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POLICY ON THE PERSONNEL AND SALARY SYSTEM {(PERSAL)
FOR THE DEPARTMENT OF EDUCATION

1. INTRODUCTION

PERSAL is an integratad public service Human Resources, Parzornel and
Salary Evatem for Government.

2. PURFO3E
The puroose of this docurnent s to provide Department of Educabon
Head Office a:d District offices with &4 policy to regulale and manage the
cfccbve usage of the Forsal systern as directad in the Pravincial Traas.ry
Farsal policy 2014145 under the heading . introduckion

3. OBJECTIVES
The cbjecive of his policy iz 10 ensure the cffccive and efficient
managerren] of -
(3] Securty Acoass Contol,
fb) Lisclosurn of Informstion fiom Parga
() Valid, complete and accurate source documents required for ‘nstaling
and spproving and authorization:
“ HRA advice and source doorments.
< MNMIR compliance.
4 Finance calculabons mathemaucal accurale.
# Compliance 1o PAM, ELRC Collective Agreements, PSCBC
Resclutions, PSR and ather palicy and procedure documenis.
(d) Raofes and Responsibilifces.
ra) Parsal Training.
i1 Reparting Unalhical conduet (fraud and cormuption).

4, APPLICAEILITY
The provizions of this policy document sl apply to 3l emoloyees of the
Depament of Education and any Lhird pady official employed by
cepartmenl who utilizes the Parsal sysiem.
Fuge 2 0f 24
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E. OEFINITIONS AND TERMS
For tha purpoge of this policy document; -
"OaE " imsans the Desartrnent of Foducglion
“Authorizer” maang lhe person respansible for approving a transaction
uzing function #&.8.30 after the ransaction has besn spproved by the
FEIS0N,

“Alphanameric” means a word mads up using a combingnion of ledars of
tha alphabet and numbers,

“Complate vser id” means the [0 allocated to 2 User. in order te log on
to the: mainframe which nouses Persal,

"Excepion  reports”  means  reports  whivh  are  generated
progremmatically by Ihe system, and reflact those nstances where
records or transachions do not comply with the requirad dala cnteria of the
svetenm.

“IF Address” moang g 32-bit addrass osed to identify 2 node on an P
inlernetwork, Eash node on the 1P internetwerk st be assigned =
urigque I address. which 1§ made up of the netwark 10, plos 3 unigue hos!
ID. This address is tvoically represented with the decimal value of each
onlel separated by 3 penod (for cxample, 182 185%.7.27)

“Districf Persal Co-ordinator” means the person respons:ble for Forsal
on & Diztrict [eve

Key Persal funciicns -
"PCY means a Parsonal Computor,

“Password" means a secrel word 3 Persal User must usa in order Lo
acsess the Persal System.

“Parsal” mezns the Porzonnel and Salary Svetem i the 1'0blic Sarvice.
Fanze 3 07 3
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"ParsaliBalary comtrefler’ means an cofficial who is responsible for
registering and maintsining user profiles of users under histher control,
and alsr far ensuring that users are cquippad with the tocls 1o s rform
ther duties effeclively and efficiantly on the Persal Sysiam,

“Perzal anuel™ means a manual providing help for the day-lo-day
usage of functions on the Persal System,

"Persal humber” means 3 unique svsiem generstsd S-digit number
Asgignad to e2ch employes who is appointed on the Poraal System.

“Parsal User fo" means tha 1 allocated to a User, to log on 20 the Persal
System.

“Reparts™ mean management information axtracted fram the Persal
Systern by maans of ad-hoc or gre-programmed systern raports.

“Revisar” means a Parsal user who is responsible Zor checking and
apprgvng ancther usar's wark,

"Reveked™ maans lhat accoes (o the Persal Syatem has been tamporarily
suspenidard.

“SITA” means Slale Information techinology Agency

“Stalle (P eddress” maans a tixed IP address.

“Systerm change control (SCC)Y msans o request made by oerlain
authersed users for changes!modifications ta be made 1o the Perzal
Siywaban,

“Transmission Confrol Profocoaliniernet Protosol (TCPAP)” maans a
el of networking protocols widely used on the Internet thal proyvidos
communications  acegss imerconnectad  networks of computers  with
deverse hardwara arghiteclurcs and vanous oprating systemes TCRIP

Pager 4 ol 20
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includas slandards for how computars communicate and convontions Tar
eohnecling networks and routing fraffic.

