INFORMUS PSA@

FOR PSA MEMBERS: STATE INFORMATION TECHNOLOGY AGENCY (SITA)

06-04-2021

Bargaining Forum - Salaries Negotiations for 2021/2022
Financial Year

The PSA received the consolidated demands from the National Branch and tabled it at the Bargaining
Forum meeting on 30 March 2021, which addressed the following:

Salary Increment
The PSA demanded 12% plus the 2% agreed in the previous Resolution of 2021. The increment should
be on a single term which will be negotiated annually between parties.

Shift allowance
The increment on shift allowance.

Insourcing of Security and Cleaning Staff
Members demand that SITA should absorb all security and cleaning staff on a permanent basis.

Salary Progression
Members demand a 1.5% annual salary progression. The employer noted the PSA’s demands, and they
are still seeking a mandate from their Principals and will respond to the demands in the next meeting.

Leave Encashment

Members complained that the ERP system was not allowing them to cash their leave. The PSA
demanded that the employer urgently attend to the challenges caused by the system. The PSA further
demanded that members not forfeit their leave owing to this challenge. The employer is aware of the
challenge and they are attending to it and will provide the feedback in the next Bargaining Forum
meeting.

Recognition Agreement and the Constitution

Parties agreed to review the Recognition Agreement and the Constitution in the next meeting. Members
are requested to provide inputs to Ms Velucia Maluleke at Velucia.maluleke@psa.co.za no later than 9
April 2021.




The employer indicated that they would respond to the demands at the next meeting.

Members will be updated with developments.

GENERAL MANAGER
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1. Policy Name

SITA “Work from Home Policy”.

2.  Authorisation
The SITA Chief Executive Officer (CEO) is mandated to promulgate this policy.

3.  Policy statement

SITA aspires to become an Employer of Choice within the ICT industry and to promote work-life-balance

from a wellness point of view. To this end SITA will, from time to time, review its practices to ensure

alignment with best demonstrated people practices - in order to remain competitive and relevant.

Accordingly, the SITA has deemed it fit, based on a best practice review, to introduce a policy to govern the

practice of working from home.

It is necessary to have effective governance for the work from home requirements within SITA. The following

principles underpin this policy.

(a)
(b)

Working from home does not constitute a condition of employment.

The policy may be withdrawn at SITA’s discretion — based on operational requirements of
the business.

The decision to grant approval for employees to work from home shall be based on the
criteria set out in clause 7 below.

The above decision as mentioned in (c) shall be granted in a fair and transparent manner in
the best interests of SITA.

Any single approval to work from home does not automatically warrant continuous and or
ongoing approval for further instances to work from home.

This arrangement shall not be used as a substitute for working from the office (i.e. working
from home is not a permanent alternative for working from the office).

The policy shall not result in discrimination of any employee benefit enjoyed by the
employee prior to the approval of a work from home arrangement.

Working from home must not disrupt provision of services to the clients that would normally
be provided had the employee been working from the office.

Working from home can also be initiated by SITA in the case of health and safety or other
emergency conditions.

4.  Scope and Application

This policy:

a)
b)
<)

(
(
(

(d)

Is applicable to all SITA permanent and fixed term contracted employees.

Does not apply to learners or interns.

May be amended at any time without prior notice subject to consultation with the
representative trade union/s.

Does not grant any additional rights to those to whom it applies to, inter alia, those read in
conjunction with the employment contract.
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5. Rationale

The rationale for a substantive policy on working from home is to support SITA’s strategic endeavour of
becoming an Employer of Choice in the ICT industry. SITA operates in a dynamic and robust industry where
the survival of the business is integrally related to how well skills can be attracted and retained.

A review of people practices has determined that the well-entrenched ICT industry is generally amicable to a
work from home practice insofar as it is governed through formal policy and managed in a prudent and
value-adding manner. The practice is regarded as having benefits for the employee (i.e. mostly an improved
work life balance) and the organisation (i.e. mostly engendering employee work life balance and improving
productivity, trust between employer and manager, and managing performance and resistance) in addition
to attracting and retaining the best talent. This adds to the creation of a new organisational culture in a
digital era.

The practice of permitting employees to work from home affords employees and SITA the benefits listed
under:

Table 1 — Benefits of Work from Home Practice

Employee SITA
A flexible working arrangement that contributes to a A flexible working arrangement that contributes to the
positive work life balance. attraction and retention of a talented workforce.
Reduced commuting time from home to work and back Reduced commuting time from home to work and back
affording more time that can be dedicated to work affording an increase in the time dedicated to completion
deliverables. of work tasks / project / critical deliverables.
Increased flexibility in attending to personal Increased staff appreciation, loyalty and productivity.

commitments and responsibilities.

Building trust, integrity, and contributing to the SITA Sustained business growth and customer service and
brand. retention.

Employees can decide how best to design and manage Cost saving as the number of permanent offices can be
work spaces created in their homes. reduced, saving on rent, etc.

The purpose of this policy is thus to—

(a) Outline the definition, rationale and benefits for the work from home practice.

(b) Define the principles that will underpin the work from home practice.

(c) Clarify the process to be followed to enable working from home.

(d) Define the approvals required to work from home.

(e) Guide the handling of grievance and disciplinary matters arising from the application of this

policy.
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6. Principles

The work from home practice will:

(a)

Support the continuous efforts towards SITA becoming a high-performance organisation and
an employer of choice, in the digital economy.

Be implemented and managed in @ manner that demonstrates fairness, transparency and
equity.

Always emphasise employee attraction, motivation and retention.

Be responsive to changing organisational needs.

Promote a results-oriented focus.

Reflect alignment with business unit priorities.

Streamline resources to support a digital culture and employee experience.

Be consistent with and promote the SITA values of Customer Centricity, Innovation,
Integrity, Agility, Collaboration and Empathy.

7.  Policy Implementation Process

Line managers and employees shall bear in mind that the successful implementation of the work from home

practice is contingent on the following important requirements:

(a)

(b)

(c)

(d)

(h)
(i)

The work from home practice is fundamentally based on a relationship of trust between line
manager and employee.

Line managers are ultimately accountable for the performance of their direct reports
whether the performance of their duties takes place on-site or off-site.

Employees are still responsible for the maintenance of timesheets for the duration that they
work from home.

Employees that have been granted permission to work from home are still expected to work
the normal working hours (i.e. 8 hours per day) as per their contract of employment, with a
focus on delivery. These hours can be flexible as long as the time spent on work amounts to
8 hours per day, and as long as the employee makes themselves available in terms of their
customer/service providers core working hours.

Employees authorised to work from home should always be available to come to the office
as and when requested by the line manager. The employee can be requested to come to the
office without prior notice, however reasonable travel time should be allowed.

The normal leave policy that applies whilst working at the office will also apply whilst
working from home.

An arrangement to work from home has to be underpinned by a commitment to complete
the work outcomes within the agreed timeframe and according to the agreed standard of
delivery.

Remote work will not change salary, benefits, compensation, vacation or other benefits.
\Remote work creates no additional overtime requirements, and unauthorized remote work
overtime will not be compensated unless expressly authorized by the employee’s line
manager.‘

Confidential governmental and SITA information remains confidential and shall not be
compromised in any way.
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(k) The employee must take reasonable precautions to protect SITA’s equipment and resources
from loss, theft or damage, applying the same standards of care in the home office or
alternative workspace as when regularly working at a company office.

