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POLICY O CIAL _ DISCLOS AND ERF CE _OF
REMUNERATIVE WORK OUTSIDE LOYMENT IN THE DEPAR' NT OF

CORRECTIONAIL SERVICES

1. EXECUTIVE SUMMARY

1.1 Section 30 of the Public Service Act, 1994, provides that every government
employee shall place the whole of his or her time at the disposal of the State. No
officer or employee shall perform or engage him or herself to perform
remunerative work outside his or her employment in the Public Service without
permission granted by tEle éegﬁ exﬁlr"n?g authority or an officer authorised by
the said authority. ‘5\(\ &

o)
2
3 )
12  Section 31 o.s'he Act&cvr s
remuneration, Bljowance o other
act, an amouanual to

tes that 6) an officer receives any
erwise in accordance with this
paid into the nggnue acC

1.3 Interms of the Public Service Act, 1994read w"h Chapter 3 paragraph C.1 of the
Public Service Regulaé

a; HFted employees or officials occupying
a post at SMS level (leve pwards), musi disclose their registrable

interests to the executing authority of their respective departments not later than
30 April of each year., Such disclosures must be submitted to the Director General
of the Public Service Commission who in turn should keep a register of such

interests.

1.4  This policy seeks to ensure compliance with the abovementioned provisions of the
Public Service Act and the Public Service Regulations within the Department.

2. DEFINITION OF TERMS
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2.1  Designated employee means a member of the senior management occupying a
post at salary level 13 and upwards or an SMS member as referred to in the Public
Service Regulations.

2.2 Non-designated employee means an official who is occupying a position at salary
level 12 and below.

2.3  Remuneration means the receipt of benefits in cash or in kind.

24  Work means rendering a se r whlighrthe official receives remuneration,
A,
2.5  Executing authonl)m a genenc Public Service iew/hn:h refers to a minister of a
department and@l the coglext of thiiolicy it r@s to the Minister of the
Department ofgm‘echona ervice

:'
3. BACKGROUND

3.1 Since the coming mt n eration of the hlic %zmce Act, 1994 and the Public
Service Regulanons t of Correctional Services has been
operating without its owna policy framework aimed at regulating
) financial disclosures by SMS members and the performance of remunerative work
' outside its employment as a Public Service institution. This situation led to a lack
of uniform and common understanding of the Act and Regulations with the result

that the provisions thereof could not be properly implemented and monitored.

4, POLICY MANDATE

4.1 Constitution

- Sectionl95 (1) (a) of the constitution stipulates that a high standard of
professional ethics must be promoted and maintained in the Public Service,

BBl6yk
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4.2  Public Service Act, 1994

- Section 30 (b) of the Public Service Act stipulates that no officer or employee
shall perform or engage him or herself to perform remunerative work outside
his or her employment in the Public Service without permission granted by the
relevant executing authority or an officer authorised by the said authority.

4.3  Public Service Regulations, 2001

- Chapter 3 paragraph C.1 oﬁhe lic Service Regulations, 2001 stipulates
that every desi kg cmployee w close particulars of his / her
registrable mt;’% to the executive auth@ of his / her department, in
respect of Qpenod vious ye&to 31 March of the year in
question, 1§'Iaterthan April

3'

oy,

>

- Chapter 8 Ttem 8. 2 2 of the White Pigper on Correc&ons stipulates that an ideal
correctional offici MWM finds affinity with and identifies
with the Code of Ethics opted by the Department.

S: POLICY STATEMENT

44  White Paper (R Corr

5.1  The Department of Correctional Services is currently having no approved policy
which seeks to provide guidelines on financial disclosure by SMS members and
the performance of remunerative work outside its employment as a Public Service
department. This makes it difficult for the Department to ensure the
implementation of the provisions of section 30 and 31 of the Public Service Act,
1994 and the Public Service Regulations, 2001, This policy therefore seeks to give
effect to section 30 and 31 of the Public Service Act read with Chapter 3
paragraph C .1 of the Public Service Regulations which regulate the performance

B8 16yk
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of remunerative work outside employment in the Public Service and financial

disclosures, respcctively.

6. POLICY OBJECTIVES

6.1  The objectives of this policy are as follows:

- To provide guidelines and control measures with regard to performance of
e remunerative work outside employment in the Department as well as financial

,\{\Gan h’SI‘

- To ensure compliince with the provisions o@nom 30 and 31 of the Public
Service Ack(3994 re ﬁlﬁl Chafied3 paragrap&c 1 of the Public Service
Regulatmnym as refefred to

- To cullivatg!l high ssional etht@rhm the Department as
well as the prevennon f fifud and ption. 7))

7. POLICY PRINCIPLES & A H B’

7.1 The following principles underpin this policy:

disclosures.