"User” means any employesofficial whe “as authority angd a user ID ta
acczs the PERSAL Svetam.

i AUTHORISATION OF MANDATE
Tha policy [ur the functional operation oF Parsal is mainly derived from;

Publiz Service Act, 1984, (Act 1032 of 19%4)
Fublic Service Regulations, 2001,

- Crnployrnent of Educadors Act,

South African Police Service Act, 1805

Labour Relations Acl, 1283 (A G5 of 1983}
Erployment Equity Act, 1908 (Act 55 of 150083
Parliarnentary Sarvice Act, 1974,

Skills Daveloprment Act, 1938 (Act 97 of 1938)
Jkills Develoomant Levies Act. [Act 9 of 1969
Medical Schemes Act, 1928 (Aci 131 of 192E).
Short-term Insurance Act, 18%6 (Act 53 of 1888)
Leng-term Insurance Act, 1945

Fegonal Sendces Council Act {Act 105 of 1985},
Usury Acl 1968 (Azt 73 of 1968°,

Magisrates' Cours Act, 1944 (Acl 32 of 1944},

- Government Employees Pensions Law, 1996,

Soulh African Qualification Authoity Act 1925,

Bazic Conditions of Employanent Act, 1897 {Act 7F of 184977,
Putlic Finance Managament Act, 1900 (4t 1 of 1899)
Treasury Reqguiations, 2005

- Preventinn and Combating of Corrupt Activitics Act, No 12 of 2004

Fromotion of Access to Infermation Act, 2000 {Act 02 of 20009,
Frowected Diseclosure, 2000 (Act 268 of 2000),

Electronic Communications and Transacfions Agl, 2002 (Act 25 of
20027

== Unetployment Inzurance Act 2007 {Act &3 of 2001)

Juide on the Fanchiosglily of Porsal 1o promote the cptimal utilization of
Fagee 501 20
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Ihe sygtem

- Directives |ssued by:
- The Lepardrmenl of Public Service and Administration

Mational 7 reasury
Provincia: Treasury Parsal Policy 2014515
The South African Fovenue Services

POLICY PROVISIONS

Since implementation, PERSAL has evalved 1o cater for the UM JE
requirciments of the diffarent Government Dapariments.

7.1 Arccess Contral

7.1,

i1.é

Dl ieued P37
R ligue 2ha

The crployee  appointed, as  Desadmenls Persal
ControllerPersonnel Controller £ Salary ConlroHer must have
passed {he Feorsal Controllers Course and has oxtansive
knowledge of the Persal syetem ragarding its funshionahly and
capabilites. The emplevea should alse hawve  thorough
knowledge of the Public Szrvice Regulatary Framework ane
FFWMA Financial Administration policies and orescriprs

Once appoinled a5 4 Mersal Controller fEalary Conlraller, it is
recemmentded thal the employee attends ail Persal coursas 1o
further improwe histher knowledye of the Parzal aystem and
thadz enabling himsher to provide efficent susport 1o their
LISErS,

The Pargal Controller, based at Head Ofice, undes the
Cirectorale | Human Resqurse Planning | 15 responsible for {he
creation  of  Persal  yser IDs for the follwing
officials'emplovess subject to the completion and aparaval of
the "Reqist-ation of & Parsal Usar 107 form (Anmescre Al
7.1.3.1 Persennal Persal Controller (based in Head Offioe)
F.1.3.2 Zalary Perszl Contraller (hased in Head Oifice}.

Pagz & or 24
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714
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s

715

The Personnel Controller are respansible for creating Forsal
uear lda for the following users.