(1 In the event of loss or theft, the employee must report the incident to his or her line
manager and SITA Internal IT within 24 hours — refer to the SITA Internal IT policy in this
regard.

(m) The work from home practice will be implemented in accordance with the high- level
implementation outlined under Table 2.

Table 2 — High Level Implementation guidelines

Step

Process

Approval Criteria

Applications for working from home will be considered by the direct line manager who shall make a
determination on the merits of each request.

The following criteria shall guide line managers in considering employees for working from home:

(a) The operational nature of the work output required from the employee during the period that
she works from home.

(b) Whether the work output required can be concluded without the need for the employee to meet
with internal / external clients on-site.

(c) Whether it is appropriate for the deliverable to be completed offsite.

(d) Whether the work output can be conducted without incurring undue costs for SITA and or the
employee (for example, travel, mobile connectivity, printing, etc.).

(e) Whether the work output can be monitored and managed so as to ensure that the output is
indeed delivered according to acceptable standards and within the requested work from home
time period.

(f)  The merits of the motivation to work from home.

(g) The impact of granting such a request on other direct reports and or team members.
(dependencies)

(h) Operational requirements.

(i) The merits of the employees’ personal circumstances as detailed in the motivation from the
employee.

(j) hhe duration of the request (i.e. the request will only be entertained for immediate to short

term), that is, for a maximum of three (3) months per annumj
(k) The work from home agreement shall encompass and clearly stipulate the following:
i The physical home address the employee will be working from.
ii. The resources available in terms of the employee being able to carry out his/her duties

at home.
jii. The deliverables with specific timelines during the work from home period.
iv. The employee’s telephonic and / mobile contact details.
V. The need for security, cyber security and ensure measures are in place to safeguard the

SITA information assets.
()  Where the request is initiated by the line manager the employee will take the above variables
into account in reaching a decision to work from home.
(m) Employees who are granted permission to work from home may still be able to engage with
external clients at the client or SITAs premises where applicable.
(n) Where employees do not have the necessary IT tools, e.g. a laptop, the request to work from
home cannot be granted.

Record keeping

The employee engages her line manager for permission to work from home for a defined period of time.
(a) Thisis a formal discussion between the employee and line manager.

(b) The Work from Home (WFH) Agreement form will be completed by the employee and approved by

Commented [AS2]: EXCO member to note:

This stipulation enables SITA employees to grow in their level
of maturity to work from home.

the line manager
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Step

Process

(c) This engagement may be initiated by the line manager if operational circumstances so dictate.
(d) HCM & EPMO shall keep track of the employees who work from home via timesheet tracking and
provide a report on a monthly basis.

The line manager takes a decision and informs the employee thereof as follows:

(a) The line manager decision must be placed on record in the form of a Work from Home (WFH)
Agreement signed by the line manager and employee (Refer Annex B).

(b) Inthe instance where the employee is aggrieved, the current grievance process will be followed.

(c) Where the request is initiated by the line manager the employee will take the decision and advise the
line manager thereof.

Rejection of application to work from home

Where the line manager rejected the employee’s request the employee will continue to report for duty
on-site and to execute her/his duties. If the employee disagrees with decision made to decline working
from home, the employee still must continue to report for duty on-site while the employee, if they so
choose, decide to appeal the decision.

Conditions agreement to work from home:

Where an employee has been granted permission to work from home the employee will conform to the
conditions agreed to in relation to:

&

{b} The start date for the work from home arrangement.

{e} The end date for the work arrangement.

{d} A contact number and SITA email address where the employee can be reached during normal
business hours during the work from home arrangement and are to be clearly detailed in the WFH
Agreement. These arrangements may range from diverting the staff member's SITA work phone
number to their home phone number or mobile phone, limiting client contact to email, and the
screening of calls by another work colleague if appropriate and/or practicable. The suitability of these
arrangements will be determined on the basis that service delivery will not be adversely affected. The
staff member’s home contact details will remain confidential and will not be provided to other people
unless the staff member has agreed in advance.

{e} Hours’ of work - the staff member and Supervisor should have a clear and detailed understanding of

the hours to be worked, including any flexible working hours arrangement, which forms part of the

WFH Agreement.

Staff who are normally required to complete timesheets ‘on the SITA ERP time and attendance system.

This must clearly record the hours worked together with the specific work-deliverables / project

milestones that were agreed with the line manager whilst working from home.‘

A turnaround time for the employee to return to the office should operational circumstances

necessitate this.

The nature and standard of the work output required during the work from home arrangement.

If a staff member has an accident or sustains an injury whilst undertaking home-based work, the staff

member is required to report the injury or illness to their Supervisor.

Staff members are solely responsible for checking whether working from home has any impact on any

existing insurance arrangements they may have, including public liability or equipment covered by

their own home contents insurance, and any obligations they may have to notify their insurer that
their home is to be used for work purposes.

Staff undertaking home-based work are required to follow the same processes for notifying of

absences (e.g. sick leave, annual leave, completion of timesheets, performance management, etc.)

that are set out in the relevant approved policies.

4 Where home-based work arrangements are feasible for a staff member with managerial

responsibility, the approved arrangements should ensure that the staff member concerned is

accessible to staff and that a minimum of at least 15 days per month of the staff member’s work time

®
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>

Commented [AS3]: LABOUR FEEDBACK:

Item not accepted. Is this a policy or rather a directive if it is a
non-renewable aspect. Labour proposes that this would be
an input as a “long-term” policy, taking into consideration
dynamics, e.g. load shedding impact and work tools.

Labour Proposal: remove the period clause.

BF Resolution: Employer to amend and send the policy to
Labour for further consultation.

Commented [AS4]: EXCO members to note the maximum
WFH period is 3 months per months (other than during
disaster management situations, e.g. COVID

Commented [AS5]: EXCO members to note:

The time and attendance must be completed. However, prior
to the employee starting the period to WFH, the line manager
and employee must first agree on the work / project
deliverables which will be reviewed for completion when the
employee returns to work. Also refer to (h) below.

RESTRICTED Page 9 of 20




RESTRICTED

Step

Process

z

is spent at SITA premises.

In the interest of promoting co-operative and collaborative working relationships, it is essential that a

reasonable amount of the staff member’s work time is spent at SITA premises.

Consideration should be given to the staff member’s suitability to work at home. The staff member

must be able to work as efficiently and effectively as if the staff member was at SITA premises.

Relevant factors in assessing this will include:

(i) Demonstration of self-motivation, time-management and organisational skills.

(i) Capacity to work independently.

(iii) A proven record of satisfactory work performance. and

(iv) Work ethic patterns and general attitude to work.

Any request for extension or continuation in a WFH Agreement, will be based on the staff member’s

satisfactory demonstration of these factors.

Staff are to:

(i) Take reasonable precautions to protect SITAs information and assets.

(ii) Comply with the arrangements outlined in the WFH Agreement.

(iii) Deliver on agreed work outcomes on a consistent basis.

(iv) Participate in team meetings and relevant learning and development activities on the work
premises. and

(v) Monitor and review the home-based work arrangements on a regular basis as recorded in the
WFH Agreement.

(vi) Where the employee has acceded to a line manager request to work from home the employee
will submit to the conditions agreed to - as stipulated above.

Employee’s Home Workspace Requirements:

The employee must provide a suitable work environment that allows them to perform all job
requirements.

Before working from home, the employee shall complete the WFH checklist to indicate whether the
home-based worksite has the necessary equipment to ‘be productive at home. Refer Annex ‘C’
An employee who requests to work [from home must be aware of the basic health and safety
requirements as per Annex ‘D’ to by duly able to apply these principles on behalf of his/her employer
as far as practically possible.]