- A high standard of professional ethics must be cultivated and maintained
within the Public Service.

- As public servants the officials of the Department must prevent any conflict
between their own private interests and those of the Department as a Public
institation.

- As people charged with the duty of rehabilitation correctional officials must
set an example to offenders and the public at large by conducting themselves
with integrity and complying with all Government policids and legislation.

o RESTRICTED
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7.2 All Government employees must comply with section 30 of the Public Service Act
and the Public Service Regulations as referred to above. All officials of the
Department, irrespective of rank, are therefore bound by the provisions of this
legislation,

7.3  Approval for the performance of remunerative work outside employment in the
Department shall only be granted by the Minister or an official to whom such
authority has been duly delegated.

8. POLICY IMPLEMENTATION -
QA O,
8.1 Every line managefbball be responsible for the gffective implementation of the
; ®,
policy.
S )
-~

2]
82 The Director Quman Regouzee, Utitfsation and Admmistration shall develop

. monitoringsd evaluation mechanisms

are in place to ensuse the propsf i entation of tlm)olicy.
[ ]
8.3  The Director Human er 31 and Administration shall also ensure
that a reliable database is kept i ci of all approved applications for the

performance of remunerative work outside the employment in the Department.

84  The Regional Head Corporate Services shall, in consultation with the Regional
Management, be responsible for the co-ordination of the proper implementation
and monitoring of the policy within the Region.

8.5 The Area Coordinator Corporate Services shall, in consultation with the Area
Commissioner, monitor the proper implementation of the policy in ail
Correctional Centres and offices within the Management Area.

9. LICY MONITORING

8165k
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9.1  The Directorate Human Resource Utilisation and Administration shall develop
mechanisms to monitor the proper implementation of the policy.

9.2  The Regional Heads Corporate Services shall be responsible for ensuring that the
monitoring mechanisms are implemented within their respective regions whilst
Area Coordinators Corporate Services shall ensure this at area level,

10. POLICY EVALUATION
10.1 The Directorate Human ¢ Wiibsation and Administration shall be

*
responsibe for develgat Hicchanisms fot tiymyaluaton of the effectiveness of
the policy to ensure%t any shortcomings are ad d in time,

)
S 4— o
11.  POLICYREVIEW = -
o >
1.1 The policy shi’be re % rises to enge alignment theroof with
national policy dev:]op mofits déiress the gap€litentified during the policy

evaluation process.

Saup
12. LEGAL IMPLICATION H

12.1 This policy shall be a legal document aimed at regulating the performance of
remunerative work outside employment in the Department as well as financial
disclosure. Compliance with the policy is mandatory to officials at all levels in
the Department of Cormrectional Services, except for financial disclosures or
declaration of interest which are only applicable to SMS members.

122 However, in order to comply with the principles of the Public Finance
Management Act 1 of 1999 financial disclosures or declaration of interests shall
be applicable to the category of non-designated employees within the supply chain
management who are dealing with tender adjudication including other officials to
whom the authority for the approval of the procurement and / or provision of

RESTRICTED
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goods and services to the department, has been delegated as well as other
categories of officials as may be reasonably deemed fit by the Minister or the

National Commissioner.

12.3  Non-compliance with the policy by any official shall constitute misconduct which
will result in disciplinary actions being instituted against such official. Recovery
of any remuneration, allowance or reward received otherwise than in accordance
with the provisions of Section 30 shall be effected in terms of the provisions of
Section 31 of the Public Service Act.

. n 1
13, m&mmrﬂqs&c’a hlsfo

2
) .
13.1  Financial imp@ons wn'#_be 1
the process of Tpnsultations with R

to those %t would be incurred during
Human Resm% Utilisatj

c shallﬁ bome by the Directorate

istration. -5
—y

Approved

:/ 1s / i
/yrastEOr coﬁuc:’rmmm SERVICES

* BMN BALFOCR
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PAR. NO.