Al Persal Users in lerms of the parsonnel and salary
funclionality on Persal and ;

Mo contract worker or  casual employes or intern ernployed
by & department are #licwed 1o waork on Persal:

The “Indarmnity” form (Annaxure BY must e comalated and
sicre] in blzck ink by the user upon recoipt of Risther uzer IG.
By signing this document, the user acknowledges hat hoysha
will bee held |ablefresponsible Tor gl transaclicns done using
his'her user |D. The original signed document must be kept in
8 secura location by the Disticl Persal Co-coordinator and a
copy of e signed "Indarrmiky” form most be submitled to 1he
Fersonncl Controller,

The Personnal and or Salary Controller has the mandata to
refuse accass, lBrminagie or raveke a user's goconc (o the
Persal System if:-

£ 1.8.1 The usar does et sign the "Indemnity” form:

7182 A copy of the “Indemmity’ ferm is not subiritied o
aither ihe Ferzonnel or Salary Controllar,

7. 1.8.3 Suspected mizuse of histher uger 1D

7184 Auser D is vt ukilized for a perind of & months;

~he Sgrsonnel Controller ang the Salary Cortroller must
egure lhal the fungtions allocated to users are directly related
ta the J=ar's Job deschption.

F.1.40 The "Registration of a Persal User” forn (Annexure &) must be

Chvall izzpeg 007
B wxee 20516

completed angd subimitted to the Poersal Confrolies should 1he
user require additional functions o be allocsted o ramoyed.

Fape 7 -f 10
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f.2

7.1.11 The "Reqistration of a Parsal User' fom (Annexurs &) must be
completed and submilted to the Porszl Controfler, should thene
be a me=d to change the user's revisen's.

T.1.12 Far security reasons, L is & reguirement thal sach user have
hisfher own tenmingl Yo mccess the system. Al user IDs must
ba restrleted 1o & distributicn.

F713 A user must kg off sach time they leave the tarminal to
prevent misuss of their Porsal User 10's.

14 A user is strictly proaibited from uElizing the user 12 of anather
employees’oficlal.

7.1.75 The dfferent Sectiong!U=its are responsible for capturing their
o trangachons on Persal c.g. Labour Relations and Human
Fegource Developmeant

T.1.14 & “ParsaliComplete User ID Reset” form (Annexure C) must
b ormnpleted By the user 2nd submitted fo the Porsal Co-
ardinator. in order for Ihe user ID's password to ba reset and
the criginal form muast be filead in 8 securs lncation,

F118 & user mast inferm the relevent Persal Co-ordinalor
immediately in writing it ha/she nd langer requires scoess to
the sysiam.

Lisclosure Of Persal Infermation

F.a21 A user must keep any information chéained by himdher through
tha wse of the Persal zystern confidenha! and lake all
redsonable steps and precautions to ensurc the! such
information rarmains strictly confidertial and thal ary thard party
does not obiain unauthorised access thereta,

.22 Atflending to requests for verification of employment by & Hurd
Pzme % 21 21
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F.2.3

T.24

party {e.n. Fmancial Inslilubon, |Insurance  Instiiotion  or
Bebtor). the third party must provide all the information and
Ihe user may anly affirm or rofute 1he correciness of the given
information,  The  wverification  of emplovmant must  be
addressed at by only HRA omployvees,

Reduesl for printout of pay slips mus: be done oty by Salarjes
emplayees and such reguest musl be done with anginzl 1D
documerns?,

The Jircczorate HR Planning unit will only provide Persal
Infarmalion upon written request. including but not limited 1o
ARSI and the Audior-General. In order to obtan Persal
infarmation from the HR Planring & is necassary for the
request 1o ber requested in writing, e-rmail.

1.3 Perzal Tralning
I crcter to promote & hetter understanding of Porsal ensure oplimal
utilizatron of the systern and to minimize amors it is necessery to
enzure Ihal all Persal Users are properly trained.  This will aso
ensure that Government has caadible and reliabla wformation on s
employyees that will contribule to  infermed decision-making in
Fovernment.

A

7.3.2
733

734

Dicafs Jseuc 2057
¥ losuc 21a

lThe Pergal Co-ordinates must ensure hat all nominess
comply with Gourse proeraguisites.

The standard pass rate is set by Provingial Treasuny

Il 2 new employes ! transferred criployes cannot produce a
Persal cenificale training must be provided within a period of
24 menths giter assumphon of duty

For the purposes of this policy key funclions [Farsonnel or
Salary) have been identified and grouped per aining
module. A s compulzory for all users to attend the Peisal
Introduelory course and the paricular courss should hefsha

Fage U nf 24
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be allocated a Persal User Id and Ihe relevant key Junchces,
within tha three days afler raceiving the recuest.