In the event that the home-based work environment does not contain all the equipment necessary to
undertake the role or specific tasks from home and/or does not meet the minimum work
requirements, a WFH Agreement will not be entered into or it will be terminated.

SITA will not approve requests from employees to remove the company’s office furniture to the home
office whilst working from home.

The cost of any utilities to perform home-based work is the expense of the staff member. The need
and cost of any consumables (e.g. stationery) must be discussed and agreed to prior to any home-
based work commencing. Where costs are incurred (e.g. data), the employee can discuss with SITA
and line manager before incurring the costs and facilitate a solution as per SITA data/voice policy.
Employees working from home can refer to the SARS regulations regarding tax deductions in this
regard.

Staff members are also responsible for any loss or damage to their own equipment or assets and SITA
IT policies will govern any insurance cover for computer work tools.

SITA’s confidential documents or materials taken from company offices must be kept in a designated
work area and handled with the same level of security as within the company office:

All documents should be available online on the SITA servers. however, if documents or materials are
required to be in a locked drawer/cabinet in the company office, then the same is required at the
remote worker’s designated work area.

The same level of company policies regarding disposal of sensitive printed documents applies to an
employee’s workspace.

The employee must take precautions to ensure that monitor screens and/or printed materials with
sensitive data (such as health records, customer personal information or financial data) are not visible
to others.
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(a)This is the only way in which the employer/line manager
can monitor have control over the productivity of the
employee at home and to prevent scenarios where
employees claim after the fact that they experienced a
‘work tools’” problem. Therefore the 1 (n) stipulation above
that “Where employees do not have the necessary IT tools,
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the employees’ health and safety at home during a WFH
arrangement. The response was that where an employer
provides the permission for the employee to work from
home, the employer remains liable.

The checklist is a guideline — and part of the education to
employees’ as to the OHS requirements. It demonstrates
that the necessary education of health and safety
requirements were discussed with the employee who will
have to apply such principles in his/her home workspace as
far as practically possible.
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Step

Process

(I) The employee should ensure that the physical attributes of the employee’s home office conform to
basic safety standards.

(m) The employee must make arrangements for additional home insurance requirements, public liability
etc. and confirm accordingly with his manager.

Contact with an employee

a) A line manager will maintain regular contact with an employee who has been granted permission to
work from home.

b) This will be done on the first and last working day of the work week whilst the work from home
arrangement is in process to ensure that the employee settles in to working on her deliverables and is
concluding such deliverables as agreed.

c) Any further contact is at the discretion of the line manager and dependent on the duration of the
work from home arrangement and the nature of work output required by the business.

Work output / deliverables
a) The manager and employee shall be actively engaged in day-to-day performance management.

b) Where the work output is found to be below standard or to have deviated from the set expectations
the line manager will deal with such shortcoming(s) through the normal performance management
process.

c) On return to the office the line manager and employee will formally review the work deliverables
completed during the work from home arrangement. This will take place no later than the day on
which the employee returns to work.

d) Undesirable instances contravening SITA policies will detract the line manager from approving /
requesting future work from home arrangements and may lead to disciplinary action.

Employee conduct:
The employee working from home is expected to hold high professional standard of ethics and must:

a) Display conduct with a level of professionalism commensurate with the work they are performing.

(b) Provide status updates in the format and at the level of frequency agreed with the line manager.

(c) Be available to customers and co-workers by phone, email and any other agreed-upon
communications mode within the hours agreed on with his or her line manager — unless the
employee is already scheduled for other activities.

(d) Respond to phone, voicemail and text messages within the time agreed with his or her line manager.

(e) Attend all scheduled team or customer meetings by phone, video conference or in person, as
required.

(f) Complete timesheets on a weekly basis.

(g) Understand that the working from home is a undertaking based on a relationship of trust and integrity
between SITA and the employee.

(h) Adhere to the SITA Code of Conduct, and live the SITA values of Customer Centricity, Innovation,

Integrity, Agility, Collaboration and Empathy.

Work-Related Injuries / Injury on duty
(a) The employee will be covered by workers’ compensation fund for job-related injuries that include slip,
trip and fall occurring while remote working. Employee should take every precaution to ensure their

own safety at home, as is the case when they are at work.

(b) The Compensation for Occupational Injuries and Diseases Act, No 130 of 1993 (COIDA) provides for
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Step Process

compensation for disablement caused by occupational injuries or diseases sustained or contracted by
employees in the course of their employment, or for death resulting from such injuries or diseases.

10. Security and Confidentiality

Employees must ensure the same, if not a greater, level of security for all company network and data
access. physical documents. and any personal, health, customer information or otherwise sensitive
information that might be displayed on a home office computer screen.

All employees must:

(a) Adhere to SITA’s Information security and remote-access policies.

(b) Follow SITA’s policy regarding the storage location of electronic data.

(c) Follow SITA’s policy regarding the use of personally owned devices. for example, laptops,
smartphones or tablets, to access SITA’s networks and data.

(d) Ensure that remote-access communications and stored data cannot be read by unauthorized parties,
including a worker’s family members or visitors.

(e) Guard against sensitive data being viewed on monitor screens — in the home office or while traveling.

11. Health and safety considerations

(a) Regardless of whether an injury occurs in the normal workplace or in a residential workplace during
the execution of work outputs - any work-related injury or illness while working from home must be
reported to the line manager as soon as possible. Such instances will be subject to the existing
occupational health and safety policies and directives applied at SITA.

(b) SITA would also apply the policy in emergency health situations that may affect multiple people and as
per the guidance of the official sources of South Africa (e.g. NICD, DOH, etc.) to ensure business
continuity.

(c) Inthe event that an employee contracts a communicable disease/virus at home, they have to alert
their manager as well as the SITA Wellness team.

12. Grievances and Discipline
The following pertains to this policy:
(a) Approval of a work from home arrangement is ultimately at the discretion of the line manager.

(b) Inthe event that an employee’s request to work from home is rejected and the employee can prove a
case of unfairness or discrimination the employee is at liberty to lodge a grievance according the SITA
Grievance Policy.

(c) Ininstances where a line manager believes that an employee has grossly misused the work from
home policy, and the trust relationship in this regard, the line manager may institute disciplinary
action according to the SITA Disciplinary Policy.

(d) Zero tolerance will be applied for misrepresentation and contravention of this policy.

8.  Policy Implementation promulgation

This policy will be communicated to all SITAzens upon promulgation. Communication will be done by means
of Corporate Communication and road shows, as well as an extensive change management programme. SITA
Varsity will be utilised for awareness and information sharing.

Corporate Strategy and Planning division is responsible for the implementation of this policy to ensure that
all policy development and approval adheres to the policy provisions.
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9. Non-compliance

In instances where a line manager believes that an employee has grossly misused the work from home
policy, and the trust relationship in this regard, the line manager may institute disciplinary action according
to the SITA Disciplinary Policy.

Zero tolerance will be applied for misrepresentation and contravention of this policy

10. Policy Maintenance
The policy maintenance will be based on formative programme evaluation of the WFH practices based on
frequent feedback through the interaction of the Business Partners in the business (with both line
management and employees) to diagnose how effectively or efficiently the programme influences individual
and group performance. The evaluation criteria will be outcomes based, namely: changes in productivity,
absenteeism and employee turnover.