CONTENT / PROVISIONS

REFERENCE

1.1

1.2

1.3

2.1

INTRODUCTION

In terms of Section 30 of the Public Service Act, 1994 every
government empleyee shall place the whole of his or her time at the
disposal of the State. No officer or employee shall perform or engage
him or herself to perform remunerative work outside his or her
employment in the Public Service, without permission granted by the
relevant executing authority or an officer authorized by the said
authority. Section 31 of the Act further stipulates that if an officer
receives any remuneration, allowance or other reward, otherwise
than in accordance with ﬁ@m of ‘éﬂamount equal to

such remuneration, alKv@ or reward recél /.ust be paid into

the revenue account‘b ‘L

o
In terms of lic Serv atio at@fmphyees
or officials occuafng a po at SMS (level 13 ar@',upwards)
must disclose th istrabie ke 0 the executing Fthority of
their departme : d to the
Director General of the Publi€ Sey i gm shouid

As a Public Service insti ﬁ n‘mupon the Department
of Correctional Services to ob Ho with all the legislation
and policies governing the Pubilc Service, This procedure manual is
therefore aimed at giving effect to this need and to ensure uniform
and common understanding of the provisions of the Public Service

Act and Regulations.

PURPOSE

The purpose of this procedure manual is to regulate the
implementation of the provisions of Section 30 of the Public Service
Act, 1994, the Public Service Regulations, 2001 as referred to above
and the Departmental Policy on financlal disclosure and performance
of remunerative work outside employment in the Department as has
been approved by the Minister.

R1gy:
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3 DEFINITION OF TERMS
3.1 Designated employee means a member of the Senior Management | Public Service
Service (SMS) occupying a post at salary level 13 and upwards. Regulations, 2001
Chapter 3 paragrapi
Afa)
3.2 Non-designated employee means an official who is occupying a
position at salary level 12 and below.,
3.3 Remuneration means the receipt of benefits In cash or in kind,
.can hj
3.4 Work means renderirg.@\grg:e for wh{es% official receives
remuneration. l70) /\L
o
3.5 Executing autho@s a gen ic Se rm whi€hrefers to a
minister of a deffgrtment and’in the c is manyul it refers
to the Minister of Torrectional, Segyices. -
bt |
4 N
7))
4,1 of licati 8 P
4,1.1 Financial disclosure as regulaA &h&wm Regulations is
applicable to all designated employees.
4.1.2 However, in order to promote compliance with the principles of the
Public Finance Management Act, 1 of 1999, disclosure andfor
declaration of interests is also applicable to the following categories
of non-designated employees:
(i} officials who are employed within the supply chain management
component who are dealing with tender adjudication;
(it} production workshap managers;
(i) officials to whom authority for approving procurement and/or
provision of goods and services to the department, has been
delegated; as well as other officials as may, from time to time,
be reasonably deemed fit, by the Minister or the Commissioner
8816y
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PAR. NO.

CONTENTI PROVISIONS

REFERENCE

4.2

4.2.1

4.2.2

4.23

4.2.4

4.3

431

4311

Designated employees including other employees as referred to in
paragraph 4.1.1 above are entrusted with management of public
funds. As such, they need to maintain the highest standard of
professional ethics. Their integrity and that of the department must
therefore be beyond question.

Every designated employee in the Department must disclose

particulars of ail his / her reg!sn'able interests to the Commissioner of

Correctional Services, in respect rIQd 1 April of the previous

year to 31 March of the‘(@' lg e than 30 April of
o)

each year. ‘b‘ {L

who gte appol fter 1 April must make
ithin 30 day; I ass) respect of
onths preceding her / Jfls assumption @ }uty.

-
ust be oom?éd in the

official’s own handwriting d by a Comyissioner of
Qaths / Justice of thie Peace. g the form, the official is
not exempted from the ry requirements {Setion 30 (b) of the
Act) of obtalning appro Sﬁr Hspneratwe work outside
employment in the Public rovisions of paragraph 5

below which deal with performance of remunerative work outside

Dasignated em
such disclosure
the period of 1

The prescribed%anciat

employment in the Department are therefore applicable to all

officials including designated employees.

be disdlo

Shares and other finandal interests

The following details must be disclosed with regard to shares and

other financial interests held in any private or public company or any

other corporate recognized by law:

(i} The number, nature and nominal vaiue of shares (of any type);

(ii) The nature and value of any other financial interests held in any
private or public company or any cther corporate entity; and

{iif) The name of that entity.