735 Bhould an srmployes nof paszs lhe relevanl  course
sxamingdon after three altermpts. the Parsonnel Contraller or
the Salary Controller will communizate it to the Departmeantal
Frarsal Co-voordingtor and Persal access be ravoked,

/.38  The Persal Conlraller must provide ancess to Pesal o a
new ugas if the Persal ¢edificate is attached o the
raghstration form.

& ROLES AND RESPOMNSIBILITIES

FERSAL elaciunically inlerfaces with different financial syslems that ara in
use in Govarnment &g, financizl instituiions, pension funds ane medical
schames  The nomal day to day operation of the swstem = he
responsicility of Heasd Office and sach District Office while Mations!
Treaguiy 1w responzible for the mamenance of e system  and
enharierments.

In the JoE enviionmanl, queries nead 19 Le jogged with the District Porsal
Corardnater. and Lhe District Persal Co-ordinator will qortact the Parss sl
or Salary Controller repeciively Mo Persal enquires will be recelved trom
ahy other person at Dhenict |evel.

The efective and efficient wilization of the Persal Syatem is dependent on
the fallownig role plaers:
*  Persal Users,
* Farzal Revisers.
' Dirsctorate HRA
% Desuly Oirecior HRA @ Personne’ Coniroller (User 2
responsiole for HRM Fegistny and Doourreand Centea
+  Dhreclprate Paymenls Senices
4+ Oeputy Divertor Salaries: Salary  Certiolier (User 2}
responsibile lor Finance, Intenral Sontrol Unit and S0,
v Dwrectorace FIRP Persar Conticller {User 1).
1age LIk f 24
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The responsibilitics of the aforsmentioned roia players are refloniad belgw

4.1 PERSAL Uzar
f.9.1  Froceszes transactions with regard to: -
- Human Fesouros Planning (orgarization and
establishrment)
- Human Resaurce Administralion {Personnel Pronvisioning
and Personnel Administraton)
- Service Cosditions and Bencfits
= Persal Liheation.
- alary Adminiztraaon,
-Sarvice Terminatlons
- Labour Relations,
- Human Ragsgurce Developman,
-Leave manageman.
8.12 A user may only instate a Tangaclan based o~ & valid and
complete HEA  adwice and  the relevant  soorge
documentation.

w Alcwance must have
# Razouming aflowsance must have slar and ond
datc
< Deduclion musl have
# Reecuming digalowance must have 3 stat and
end data
8.1.3 Ensure that the data caplured on Persal is accurate: and
sarvice record s camplate and acaurale
& Tax referance number is capiured.
“ Address is updated captured.
< FReforence numker field are complete
# Exam payments it 15 subject and pariod [(Manth
and year )
= Uther allowances and detuctions perogd Jan
2015 ta June 2015
= With promations the service records must be updated
# Tho emploves is promaled fFom lavel 3 o
Bl 13 oF 103
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52

Dbl iweied 7
e Lasue 2016

5.1.4

£.1.6

8.1.7
613

514

E.1.%0

£8.1.11

g.%,12

8113

lewzl 6 bt # 4.3 1 qualifications are grade &
The HRA azvice must be in complinnes wilh ELRC coilactive
agroemerts, PAM. PECBC resolubons, BPSA Publin service
rasalutions and requlations,
Accruals rool ceuse is Shoren Assumption of duty #4.2 13
and wilh termporary appoinlments the 37% alowance s not
sctivated and these types of aceruals are not allowed.
If tha salary upon reappoinlment the servica record 15 |oee
than the salary when seérvice was lgrninated than the
Servibe Racord must be nolch  reduction  ard  nat
appeintrmert.
Cor-zctionremovai of exceptions o1 the system:;
Service armenation must be approved rauthorizes before
Forzal closure,
Fartial reversal musl be checked and approvad fauthorzed
on & manthly Basis.
Fay-points must be updaled an a manthly basis upon receip!
of Payroll cxcoptlon report and  the  employen Tles
ransfenrad.
Leawve forms must ba caplured with Lhe deparront
timeframes of 15 working days.
Subjects himselffrerself fo ongoing in-house {raining and
sClif-devalaprhent.
Ensures complianca with the "Persal User Policy™:

PERSAL Reviser

na-

g.2.2

-

I'\.l‘-' '

Approve zuspense file amsaclioss in eons of PFMA
Finaneial and HRM delegations and ELRC colactve
agreemenis . PAM P3CEC Rosplulicns | Public Sorane
Cireeclives andfor inlermal deparmmental polisies;

A reviser may only approve a transacion bazed oo valid
JLcompleta and acourate Socumenls

¢ BRA advice
F Conflrme the infonmalion on the HRA acvice
with 3.3 .1

Bz L3 of I
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Ity issued 207
Be Zenpe 20168

= The HRA iz based on cormecl application of
ELRL collective agrgarmenl  JPSCREC
Fesolutions ol

< Reevant soure documcnts are attached az par

o

+
]
.'I-

e

respecive checklist
# HRBEA or HRP or HED and Finance Checklisle
# Raorurrng allowance must have a slart and
end data
# Recurtng dedushons must have a start and
and dals
Compliance with NMIE,.
Compliance wilh Public service prescrpls.
Firaneg caloulalions sheel must be Mathematcal
aeurate and slgred by three Finanoe employess.
Prevent  overpaymentz  fduphoale payments by
chenklng #6.9.10
Check all apponiments (Momal and abrasmal T lo
varify pricy paymonts
Temporary educators ansure assumption of cuty and
Appcintment ledars dates are the sarme to orevent
Overpayments.
Aonormal  appoinfiments must be  authorzed by
Finarag
Abnonmal payments must be authonzed by Finarce
All =xcel lists every page must be signed by the line
managsr who cornpiler . chacker and sgned off by
Diraclor /{Chief Direclor
Ugon  re-appointment cutstanding debt most Le
implomented.
Bank aceount changa cgmphance |
» Application ‘o pey salary intc pank account
tZ36) has o thurnb prints,
F Lopmes of |3 documents,
= ETC

Tage L3 of 21
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E23 HEA & F must submit documents for authorization at toast
five{5) wnrking days before the Parsal run o Intarmal Cantrol
Linit to pre audil the docurments

£.2.4 Internal Contrel musl subimi documents Al least 1mrec §3)
tdays befors the Porsal run to ensuie Finance have adesuate
tme to da caloudlations

2.3 PERSAL Authar|zer

B.2.1 Auifiorize suspense fle transactions Ir. tenms of PFRMA
Financial and HRM delegations and ELRC collechve
sgrecments, PAM PSCHC Resolutions, Puolo Senvico
Dirgctives andfor interngl departrental Halices.

822 An authorizer may only authorize g transaction based on
valid, complete and aceurate dasunien:s.

S HEA aclvice
= Confirm the information on the HRA adwiea
wilh #4.3.1

# The HRA is bwsed on comect application of
ZLRE colsctive  agresment  JPSCEC
FResolubons eke

¥ Relevant source docurments are atached zz per
respective chockiist
# HREA & HRP & HRD & Finance Chegklisls,
# Recuring allowance must have a slac and
end date
# Reouring deductions must Aave a start aned
] g e

 Compliance with NRMIR.
< Compliance with Public service prescripts.
“ Finance calculations shest mosl be Mathemsztical
moecurate and signed by ;
= Cormmler

Paer 14 0 21
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g0.33

4.3.4

8.5.6

5.2.7

BB

8,34

= Checker
= Neodfigr

< Prevent Duplicsle payments chesking #5.5.10 and
*A612 and # 5.6.4,

% hinance have a dedicaled employoe o prevent
duphcate sundry salary relaled paymants | Leave
Gratuity ete. 1 by,

# Chesking Bas database.

# Ensure Bas General Joumal always start with

Perzal numbers.