11. Review Period

This policy is subject to review every two years. A trend analysis of policies that reach the approval/ rejection
and implementation will be conducted and outcomes will be used as input on policy amendments.

12. Applicability to other Policies

This policy guides the employees’ work from home requirements and changes to this policy may have an
impact on HCM, ISS and Internal IT policies within SITA. For a list of these policies, refer to page 2 of this
document.

13. Applicability to Facility Management

This policy will apply automatically in the case of any of the SITA offices close down due to lease agreements
that expire and alternative accommodation cannot be found immediately.

14. References

This document supports the following SITA policies and strategies:

SITA Strategic Plan 2020 - 2024.

Integrated Corporate Performance Management Policy
Remuneration Philosophy and Policy

Conditions of Service Policy

Contractor Policy

Employer of Choice Strategy

Leave Policy

SITA Grievance Policy

W e N R WwN R

. SITA Disciplinary Policy

10. OHSACT Policy

11. SITA Information and Communication Technology
12. SITA Wellness Policy
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13. SITA Internal IT policy
14. SITAISS policy

15. Disaster Management

In case of a National Disaster (e.g. a pandemic) or a SITA site specific disaster, Business Continuity Plans will
apply, together with specific regulations as provided by the South African Government under the Disaster
Management Act.

During such times, psychosocial support will continue to be available and accessible, via a confidential,
professional and caring employee wellness programme, which offers support that helps to manage
emotional and psychological wellbeing, family and social life, work related matters, physical wellbeing, legal
and financial matters.
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Annex A: Abbreviations and definitions

A.1 Abbreviations

Term Definition

SITA State Information Technology Agency
WFH Work From Home

OHS Occupational Health and Safety

A.2 Definitions

Term Definition
The work from home The work from home practice is defined as an alternative work arrangement that permits
practice employees to work from home towards the completion of agreed work tasks or project

deliverables insofar as the completion of such outputs do not require an employee to be
physically engaged with internal and or external clients at SITA premises.

RESTRICTED Page 15 of 20



RESTRICTED

Annex B: Work from Home Agreement (WFH)

APPLICATION

Employee Name:

Employee Number:

Contact details of Employee (whilst working from Home):

Home Number:

Cellphone Number:

Division:

Department:

Name of Supervisor:

Contact details of Supervisor:

Office Number:

Cellphone Number:

Name of employee:

Date of request:

Position Title & Grade:

Division, Department:

Home Address:

Designated home based
work environment:

(specify work area in the home e.g. Study)

Supporting documents

The following may be required for this Working from Home Agreement to be reviewed:

WHAT

HOW

Complete the Home-based
OHS Assessment Checklist.

|:|The employee completes and attaches the Home-Based Work OHS
Assessment Checklist

Determine tasks, and
supervision, training and
equipment required to
safely work from home.

|:|The employee and supervisor complete the Work Arrangements section
(included in this agreement document)

|:|If applicable, the employee attaches any extra risk assessment
documentation, refer Risk Management processes

Outline schedules, contact
and reporting
arrangements.

|:|The employee and manager/supervisor complete the Communication
Arrangements section (included in this agreement document)

Communication
Arrangements

|:|The must the

arrangements to ensure effective communication happens, this includes:

employee and manager/supervisor complete
contact details for the employees; how often the employee is expected to

“check-in” and attendance for any on-site meetings as may be required for
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the team to function effectively.

Determine who/what [JThe manager/supervisor completes the Notification Requirements
needs to be notified section (included in this agreement document)

[INo — Briefly state the reason(s)

Is the employee approved
ploy PP DYes why the employee is not allowed to

to work from home?
work from home.

[Maximum term 3

Working From Home

End date:
Arrangement — Start Date month(s) per annum Commented [AS8]: EXCO must note that other than
disaster management situations, during normal business
periods, an employee is only allowed a maximum of 3 months

Routine OHS inspection of

home office To be conducted by the employee every approved WFH occurrence: per annum to work from home.
Name
Manager /
Supervisor .
Signature Date
Office
Cell  Phone
Contact Phone
Number:
number:
Employee declaration
A, (name of employee), agree that all information provided in this
agreement is true and accurate in providing a home workplace that is safe and without risk to my healthL Commented [AS9]: EXCO to note the employee is required
| agree to comply with all requirements in this agreement and as well as all relevant SITA policies and to ;O”fliqr”;;hat]thf :Ome workplace that is safe and without
isk to hi t
procedures, risk to nis/ner hea
Employee signature Date:
RECOMMENDED:
Date:
Line Manager Signature
APPROVED:
Date:

HEAD OF DEPARTMENT -
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Annex C: Checklist for Minimum Tools of Trade for home-based

worksite

The following equipment is required for a home-based worksite:

)
)
c)
)
)

D

Landline and/or cellphone in working order.

VPN access.

Digital signature or ability to print and scan documents.

Ergonomically sound seating, lighting and writing or typing surfaces.

Laptop/desktop computer in working order.

Internet connection (e.g. WiFi, ADSL, Fiber, 4G, etc.).

Stationary (e.g. pen, paper).

Adequate noise control to ensure clear telephone and video conference calls to colleagues
and customers.

Adequate privacy provisions, ensuring that family or house members do not have access to
confidential SITA materials.

Freedom from distractions and interruptions that might affect workplace performance.
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Annex D: OHS Checklist

Checklist Guidance Information

This checklist is designed as a guide for employees to assess their home office environment. This guide has been
developed to align with OHS legislative requirements and Ergonomic best-practice. \Employees should be aware of all
relevant legislative provision covering health and safety matters related to the workplace whilst working from home.
With the help of this checklist an employee would need to assume the responsibility for their own health and safety
whilst working at home (outside of SITAs official premises).

This should be used as a guide only and it is recommended that professional assistance be sought for assessment of
identified issues or uncertainties. It is recommended that the checklist be retained by the employer and employee as a
record that the OHS requirements discussion was held between the line manager and the employee.]

Home Office Layout Yes No

1. Isthe layout of the work area suitable for the tasks?

2. Is there sufficient area in which to work?

3. Is potential for interruption of work minimized?

4. Are walkways clear and clutter-free?

Commented [AS10]: EXCO members must note the
comments next to item 5. Employee’s Home Workspace
Requirements (on pg 10 of 20)

The employee would need to assume responsibility for
his/her health and safety whilst working from home.
However, the Employer remains liable as per the OHS Act as
confirmed by the DOL Inspector.

Electrical equipment Yes No

1. Are switches and plugs in good condition?

2. Areall electrical cords and appliances safely secured?

3. Are plugs overloaded?

4. Are appliances earthed or double insulated?

Environmental Conditions Yes No

1. Arefloors level and no trip hazards (i.e. cables/mats/rugs)?

Is there no excessive noise in the work area?

Are there appropriate handrails on any stairs?

Is there adequate ventilation and/or room temperature control (i.e. Air-con / heating)?

Are there adequate lighting levels for the tasks?

QU AW

Is glare and reflection properly controlled?

7. Are there any tripping hazards?

Emergency Exits and Security Yes No

1. s access to the exit reasonably direct?

Is path to exit sufficiently wide and allows unimpeded passage?

Is the work environment secured?

Has communication procedure been established between employee and employer?

Vs jwN

Are emergency contact details known and visible?

Chairs and Desks Yes No

1. Does the chair have adequate lumbar support?

2. Isthe chairin good condition?

3. Does the chair move easily on floor?

4. |Is the work surface at an appropriate height (approximately elbow height in sitting or
standing)?
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5. Isthereis adequate room for legs underneath work surface?