Public Service
Reguiations, 2001
Chapter 3 paragraph ¢.1

Public Service
Regulations, 2001
Chapter 3 paragraph C.3

Public Service
Regulations, 2001
Chapter 3 paragraph D

8816k
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4.3.2 Directorship of companies and partnerships
4.3.21 The following details must be disclosed with regard to directorship of
companies and partnerships:
() The name, and type of business activity of the corporate entity
or partnership; and
(i) The amount of any remuneration, benefit or reward received for
such directorship.
4.3.3 Remunerative work outs:deého mnent
4,331 Al remunerated oyment outside em ent in the
Department, must be san@ y he Mml 5 delegate as
required by 0 of th 1994 (@paragraph
7 below), b |
4332 The following defils mu regard to ra:merated
work outside empioyment in "y
(i} The type of wor‘ and ?
(i) The name, and type of business activity, the employer;
(iii) The amount of re ign, 2 or reward received for
such work; and
(iv) Other particulars as explained under the provisians of paragraph
5 below.
434 Consultancles and retainerships
4341 The following details must be disclosed with regard to consultandes
and retainerships:
(I} The nature of the consultancy or retainership of any kind
(i) The name, and type of business activity, the client concerned;
and :
(iii) The velue of any benefits received for such consultancy or
retainership.
4.3.5 Sponsorships
$816vk
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4.3.5.1 The following details must be disclosed with regard to sponsorships:
() Purpose of such sponsorship;
(i) The source and description of direct financial sponsorship or
assistance; and
(i) The value of the sponsorship or assIstance
4.3.6 Gifts and hespitality from a source other than a family
member
4.3.6.1 Designated employees must disclose any material advantage that
they have received from a atﬁe e y discount price(s) or
rates that are not avai (Agthe general pu
4.3.6.2 Personal gifts wi the fi hw o trad!tlonal or
cultural nature not be
4.3.6.3 The following @ans mu with regard Sglﬂs and
hospitality: [p)
(i) A description, value a with a sl?§ source in
excess of R3504
(i} A description and theyelue of gifts ffom a sﬁgle source which
cumulatively excee@ A ﬁsmthe relevant 12 month
period; and
(iti) Hospitality intended as a gift in kind.
4.3.7 Land and property
4371 The following details must be disclosed with regard to ownership and
other interests In land and property (residential or otherwise both
inside and outside the Republic):
{i) A description and extent of the land or property
(ii) The area in which it is situated; and
(iii) The value of the interest.
5
5.1 The following provisions are applicable to all members (designated or

88165k
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PAR. NO,

CONTENT / PROVISIONS

REFERENCE

non-designated) who are employed by the Department of
Correctional Services:

5.1.1

5.1.2

5.1.3

514

No official shall perform or engage him-/herself to perform
remunerative work outside his/her employment In the Department
without permission granted by the Minister or his delegate.

An official performs remunerative work if he/she renders any service
outside employment in the Department of Correctional Services for
which he/she receives remuneration benefit or reward of any kind.

The nature of such remune%an rey*ﬁ!g?y be cash or in kind.

An official who is @xecome a candidate in aﬁ" ection of the

members of th abcnai mbly or @f any Provincial Legislature,
or who is to rmnaned tf¥e National
Council of Provifites, must résign f rvice bef% taking up

such a position() =

m oy y
Should an official of the De d in a mygltipal council
to a position of a‘;ouncilor, ihg requirements must be

observed and be compli
(i) if the official will ona fuil time basis, he

or she must resign fro ore taking up such a
position.

(ii) if the official will serve in such a position on a part-time basis,
he or she may not take up such a position prior to making an
application in accordance with this procedure manual, with the
understanding that, such part-time work may only be perfarmed
exciusively outside official working hours in the Department.

An official may only seek approval for the performance of
remunerative work outside employment in the Department by
submitting a written application to the Minister’s delegate, via his/her
supervisor. In the application for authorization the official must
indicate the specific interest and/or remunerative work hefshe Is
seeking approval for and the following details must form part of such
application:

{) Full names of the applicant, ID No., Persal No, Name of the

Section 30(h) of the
Public Service Act, 1994

Public Service
Regulations, 2001 Part
VIr .24

DPSA Circular Ref
2/3/8/P dd 7/10/2005

BE6YK
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PAR. NO.

CONTENT / PROVISIONS

REFERENCE

Company or entity he or she has interests in or to which
services are to be provided (and its registration number), the
nature of work, position to be held In such entity and
remuneration, allowances and/or reward he or she will be

5.1.6

BE16vk

entitled to.

(iiy The application must also disclose the extent to which the
factors which are set out in paragraph 5.1.6(1 ~ vii) below will
have an effect on the nature of work to be performed.

The supervisor must consuder the appﬁcation thoroughly whereafter
a proper reoummendation mwnister’s delegate.
Each application to p emuneratwe ide employment
in the Department be considered with ﬁ‘Zegard to the

following: ™

() Nature ofﬁuneratw jc2€9n is being
made and the extent to activities
attached t€ 3he applicz rrentQutles to determ:r.whemer
it would ndflentail afy t with the gmrtment's

activities in general.
’ 1))

(i} The position offthe applice 4 tepartment and the nature
of the work in the 'section in which the @ficial is employed

and whether the laﬁ H‘} be hampered in the
performance cf his / her

(iii) Whether the work will be performed entirely outside the
prescribed or official working hours.