# Sgning the 2undry salary related sayments.

Implerrents measures to ensure  the  updating  and
maintenance servica record and Persal syaten n general to
ensure sredizle and raliable inforrmation

Subjects himselfhersslt to ongeing in-house training and
self-devalopmznt;

Prominle complianca witl the Mational Minimum infemation
Reguiremesnts {(MMIR), and

Extracts reports 1o monitor faulty, rejected trangactors and
trensactions awaiting approvalfauthorisalion in respect of
digirltrubions under higiher control, an a daily basis:

All transactions wilh a finangal imglication must 1o be
authorized by the revisor‘zuthorizer in the Finance. Salary
il

Al abnormal  appointments  and  payments  must  be
authorized by Finance. salary unit,

Ensures gompliznce with the “Parsal User Policy™

fi.4 District Persal Co-crdinater (Personnel and Salary)
.41 Manages Persal in hisher raghaclive UnitDistel Office
842 Assesses and records the Persal Laining needs  in

conjunction  with sechon heads. in order to make
nominaians fore k8 ning courses, 25 and when rarlirr;

8.4 3 Provides ‘Registretion of new users” tn the resnecliva

Cnafl issued 3007
B Iague 2016/
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8.4.4

A4.5
4.6

8.4.¢

g.4.8

o4 4

§.4.10

B4 11

B2

Control|ars,
Sale keeping of e odginal Indemnity forms az distnbuted
from the respeative Contraller;
Manages Farsal énguirles a1 District Office ovel;
Maintains ihe link bDetwasn the Disticl Office and the
Cantrollers;
Attends the guarterly JoE Mersal Usars Forgm mestings
and ensures issues discussed are followsd-up or relaved to
uSars under hisvher control;
Ealracts reports to mortor Fauity. rejecied rransactans and
transactions awaiting approval/adthorisation i respect of
destributionis urdder histher cortrol, on a daly basis;
Mondars the suspense and transaction files and Tullows oo
questionable transactions;
Enzures that exceptions arg verfied, Investigaled znd
followed by corrective action at all tirnes:
Manitor the fallowar g repaorts.
v Dackdaled terminations withoul revarsals (5,7, 30)
# Payroll managemenl sysiem o closad schools
= Fayroll managemeant sysiem —LUInknown pay points
< Trangactions that exceed ACH limit (9.7.22)
“ Expenditure repor, #5 7,11 (There are other varance
reports alse |
Birhday lisl (4.& 14
Leave credits with money valus (4 593

LA

#r

Leave records not captured leava recons incomple:e
faulty leave records (4.8.9)
List of persons whosg zalanes have hes- frozen
$0.7.14]

@ Appointments oul of adjustments {7.11.9)
Ensuresz cormpliance with the "Parzal Lser Palicy’;

=
+*

2.5  Perzal Controllers at Haad Office level (Personnel and Salary)

8.0.1

Dot vsseed 2007
Toe laspe 2000

Manages Persal in hisdher respecive Uni, Persennal and

Maze Th ol 2Mb
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B 52
8573
o4
8ok
8.9.5
gd.5.7

558

8.510

B.511

8.2 17

Thaft isxucs 2007

B [ Z01E

Salaries;

Registers and rmaintains user profiles for ueers and allccstes
sprecific funcbonz in relation 1o their job descrption:

Allzcates revisars to users ag required:

Links aullaaresers o relovant transaction code:

Monidors Lhe interaction between the uscrz and revisers:
Arcounts for effective ulivisation of the Parsal System in DoE
Submit to Intermal contral Uit all {05 posts created for posl
-auditing

Altands Lie monthly Provineal Persal Conlmollers” Forum
and eneures issues discussed arg fuilowed-up or relaved to
users uner histher contral;

Exiracls reports to menitor faully, rejecied lransactions and
trarsaclions awating approval/authorisation in respecl of
distributions under his'her corlrol. on 2 daily bass,

Marilgrs the suspense and transaction fles and follows up
(uestionable ransactions:

Ensures that exceptions are verfiad, investigated and
allewwed by correctiva aclicn at ak timeas:

Muanitor the fallweng reports

Backdated terminations wilhout revarsals (5.7 50)
Transactions that exceed ACE lirmil (5.7 22)
Expendiurs raport #5.7.11 (There are cther varance
raports diso )

Bertirday list (4.8.14)

|.eave credits with meney valuae [1.8,9)

LU <

<

B

Leawve records not captured Teavs records incoimplets
faulty lsava records (4.58.9)

4 List of persons whose salariss have been frozen

(5.7 14)

< Appoinimants aut of sdjiustments (#.11.9°
Evaluates ang recommends to the Do Persal Co-troller
changns b the systern in ling with DoE policiesprocadures:
Interacis with the RAS Controller tn ensure proper indaraction
anc maintain and implement chanpas:
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a4

5,515

8.5.16
&.517

Prowides continuous support. guidanoe and lraining 1o all
Fersal role playars within Dok ; and

Ensures compliance with the "Persal Uscr Pohey™; and
Subjects himzelfherself to ongoing in-house training and
sell-<levelopment.