6. s there sufficient space for work tasks and equipment?

7. Are frequently used items within easy reach when seated (i.e. No excessive trunk flexion
is required)?

Equipment

Yes No

1. Isthe computer monitor approximately an arm lengths away from user?

2. s the monitor in centre of field of vision and the computer monitor level equal to eye
level?

3. Does the keyboard position allow for neutral (flat) wrist position when typing?

4. Does the keyboard to user distance allow user to relax shoulders with elbows close to the
body?

Comments

RESTRICTED

Page 20 of 20




RESTRICTED

SITA Grievance Policy and Procedure

Version: 02.00
Effective Date: 2020-10-15

RESTRICTED

Page 1 of 12



RESTRICTED

Notice

Copyright © 2021, SITA SOC Ltd (Registration no.: 1999/001899/30). All rights reserved. No part of this document may be

reproduced or transmitted in any form or by any means without the express written permission of SITA SOC Ltd.

Document enquiries can be directed to:

Document and Records Management Office
SITA SOC Ltd
PO Box 26100, Monument Park, 0105, South Africa
Tel: +27 12 482 3000
www.sita.co.za

Title: SITA Grievance Policy and Procedure
No: eSISS-00016 electronically assigned
Author/originator: Gladys Makondo, gladys.makondo @sita.co.za

Approval

The signatories hereof, being duly authorised thereto, by their signatures, hereto authorise the execution of the work detailed
herein, or confirm their acceptance of the contents hereof and authorise the implementation/adoption thereof, as the case may be,

for and on behalf of the parties represented by them.

Executive: HCM (Ms. M Mkhwanazi) Date
Executive Caretaker (Mr. L Keyise) Date
Acting Chairman (Mr. O Shelembe) Date

Amendment history

Revision Date Change proposal

1.0 2009-07-31 New document

2.0 2021-02-04 compliance
References

a

™ O O T

)
)
)
)
)

@ =

Labour Relations Act (Act No.66 of 1995)
Employment Equity Act (Act No 55 of 1998)
Constitution of South Africa

Basic Conditions of Employment Act, 1997 (Act no. 75 of 1997)

Companies Act, 1973 (Act no. 61 of 1973)

Public Finance Management Act, Act 1 of 1999

SITA Code of Ethics

Codes of Good Practice for Dismissal (Schedule 8 of LRA)

RESTRICTED

Change comment
First release

Reviewed by Reuben Motsinoni

Page 2 of 12


http://www.sita.co.za/
mailto:name.surname@sita.co.za

RESTRICTED

Contents

References

Name of Policy

Policy Owner

Policy Statement

Scope and Application
. Rationale

. Objectives

7. Principles
8. Procedural Steps

8.1 Group of Employees
8.1.1 Stage One

8.1.2 Stage Two

8.2 Individual Employees
8.2.1 Stage One

8.2.2 Stage Two
8.2.3 Stage Three
9. The Role of HR/ER in Grievance policy and Procedure process

G (W N

()]

L0, ittt ene e enesasassne e sanshesas s sheshssesaeshs sesnEshs seshssh sesRE b sesRE R se SR g sh sasRs R sasRnehsshsassnssasanenssasarenes Non-Compliance
L ittt ittt ettt et et e er e et et b et b et s e tneehneehneehn s ns e besabesabeshneshne thsesRs sneeAnseRnsehn s Rs s Rs e b s earsenbeeanesanethneshnensennsennsenns Review
L ittt ettt eue et sntebesntehetnsenresase b sasshssasehnsaseansatetasehseRsshn s R e s s sa s sasebssasshssnnshssnneansrssassresnsennsnns Amendments
L3, ittt eeenesaenesne et shesa s shesasasshesh sesaEsh seshesh sesRE b sasRE SR se SR g sh se SR s R aRsR e R hesREshsshsesshssasasenssesenenssesanenes Compliance
Lttt ettt ettt eueeeue e be et e ebeebe et e eaneeaseehssabseabseabeeabeehbe oAb e ehseshseehs e s s eAsseAseehssehs s ks eabseabseabesabesanesanesees Responsibility
Lttt ittt ittt et et euee bt e bt ebe et e eabetabetaseeaseabseabseabeehbeeabeehseeas e b s eAsseassehs s bssabseabeeabeehbethbesasebsonnsenns Performance Indicators
LB ettt ittt ettt et eaeeeue et e et e etsebetatetaseeasebs et e ea b s enbeehbeehbeehseehsens oAb e ehs s bs e bsanbsenbeeabesabesanes Applicability to Other Policies
L7 ittt ittt ettt ettt eat e bt eehe et e bsebeeabetateeasseas e bseabseabseabeehbeeaaethbeeheeeheeeas oAb s eassehs s hs e b s et seabseabetabesanesanenes Quality Records
Annex A: Abbreviations, Terms and Definitions
A.1 Abbreviations

A.2 Terms and definitions
Annex B: Grievance form

Tables

Table 1 — Responsibilities
Table 2 — Related Policies

RESTRICTED Page 3 of 12



RESTRICTED

1. Name of Policy

Name of this Policy is “the SITA Grievance Policy and Procedure”

2. Policy Owner

The Executive responsible for Human Capital Management is the owner of this policy. .

3. Policy Statement

SITA recognises that any employee who has a grievance arising in course of the employment relationship
with SITA has the right to bring such grievance to the attention of management and to have such grievance
considered and adjudicated. SITA undertakes to resolve all employee grievances in a reasonable, fair and
speedy manner.

Unresolved grievances may be damaging to the morale of employees and the effective operation of SITA. A
Grievance policy and procedure is necessary to eliminate the possibility of any detrimental effects arising out
of unresolved grievances. This Grievance Policy aims to ensure that all communication channels are open
and receptive, and that all employees have an adequate opportunity to express their grievances. It further
aims to ensure that grievances are resolved timeously and fairly by adopting a problem-solving approach and
implementing any appropriate corrective action necessary.

This policy gives guidance to and provides a framework for all employees and SITA to deal with grievances
raised effectively, and at the earliest possible stage.

4. Scope and Application

a) This policy applies to all SITA employees inclusive of FTCs, Learners and Interns. However, other
grievances may be dealt with by soliciting assistance of an external conciliator/mediator subject to
agreement by both parties.

b) This policy may not be invoked in any matter pertaining to performance management policy/system
or any policy which has a clear outlined dispute resolution or appeal process.

5. Rationale
The purpose of this grievance policy is to:

a) promote sound labour relations in the workplace, i.e. consistency, transparency and fairness in the
handling of workplace problems and complaints;

b) establish a systematic, structured communications channel by means of which employees or a group
of employees can bring grievances to the attention of management;

c) ensure that all employees are afforded a channel to express their dissatisfaction without the fear of
victimisation;

d) make a process available in which employees and their supervisors/managers can develop and
maintain a relationship of openness and trust;
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e) ensure that all employees’ grievances are afforded attention irrespective of the position they may
hold;

f) empower employees with a platform to be able to raise issues of dissatisfaction with the employer;
and

g) protect the reputation of SITA.

6. Objectives

The objective of the Grievance Policy and Procedure will only be achieved if it functions effectively and is
properly utilized. In light of the above, SITA is committed to ensuring that:

a) Employees are aware of the opportunity to express grievances;

b) Employees feel free to express their grievances without the fear of victimization or intimidation or
prejudice to their employment relationship;

c) Employees are encouraged to use the procedure, but also warned not to abuse it with false
grievances; and

d) Sensitive grievances are dealt with privately, and confidentiality of information is maintained.

