
	
	
	

	
	4.4 E-mail address
	

	
	4.5 Work address (physical)
	

	
	
	

	
	
	

	
	
	Postal code
	
	
	
	

	6. Employment Position e.g. Assistant Director, SDF etc of contact person
	

	7. Level of employment of contact person e.g. Level 9
	

	8. Number of years in public service of contact person
	

	9. Number of years in current position ( of contact person)
	

	10. Number of employees in department (including interns and contract workers)
	

	11. Number of employees in HRD unit
	

	12. Number of vacant funded positions in the unit/component
	

	13. Alternative contact person in the Unit
	5.1 Name and surname
	

	
	5.2 Telephone
	

	
	5.3 Fax
	

	
	5.4 Cell number (optional, if not official)
	

	
	5.5 E-mail address
	

	14. Date of submission to Head of Department/Director General
	


	SECTION B:  HUMAN RESOURCE DEVELOPMENT PERFORMANCE INDICATORS 
      (Please Note: The information required is for the previous financial year)


	
	PERFORMANCE INDICATORS
	RESPONSE CATEGORIES

	PILLAR 1:  TO ADOPT A WIDE SET OF OPTIONS FOR CAPACITY BUILDING IN ORDER TO RESPOND TO THE VARYING NEEDS AND REQUIREMENTS OF THE PUBLIC SERVICE (CAPACITY DEVELOPMENT INITIATIVES)

	Sub-Objective 1.1:  To enhance the design, management and integration of capacity development interventions in the workplace, including the quality and relevance of workplace training materials 

	
	Yes
	No

	1.1.1
	Did the department submit an approved annual Human Resource Development Implementation Plan to the DPSA?
	
	

	1.1.2
	Did the department submit an approved Workplace Skills Plan (WSP) to the relevant SETA?
	
	

	1.1.3
	How many different workplace learning programmes has your department implemented?
	

	Sub-Objective 1.2:  To use Adult Education and Training in providing educational opportunities for all eligible employees

	1.2.1
	How many employees in your department did not possess a matriculation /NQF level 4 certificate in 2012-13?
	

	1.2.2
	How many employees in your department enrolled for Adult Education and Training (AET) programmes in 2021-13?
	

	Sub-Objective 1.3:  To promote leadership and management development programmes in general, with specific reference to the HRD competence of SMS and special focus on the needs and requirements of women and disabled persons

	1.3.1
	Does the department implement Leadership and Management Development Framework?
	Yes
	No

	
	
	
	

	1.3.2 
	What was the total number of SMS members in your department in 2012-13 (year average)?
	

	1.3.3
	How many SMS members undertook competency assessments for development in 2012-13?
	

	1.3.4
	What percentage of SMS members in your department are women (2012-13 figures)?
	

	1.3.5
	What percentage of all employees (SMS and non-SMS) in your department are people with disabilities (2012-13 figures)?
	

	Sub-Objective 1.4:  Promoting learnerships, traineeships and internships in the Public Service

	1.4.1
	How many bursaries were awarded to non-staff members?
	

	1.4.2
	How many bursaries were awarded to staff members/serving employees?
	

	1.4.3
	How many learners/interns were recruited/appointed in your department during the financial year under review (2012-13)?
	Learners
	Interns

	
	
	Internal (18.1)
	External (18.2)
	

	
	
	
	
	

	

	1.4.4
	Give a breakdown (in numbers) of the interns/learners in terms of disability in 2012-13
	Learners
	Interns

	
	
	
	

	1.4.5
	Give a breakdown (in numbers) of the interns/learners in terms of gender (2012-13 figures)
	Learners 
	Interns

	
	
	Female
	Male
	Female
	Male

	
	
	
	
	
	

	1.4.6 
	Give a breakdown (in numbers) of the interns in terms of race
	Black
	Coloured
	Indian
	White
	Other (specify)

	
	
	
	
	
	
	

	1.4.7
	Give a breakdown (in numbers) of the learners  in terms of race
	Black
	Coloured
	Indian
	White
	Other (specify)

	
	
	
	
	
	
	

	Sub-Objective 1.5:  To use more productively the educational capacity and role of professional bodies

	1.5.1
	Are there professional bodies that have been identified for the affiliation of staff members?
	Yes 
	No

	
	
	
	

	1.5.2
	If yes, name the professional bodies that have been identified


	

	
	
	

	
	
	

	Sub-Objective 1.6:  To promote e-learning in the PS in order to increase accessibility to learning and development

	1.6.1
	Is there a policy to promote e-learning in your department? 
	Yes
	No  

	
	
	
	

	1.6.2
	How many employees in your department used e-learning in the year under review?
	

	Sub-Objective 1.7:  To foster collaborative partnerships with HEIs and FETCs in order to enhance the quality and relevance of training

	
	
	Yes
	No

	1.7.1
	Has the department established partnerships with HEIs & FETCs?
	
	

	1.7.2
	If yes, with which institutions has the partnership been established?
	

	
	
	

	Sub-Objective 1.8: To ensure that employees in designated categories undergo mandatory training programmes

	1.8.1
	How many new appointments were made in your department during the year under review (2012-13)?
	

	1.8.2
	Of the new employees in 1.8.1, how many underwent the Compulsory Induction Programme (CIP) within their year of probation?
	