Department of Education Persal Controller based st Head Office

8,61

g.6.7
B3

BG4

§.6.5
R

B.G 7

BES

8.6,4

d.6.11

8.8.11

g.5.12

BHAZ

82.6.14

8.6.15
28614

-

Dtk agmmcg 2305

e Tanue 1218

Overall managenal respansibility for the tachnical system
SUpRor, user suppad and Persal training for DoE -
Responsitle for the ortentaticn of all users of the syster:
Fesponsible for the creation and maintenance of codes or
the departmenial cods file:

Manages and controls Persal circulars and messages and
Eang important issues to the attentlon of all usars in the
Frovino;

Moniters and ensures the affective use of the Persal system:
Ensures  professional, effective and  effisien? inerachion
hehveen Head Office, the Parsal Contolier and the Cistict
Fearssl Co-ordinators:

Implemeants Persal control and audit maasores;

Ensures I'ersal  supports the personnel  and  sslany
manageorant Fequirements of Dok -

Evaluates and rccommendsireects recuzsted changes to
th Piarsal systom:

Menages information  including  monitoring  ang  data
compliances:

Manages the provision of information and siatistics o
appropriate parias;

Interprets  infarmation  raguirements  into electronic
speciflcalions;

Arhvises Dislict Oflices ms to tna functionality of the Persal
sy¥stemn and repaorts thal are available;

Acts 35 3 Parzal Advisor o Haad Ofice snd Distngt Ofices:
Ensures compliance with the “Persal User Pulicy': and
Subyacts himdhersell to ongoing in-house ireining and celf-
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2817

5614

H.6.18

5620

develgprnent

Chairs the Daparment of Education Persa' Usors Forum
meshng and represerts the Pravince & the Provingizl Persal
Llser Forem;

Ensuras  professional efleciive and  effigent  interaction
betwean Dok and the Persal Office &l Provincial Troasury:
Implements measures fo ensure a comprebensive and
updatad pamary information source:

Ensures that the functions and capabillbes of Parsal are
oplimally utlized.

F  MONITORING, EYALUATION AND CONTROL

All Perzal Useis are respensible for ensuring data integrily and proyventing

the misuse of the Mersal systerm. The HR Planning Unit may roniior

actiwly on the systam, repod on their fingings and ensure that comeclve

MEsSUres ans nrplemented.

%1  Parsal programmaucslly gererates giueption repars in order to
provide a user wilh information on events tha! {ake place on |he
sysem anrd information on devialions 01 the system.

4.2 Itis the responsibilty of the Districi Perzal Co-ordinators o ensyre
that nocassary sction is taken to rectify devighons an the system
reflacted on the cxceplon reports. The Persa: /Salary Controller will
ronitor progress made on the cxeeplion reparts.  Prompl atbertion
and correction of dewations cn the system will contribute to credible
and reliable infrrmation.

10 REPORT UNETHICAL CONDUCT (FRALUD AND CORRUPTIO M
All Persa. users must repert fraud and corruption as per the Easlern Cape
Prezvincial Fraed prevention plan policy Socument,

11 Al freud and coruption must e reported 10 the Matonat Ant-
Comuption Halline, which offers a confidanlizl plarform for resorng
fraud and carraplion

10.2 All Persal users can do so by phoning no 0800 701 709

11 DATE GF EFFECT AND APPROVAL

Coatl insueed 2007
Fe Isue 2016
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This policy iz the offisial transversal policy of Dopartment of Educations
znd ne daviations by District Offl=es are pomitied

111 This palizy will be reviswed as and when pee S58any.

Thank you

11. APPENDICES /ANNEXURES

Annexure A Regislration of 3 Persal User
Anncxura C: Resel of Revoked User password

T’agh 210 nf 24p
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