SITA in accepting this policy and procedure undertakes to do the following:

a) The resolution of all grievances timeously;

b) Recognizing the employees right to be represented by a fellow employee if he/she wishes to do so;

c) Ensuring that Management handles grievances with the Human Capital Management acting in an
advisory capacity;

d) Creating an environment in which an employee may lodge a grievance without fear of being
victimized or prejudiced,;

e) Ensure that all grievances are handled in a confidential manner; and

f) Ensure that each step in the procedure shall be subject to the stipulated time limits, unless otherwise
determined by the parties through mutual agreement.

7. Principles

a) Using this policy will not prejudice an employee’s future employment prospects; records or
written evidence of the matters raised under this policy will not be unreasonably used after the
problem is resolved;

b) Any SITA employee has the right to raise a grievance relating to their employment or working
conditions;

c) Individuals are encouraged to resolve any grievances on an informal basis. However, if unsuccessful,
the employee could follow the formal procedure for grievance and complaints;

d) An employee lodging a grievance in terms of this policy is entitled to representation (co-employee,
shop steward and/or a representative of recognised trade union), provided such person agrees to
represent the aggrieved employee.;

e) If the grievance concerns a group of employees, the group should nominate two (2) employees to act
on its behalf;
f) No recognised union representative should be victimised or prejudiced for representing any employee

during a grievance process;
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Each step in the policy shall be subject to stipulated time limits. It is, however, accepted that these
time limits may be varied by mutual agreement or in relation to the availability of a person involved in
the process;

In determining adherence to time limits, this should be calculated by excluding the first day and
including the last day;

The parties must adhere to the time limits set out in this policy, unless they agree to extend them;

A grievance must be lodged with the company within 30 days from the date on which the employee

becomes aware of the act or omission, which adversely affects him/her. Any grievance not reported
within 30 days from the date on which the employee becomes aware of the act or omission, which
adversely affects him/her, shall be considered in exceptional circumstances subject to a condonation
application (with reasons for late lodging), provided that it is reported no later than 60 days from the
date on which the employee becomes aware of the act or omission, which adversely affects him/her;

When considering a condonation application, the seriousness of the grievance raised, i.e. sexual
harassment, victimisation, discrimination, the nature and the extent of the conflict/discontent will be
considered (This should be dealt with in terms of the applicable policies);

Line managers at all various levels must consider every grievance lodged and make genuine attempts
to resolve the grievance;

A grievance must, where possible, be handled by the immediate supervisor of the aggrieved
employee. Other managers or external conciliators/ mediators may assist in facilitating a resolution to
the problem;

All grievances must be in writing and signed by the aggrieved employee before submitting to the
immediate supervisor;

The persons hearing the grievance, in all stages, should keep a record regarding the handling of the
grievance and the outcomes, such records should be forwarded to Human Capital Management
Resources / Employee Relations Department;

The aggrieved employee should be informed of the progress of his/her grievance within five working
days of lodging the grievance. The grievance should be acknowledged by the manager adjudicating it
within 2 working days and the aggrieved employee should be informed about the current status of
the grievance;

Electronic recordings must be used for grievance hearings at all stages;

In the event that there is no progress, the employee should refer the grievance to the next step in
terms of this policy; and

Unless agreed to by SITA and the employee, if the grievance is not addressed / heard within 30 days of
it being lodged (time frame for declaring dispute with CCMA will depend on the nature of the
dispute), the employee may refer the matter to the CCMA. Depending on the seriousness of the
grievance lodged the procedure may change where the grievance may commence on the last stage in
terms of the grievance procedure;

.When disciplinary or incapacity action is being instituted against an employee, that employee is not
allowed to lodge a grievance about an incident to which the disciplinary or incapacity action refers.

8. Procedural Steps

8.1 Group of Employees

Where a group of employees is directly involved in a grievance, they should follow the following steps:
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8.1.1 Stage One

1) The group must nominate a representative of two (2) employees among themselves or the group
may request a union representative to represent them;

2) The employees should put their grievance in writing;

3) The Line Executive must meet the group within ten (10) working days from the receipt of the
grievance; and

4) Unless SITA and the employee agree, the grievance shall be resolved within 30 days, given the
seriousness of the grievance, its complexity and necessary investigation and consultation.

8.1.2 Stage Two

1) If the group, through its representative, is not satisfied with the outcome, the grievance should be
referred to the next level of authority; and

2) If the aggrieved group is still dissatisfied with the outcome, the group may refer the matter to the
Commission for Conciliation, Mediation and Arbitration (CCMA).

8.2 Individual Employees

8.2.1 Stage One

1) The aggrieved employee should first report the grievance to the direct Supervisor/Manager (or his
designate), provided it is not against the Supervisor/Manager, in writing within thirty (30) working
days after the incident and submit another copy to the HCM / ER Department;

2) The Supervisor/Manager (or his designate) must endeavour to resolve the grievance and
communicate the outcome to the employee within ten (10) working days of the receipt of the
written grievance;

3) Once a decision has been issued by the Supervisor/Manager (or his designate) and the aggrieved
employee feels that the matter is not resolved satisfactorily, the employee has the right to escalate
the grievance to Stage 2 within ten (10) working days and such decision should be stated in the form
for both the employee and the Supervisor/ Manager to sign;

4) Where an employee is aggrieved by his/her immediate supervisor, the employee should approach
the next reporting level (Stage 2) of his/her immediate supervisor directly for the purpose of
resolving the grievance; and

5) Any decision taken must be reported to HCM, in writing, within five (5) days by the immediate
supervisor.

8.2.2 Stage Two

1) An unresolved grievance should be escalated to Stage 2 within ten (10) working days and such
decision should be stated in the form for both Employee and Manager to sign;

2) If the grievance remains unresolved, or five (5) working days have lapsed, the employee may refer
the grievance to the Line Executive;

3) Any decision taken must be reported to HCM, in writing, within five (5) working days by the
immediate supervisor.
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8.2.3 Stage Three

1) Unresolved grievance should be escalated to Stage 3 within ten (10) working days and such decision
should be stated in the form for both Employee and Manager to sign;

2) If the grievance remains unresolved, or five (5) working days have lapsed, the employee may refer
the grievance to the next level of authority; and

3) If, in the event the aggrieved employee is still dissatisfied with the outcome, the employee may refer
the matter to the Commission for Conciliation, Mediation and Arbitration (CCMA).

9. The Role of HR/ER in the Grievance policy and Procedure process

a) The effective handling of grievance is a line management function.
b) The HCBP/ER department is available to assist line management and employees to ensure correct
procedures are followed. ;
c) The Wellness department should ensure that support is provided to the employee where required;
d) The HCM/ ER department should ensure that disciplinary actions and procedures are applied
consistently, fairly and are in conformity with this Grievance policy and procedure;
e) The HCM / ER department is responsible for record-keeping of grievance and disciplinary procedures;
f) The HCM / ER department is responsible for the facilitation of formal grievance hearing by:
i. Facilitating the appointment of a Chairperson of the grievance hearing, an Investigating
Officer and Initiator.
ii. Preparing venue, providing tape recording, etc.
g) The HCM / ER department should:
i Ensure that the policy is communicated to all employees.
ii. Train line management and supervisors on the policy.