	1.8.3
	How many of the new appointees were confirmed without undergoing the Public Service Induction
	

	Sub-Objective 1.9:  To provide enablers and relevant procedures to establish mechanisms for movement of SMS members within the Public Service and academia and other institutions (Revolving Door Policy)

	1.9.1
	Did your department implement the Revolving Door Policy in 2012-13?
	Yes
	No

	
	
	
	

	1.9.2
	If yes, how many members of the SMS band were seconded to other departments and institutions in 2012-13?
	

	1.9.3
	How many SMS members have been seconded from other institutions into your department? 
	

	1.9.4
	How many SMS members were offered sabbatical leave from your department in 2012-13?
	

	Sub-Objective 1.10:  To promote the Recognition of Prior Learning (RPL) as a catalyst for capacity development of employees and fast track public servants’ acquisition of formal qualifications by recognizing workplace learning

	
	Yes
	No

	1.10.1 
	Did the department conduct a readiness assessment to implement RPL in 2012-13?
	
	

	1.10.2
	Did the department provide a budget for RPL in the year under review (2012-13)?
	
	

	1.10.3 
	Has RPL been communicated in your department?
	
	

	1.10.4
	How many employees enrolled for a study programme through RPL in 2012-13?
	

	1.10.5
	How many employees successfully completed any qualification through RPL in 2011-12?
	

	Sub-Objective 1.11: To promote donor-funded international training programmes as part of a strategy for skilling and re-skilling the public service

	1.11.1
	How many employees attended donor-funded international programmes in 2012-13?
	

	1.11.2
	Of the number of employees attending international training programmes, please indicate how many were:
	SMS members

(levels 13 – 16)
	Non-SMS

(levels 1 -12)
	Women
	People with disabilities

	
	
	
	
	
	

	1.11.3
	Indicate countries in which donor-funded training programmes were attended
	

	
	
	

	PILLAR 2: TO STRENGTHEN SUPPORT STRUCTURES AND SYSTEMS IN PUBLIC SERVICE ORGANISATIONS IN CREATING A SOUND FOUNDATION FOR HRD PRACTICE (ORGANISATIONAL SUPPORT INITIATIVES)

	Sub-Objective 2.1:  To promote effective Human Resource Planning in terms of supply of human resources in the PS

	2.1.1
	Did your department submit a Human Resource (HR) Plan to the DPSA?
	Yes 
	No

	
	
	
	

	Sub-Objective 2.2:  To promote effective Human Resource Planning in terms of demand for skills and training in Public Service organisations

	2.2.1
	Did the department conduct a training needs analysis/skills audit at some point previously?
	Yes
	No

	
	
	
	

	Sub-Objective 2.3:  To promote systems for managing the skills supply pipeline and for retention of scarce skills 

	2.3.1
	Does your department have a scarce skills retention plan?

	Yes
	No

	
	
	
	

	2.3.2
	What number of vacancies remained unfilled in your department in 2012-13?
	

	Sub-Objective 2.4:  To promote the establishment of systems and processes for the acquisition and management of knowledge and information in support of HRD in the Public Sector

	2.4.1
	Does your department use Human Resource Management Information System in managing data on HRD?
	Yes
	No

	
	
	
	

	2.4.2
	If your answer to 2.4.1 is yes, mention the Information system used in your department.
	

	Sub-Objective 2.5: To strengthen structures, systems and processes for performance management and development 

	2.5.1
	Does your department implement Performance Management and Development System?  
	Yes
	No

	
	
	
	

	2.5.2
	Does the SDC prioritise the Personal Development Plans of employees?
	
	

	Sub-Objective 2.6:  To ensure that departmental training budgets are spent appropriately and in accordance with the policy directive on the utilisation of the minimum 1% personnel budget 

	2.6.1
	What is the total personnel budget for your department?
	

	2.6.2
	What is the actual amount in Rands that had been set aside for training by your department?
	

	2.6.3
	What amount of money in Rands was actually spent in training during the year under review?
	

	
	Yes
	No

	2.6.4
	Does your department have system/s to monitor expenditure on training? 
	
	

	2.6.5
	Does your department have system/s in place to measure the impact of training
	
	