(iv) Whether the work is not of such a nature that it may hold a
potential embarrassment for the department.

(v) Whether the entity or organization for which work will be
performed or to which the official has an interest, is not
providing services or goods to the Departrment. It may be
inappropriate for an official to provide services or to have an
interest in an entity or organization which provides services or
goods to the Department.

(vi) General availability of persons outside the Public Service to
undertake the work to be performed. This is to ensure that
the department’s officials do not unfairly compete with

RESTRICTED
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CONTENT / PROVISIONS

REFERENCE

ordinary members of the public for work opportunities.
(vi) Or any other factor that may have a negative Influence on
" the performance of work in the department.

517

5.1.8

519

5.1.10

51.11

8816y

Any official making any application for the performance of
remunerative work must ensure that his or her application provides
the necessary details to enable the delegated official to make an
Informed decision, The applicant must also make a declaration that
he or she shall observe and abide by any reasonable conditions that

may be set by the department %happha;on is approved.

No ex post facto a I may be given and o are therefore
strictly expected to seek sary ap roval to engaging
themselves in i@ perfo erative \@k outside
employment in Depa

ragraph E-B above

Compliance wi%he fa
including any other conditio set upon ap tﬁfwl of the
application must be monito supe on a contidous basis.

Failure to comply with ndition Jkay Lea? to the summary
withdrawal of the penmsswnﬁh k! may be effected by
the immediate supervisor without consultat!on with the original
decision maker, provided that an official who reasonably believes
that such summary withdrawal has been unfairly effected, may lodge
an appeal with the original decision maker who may, upon
consideration of the merits of such submission, either confirm
summary withdrawal or reinstate original approval conditionally or

unconditionally.

The Department of Correctional Services Is committed towards the
pramotion of effective service delivery in the interest of the citizens
of the country and accordingly, only applications for the performance
of remunerative work outside employment in the Department which
shall be performed outside official working hours may be submitted
for consideration.
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CONTENT / PROVISIONS

REFERENCE

5.1.12

In order to create a reliable database of all officials whose
applications have been dully approved, personnel offices at the
Management Area, Regional and Head Office level must open and
maintain a computerized register in which details of all such officials,
at all the aforesaid levels in the department, are kept. A manual
register must also be kept concurrently with the computer register.

5.1.13

5.1.14

5115

6.1

6.1.1

6.2

Wlyk

The content of the register must be made up of, /Mfer alla, the
following information:
(1) Details of the official {Persal No, Initials & Summame and Rank)

(i} Name of entity / organization )
(iii) Nature or kind of wri\@amld h Is {

(iv) Capacity or posi@\held by the officlal O’J—

(v) Approval dae~ ®
s Mo

Tnformation in s aforesaid registers mufst be linked t;:&nauonal
Management Igfymatio he databdSE, may be
electronically accessed by th ionaries incfling senior
management as anc‘when eed ariges, without t!lppering with
the integrity thereof.

.
All newly appointed afﬁcia§ i& dHrth who are or would be

petforming remunerative work outside employment in  the
Department, must make applications for the approval of the
performance of such remunerative work within 30 days of the
assumption of their duties in the Department.

~Ci CE

Einancial Disclosure

Any designated employee who fails to disclose interests as required
in terms of the Regulations or who when disclosing an interast
wilifully provides Incorrect or misleading details is guilty of
misconduct.

RESTRICTED
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REFERENCE

An official who has received any remuneration, aflowance or cther
reward without having received prior approval thereof shall be
obilged in terms of the Act , to pay into the revenue an amount
equal to any remuneration, allowance or other reward received or
which accrued to him / her by virtue of performance of such
remunerative work.

Section 31 of the Public
Service Act, 1994

Any employee of the Department whether deslgnated or non-
designated who performs remunerative work outside employment in
the Department without the necessary permission, or who when
making an application for the ormance of such work wiltfully
provides incorrect or mis ﬁils, l@fails to comply with
any of the provision his manual renders hi@ﬁerself guilty of
misconduct and sha! dealt with in terms of t| epartmental

Disciplinary Cod:gd Procedy

Granting of pemmission to officials for the performance of
remunerative work outside employment in the Department of
Correctional Setvices:

(i) Officials at deputy director level and below (Management
Area and Regional Level)

{ii)y  Officials at deputy director level and below (Head Office
Level)

(i}  Officials at SMS level {fevel 13 ~ 15)(National)

- Regional

Commissioner

- Chief Deputy
Commissloner
Corporate Services

- National
Commissioner

88165k
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