10. Non-Compliance

Non-compliance to this policy constitutes a breach and the non-compliant employees may be subjected to
disciplinary actions / sanctions as stipulated in terms of the SITA Disciplinary Code.

11. Review

This policy will be reviewed at least every 3 years or earlier where required to respond to organisational
needs and/or relevant legislative changes.

12. Amendments

The employer reserves the right to make amendments to the policy as may be necessary from time to time.
Any such amendments will only be implemented after proper consultation with employees or a duly
recognised trade union.
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13. Compliance

Any employee who does not adhere to the conditions stipulated herein may be subjected to Disciplinary
action in terms of the SITA Disciplinary Code.

14. Responsibility

Table 1 —Responsibilities

Responsibility Responsible Party

Implementation Employee Relations and HR
Compliance All SITA employees

Monitoring and Evaluation Lead Consultant: Employee Relations
Development and/or Review Senior Manager: ER and Wellness

Employee Relations Team

Interpretation and Advice Employee Relations Team

15. Performance Indicators

Resolution of the grievance within stipulated time frames.

16. Applicability to Other Policies
Table 2 —Related Policies

Related Policy Relationship (recall, support, relevant)
Disciplinary Code and Policy Relevant
SITA Employment Conditions Relevant
SITA code of conduct Relevant
SITA delegation of authority Relevant

17. Quality Records

a) All grievances shall be recorded on the ER Case Management Tool by the HCBPS and Employee
Relations section.

b) Documents filed in the personal file of an employee at the HR department.

c) Copies made available to employee representative or Union.
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Annex A: Abbreviations, Terms and Definitions

A.1 Abbreviations

CCMA Commission for Conciliation, Mediation and Arbitration
HR Human Resources

SITA State Information Technology Agency

HCM Human Capital Management

ER Employee Relations

A.2 Terms and definitions

Unless the context of this document indicates otherwise in this Grievance Policy and Procedure, words
denoting the masculine gender also include the feminine gender and any reference to the singular shall
include the plural and vice versa.

The following word definitions shall apply:

Term Definition

Mild Grievance This type of grievance does not involve a dispute of facts or require that evidence be
lead to understand the nature of the grievance. The superior can easily ascertain the
nature of the problem and that he/she is capable of resolving the grievance without
assistance. For example an employee lodges a complaint about the unclean state of the
toilet facilities. In this instance the superior is required to follow the Informal Grievance
Investigation Procedure.

Serious Grievance This type of grievance revolves around a dispute of facts and further evidence or witness
testimonies may be necessary to understand the nature of the grievance. Alternatively,
the superior does not feel he/she is capable of resolving the grievance without
assistance. For example, one employee claims another employee hit him during their
lunch break. In this instance the grievance must be channelled through the formal
Grievance Hearing Procedure.

Sensitive Grievance The sensitive grievance may include grievances about discrimination, sexual harassment
and other forms of harassment, victimisation etc. In this instance the grievance must be
channelled through the formal Grievance Hearing Procedure.
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Annex B: Grievance form

Grievance Procedure

STATE INFORMATION TECHNOLOGY AGENCY GRIEVANCE FORM

COMPLAINANT
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1. Name of Policy

Name of this Policy is “the SITA Grievance Policy and Procedure”

2. Policy Owner

The Executive responsible for Human Capital Management is the owner of this policy.

3. Policy Statement

SITA recognises that any employee who has a grievance arising in course of the employment relationship
with SITA has the right to bring such grievance to the attention of management and to have such grievance
considered and adjudicated. SITA undertakes to resolve all employee grievances in a reasonable, fair and
speedy manner.

Unresolved grievances may be damaging to the morale of employees and the effective operation of SITA. A
Grievance policy and procedure is necessary to eliminate the possibility of any detrimental effects arising out
of unresolved grievances. This Grievance Policy aims to ensure that all communication channels are open
and receptive, and that all employees have an adequate opportunity to express their grievances. It further
aims to ensure that grievances are resolved timeously and fairly by adopting a problem-solving approach and
implementing any appropriate corrective action necessary.

This policy gives guidance to and provides a framework for all employees and SITA to deal with grievances
raised effectively, and at the earliest possible stage.

4. Scope and Application

a) This policy applies to all SITA employees inclusive of FTCs, Learners and Interns. However, other
grievances may be dealt with by soliciting assistance of an external conciliator/mediator subject to
agreement by both parties.

b) This policy may not be invoked in any matter pertaining to performance management policy/system
or any policy which has a clear outlined dispute resolution or appeal process.

5. Rationale
The purpose of this grievance policy is to:

a) promote sound labour relations in the workplace, i.e. consistency, transparency and fairness in the
handling of workplace problems and complaints;

b) establish a systematic, structured communications channel by means of which employees or a group
of employees can bring grievances to the attention of management;

c) ensure that all employees are afforded a channel to express their dissatisfaction without the fear of
victimisation;

d) make a process available in which employees and their supervisors/managers can develop and
maintain a relationship of openness and trust;
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e) ensure that all employees’ grievances are afforded attention irrespective of the position they may
hold;

f) empower employees with a platform to be able to raise issues of dissatisfaction with the employer;
and

g) protect the reputation of SITA.

6. Objectives

The objective of the Grievance Policy and Procedure will only be achieved if it functions effectively and is
properly utilized. In light of the above, SITA is committed to ensuring that:

a) Employees are aware of the opportunity to express grievances;

b) Employees feel free to express their grievances without the fear of victimization or intimidation or
prejudice to their employment relationship;

c) Employees are encouraged to use the procedure, but also warned not to abuse it with false
grievances; and

d) Sensitive grievances are dealt with privately, and confidentiality of information is maintained.

SITA in accepting this policy and procedure undertakes to do the following:

a) The resolution of all grievances timeously;

b) Recognizing the employees right to be represented by a fellow employee if he/she wishes to do so;

c) Ensuring that Management handles grievances with the Human Capital Management acting in an
advisory capacity;

d) Creating an environment in which an employee may lodge a grievance without fear of being
victimized or prejudiced,;

e) Ensure that all grievances are handled in a confidential manner; and

f) Ensure that each step in the procedure shall be subject to the stipulated time limits, unless otherwise
determined by the parties through mutual agreement.

7. Principles

a) Using this policy will not prejudice an employee’s future employment prospects; records or
written evidence of the matters raised under this policy will not be unreasonably used after the
problem is resolved;

b) Any SITA employee has the right to raise a grievance relating to their employment or working
conditions;

c) Individuals are encouraged to resolve any grievances on an informal basis. However, if unsuccessful,
the employee could follow the formal procedure for grievance and complaints;

d) An employee lodging a grievance in terms of this policy is entitled to representation (co-employee,
shop steward and/or a representative of recognised trade union), provided such person agrees to
represent the aggrieved employee.;

e) If the grievance concerns a group of employees, the group should nominate two (2) employees to act
on its behalf;
f) No recognised union representative should be victimised or prejudiced for representing any employee

during a grievance process;
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g) Each step in the policy shall be subject to stipulated time limits. It is, however, accepted that these
time limits may be varied by mutual agreement or in relation to the availability of a person involved in
the process;

h) In determining adherence to time limits, this should be calculated by excluding the first day and
including the last day;

i) The parties must adhere to the time limits set out in this policy, unless they agree to extend them;

j) A grievance must be lodged with the company within 30 days from the date on which the employee
becomes aware of the act or omission, which adversely affects him/her. Any grievance not reported
within 30 days from the date on which the employee becomes aware of the act or omission, which
adversely affects him/her, shall be considered in exceptional circumstances subject to a condonation
application (with reasons for late lodging), provided that it is reported no later than 60 days from the
date on which the employee becomes aware of the act or omission, which adversely affects him/her;

k) When considering a condonation application, the seriousness of the grievance raised, i.e. sexual
harassment, victimisation, discrimination, the nature and the extent of the conflict/discontent will be
considered (This should be dealt with in terms of the applicable policies);