	Sub-Objective 2.7:  To foster in-house capacity through career planning and talent management in departments


	
	Yes
	No

	2.7.1
	Do all employees have a long term Personal Development Plan?
	
	

	2.7.2
	Does the department have a process intended to manage succession planning?
	
	

	Sub-Objective 2.8:  To effectively mobilize the support of all managers in the strategic application of HRD

	2.8.1
	Are line function managers capacitated to address workplace learning/interventions
	Yes
	No

	
	
	
	

	Sub-Objective 2.9:  To effectively manage employee health and wellness

	
	Yes
	No

	2.9.1
	Are there policies in place to mitigate the impact of HIV&AIDS and TB epidemic? 
	
	

	2.9.2
	Are there policies in place to manage diseases in order to enhance productivity of employees?
	
	

	2.9.3
	Does the department have wellness policies in place to promote general health of employees?
	
	

	Sub- Objective 2.10: To ensure that appropriate structures and processes are in place for realising an effective and efficient HRD

	2.10.1
	Who is the senior most HRD manager in your department ( Tick one box only)
	Chief Director
	Director
	Deputy Director or below

	
	
	
	
	

	Sub-Objective 2.11:  To ensure that policies, plans and strategic documents on HRD are appropriately integrated with and aligned to other relevant plans, priorities and strategies of government

	2.11.1
	Are HRD strategies in your department aligned with national priorities?
	Yes
	No

	
	
	
	

	PILLAR 3:  TO ENSURE THAT HRD IN THE PUBLIC SERVICE IS EFFECTIVELY MANAGED AND GOVERNED IN ORDER TO PROMOTE  EFFECTIVE  IMPLEMENTATION OF THE HRD STRATEGIC FRAMEWORK(GOVERNANCE AND INSTITUTIONAL DEVELOPMENT INITIATIVES)

	Sub-Objective 3.1:  To ensure that frameworks and guidelines are available to assist and support practitioners in  the implementation of HRD 

	3.1.1
	Does the department have a Skills Development Committee for the governance of skills development? 
	Yes
	No

	
	
	
	

	3.1.2
	How many times during the year under review did the Skills Development Committee meet?
	

	Sub-Objective 3.2:  To ensure that HRD is effectively monitored and evaluated in order to assess the impact of investment on training

	3.2.1
	Does your department have an internal Monitoring and Evaluation system for HRD?
	Yes
	No

	
	
	
	

	Sub-Objective 3.3:  To ensure that the provisions of the HRD Strategic Framework are properly communicated at all levels through proactive advocacy programmes

	3.3.1
	How many meetings/workshops were held in 2012-13 to present your HRD plans?
	

	3.3. 2
	Are inter-governmental roles (including the three spheres of government) properly communicated to all levels of employees?
	Yes
	No

	
	
	
	

	Sub-Objective 3.4:  To promote and manage a code of ethical conduct among HRD practitioners

	
	Yes
	No

	3.4.1
	Does your department have a set code of ethics for HRD practitioners?
	
	

	Sub-Objective 3.5:  To foster and promote HR learning networks in creating a culture of learning in the profession


	3.5.1
	Does your department solicit assistance from outside professionals to provide support to staff?
	Yes
	No

	
	
	
	

	

	Sub-Objective 3.6:  To use more productively the role of SETAs in applying standards of good practice aimed at  enhancing service delivery

	3.6.1
	Does your line SETA provide support in relation to training and development?
	Yes
	No

	
	
	
	

	PILLAR 4:  TO ENSURE THAT PLANS, STRATEGIES AND ACTIVITIES SEEK TO INTEGRATE, PROMOTE AND RESPOND TO THE ECONOMIC GROWTH AND DEVELOPMENT PRIORITIES OF GOVERNMENT

	Sub-Objective 4.1:  To promote full awareness of Governmental priorities and their implications for HRD practice in each sector of the Public Service

	
	Yes 
	No 

	4.1.1
	Are there advocacy campaigns to educate staff about government development priorities?
	
	

	4.1.2
	Have employees received training in order to respond to Government priority programmes?
	
	

	Sub-Objective 4.4:  To use capacity development interventions to promote responsiveness to the Millennium Development Goals


	4.4.1
	Have managers been trained on Government priorities related to NEPAD, AU, SADC and other global priorities? 
	Yes 
	No 

	
	
	
	


	SIGNED OFF:   _____________________________________
(HOD/DG/DELEGATED OFFICIAL)

DATE:  ___________________________________________
	OFFICIAL STAMP


*As the DPSA, we are critically aware that the HRD landscape might differ between Provinces and departments. For that reason, departments should feel free to attach any deviations/challenges from the stated indicators of performance either at the end of this document or as an attachment.
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