) Line managers at all various levels must consider every grievance lodged and make genuine attempts
to resolve the grievance;

m) A grievance must, where possible, be handled by the immediate supervisor of the aggrieved
employee. Other managers or external conciliators/ mediators may assist in facilitating a resolution to
the problem;

n) All grievances must be in writing and signed by the aggrieved employee before submitting to the
immediate supervisor;

o) The persons hearing the grievance, in all stages, should keep a record regarding the handling of the
grievance and the outcomes, such records should be forwarded to Human Capital Management
Resources / Employee Relations Department;

o)) The aggrieved employee should be informed of the progress of his/her grievance within five working
days of lodging the grievance. The grievance should be acknowledged by the manager adjudicating it
within 2 working days and the aggrieved employee should be informed about the current status of
the grievance;

q) Electronic recordings must be used for grievance hearings at all stages;

r) In the event that there is no progress, the employee should refer the grievance to the next step in
terms of this policy; and

s) Unless agreed to by SITA and the employee, if the grievance is not addressed / heard within 30 days of
it being lodged (time frame for declaring dispute with CCMA will depend on the nature of the
dispute), the employee may refer the matter to the CCMA. Depending on the seriousness of the
grievance lodged the procedure may change where the grievance may commence on the last stage in
terms of the grievance procedure;

t) When disciplinary or incapacity action is being instituted against an employee, that employee is not
allowed to lodge a grievance about an incident to which the disciplinary or incapacity action refers.

8. Procedural Steps

8.1 Group of Employees

Where a group of employees is directly involved in a grievance, they should follow the following steps:
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8.1.1 Stage One

1) The group must nominate a representative of two (2) employees among themselves or the group
may request a union representative to represent them;

2) The employees should put their grievance in writing;

3) The Line Executive must meet the group within ten (10) working days from the receipt of the
grievance; and

4) Unless SITA and the employee agree, the grievance shall be resolved within 30 days, given the
seriousness of the grievance, its complexity and necessary investigation and consultation.

8.1.2 Stage Two

1) If the group, through its representative, is not satisfied with the outcome, the grievance should be
referred to the next level of authority; and

2) If the aggrieved group is still dissatisfied with the outcome, the group may refer the matter to the
Commission for Conciliation, Mediation and Arbitration (CCMA).

8.2 Individual Employees

8.2.1 Stage One

1) The aggrieved employee should first report the grievance to the direct Supervisor/Manager (or his
designate), provided it is not against the Supervisor/Manager, in writing within thirty (30) working
days after the incident and submit another copy to the HCM / ER Department;

2) The Supervisor/Manager (or his designate) must endeavour to resolve the grievance and
communicate the outcome to the employee within ten (10) working days of the receipt of the
written grievance;

3) Once a decision has been issued by the Supervisor/Manager (or his designate) and the aggrieved
employee feels that the matter is not resolved satisfactorily, the employee has the right to escalate
the grievance to Stage 2 within ten (10) working days and such decision should be stated in the form
for both the employee and the Supervisor/ Manager to sign;

4) Where an employee is aggrieved by his/her immediate supervisor, the employee should approach
the next reporting level (Stage 2) of his/her immediate supervisor directly for the purpose of
resolving the grievance; and

5) Any decision taken must be reported to HCM, in writing, within five (5) days by the immediate
supervisor.

8.2.2 Stage Two

1) An unresolved grievance should be escalated to Stage 2 within ten (10) working days and such
decision should be stated in the form for both Employee and Manager to sign;

2) If the grievance remains unresolved, or five (5) working days have lapsed, the employee may refer
the grievance to the Line Executive;

3) Any decision taken must be reported to HCM, in writing, within five (5) working days by the
immediate supervisor.

RESTRICTED Page 7 of 12



RESTRICTED

8.2.3 Stage Three

1) Unresolved grievance should be escalated to Stage 3 within ten (10) working days and such decision
should be stated in the form for both Employee and Manager to sign;

2) If the grievance remains unresolved, or five (5) working days have lapsed, the employee may refer
the grievance to the next level of authority; and

3) If, in the event the aggrieved employee is still dissatisfied with the outcome, the employee may refer
the matter to the Commission for Conciliation, Mediation and Arbitration (CCMA).

9. The Role of HR/ER in the Grievance policy and Procedure process

a) The effective handling of grievance is a line management function.
b) The HCBP/ER department is available to assist line management and employees to ensure correct
procedures are followed. ;
c) The Wellness department should ensure that support is provided to the employee where required;
d) The HCM/ ER department should ensure that disciplinary actions and procedures are applied
consistently, fairly and are in conformity with this Grievance policy and procedure;
e) The HCM / ER department is responsible for record-keeping of grievance and disciplinary procedures;
f) The HCM / ER department is responsible for the facilitation of formal grievance hearing by:
i. Facilitating the appointment of a Chairperson of the grievance hearing, an Investigating
Officer and Initiator.
ii. Preparing venue, providing tape recording, etc.
g) The HCM / ER department should:
i Ensure that the policy is communicated to all employees.
ii. Train line management and supervisors on the policy.

10. Non-Compliance

Non-compliance to this policy constitutes a breach and the non-compliant employees may be subjected to
disciplinary actions / sanctions as stipulated in terms of the SITA Disciplinary Code.

11. Review

This policy will be reviewed at least every 3 years or earlier where required to respond to organisational
needs and/or relevant legislative changes.

12. Amendments

The employer reserves the right to make amendments to the policy as may be necessary from time to time.
Any such amendments will only be implemented after proper consultation with employees or a duly
recognised trade union.
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13. Compliance

Any employee who does not adhere to the conditions stipulated herein may be subjected to Disciplinary
action in terms of the SITA Disciplinary Code.

14. Responsibility

Table 1 —Responsibilities

Responsibility Responsible Party

Implementation Employee Relations and HR
Compliance All SITA employees

Monitoring and Evaluation Lead Consultant: Employee Relations
Development and/or Review Senior Manager: ER and Wellness

Employee Relations Team

Interpretation and Advice Employee Relations Team

15. Performance Indicators

Resolution of the grievance within stipulated time frames.

16. Applicability to Other Policies
Table 2 —Related Policies

Related Policy Relationship (recall, support, relevant)
Disciplinary Code and Policy Relevant
SITA Employment Conditions Relevant
SITA code of conduct Relevant
SITA delegation of authority Relevant

17. Quality Records

a) All grievances shall be recorded on the ER Case Management Tool by the HCBPS and Employee
Relations section.

b) Documents filed in the personal file of an employee at the HR department.

c) Copies made available to employee representative or Union.
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Annex A: Abbreviations, Terms and Definitions

A.1 Abbreviations

CCMA Commission for Conciliation, Mediation and Arbitration
HR Human Resources

SITA State Information Technology Agency

HCM Human Capital Management

ER Employee Relations

A.2 Terms and definitions

Unless the context of this document indicates otherwise in this Grievance Policy and Procedure, words
denoting the masculine gender also include the feminine gender and any reference to the singular shall
include the plural and vice versa.

The following word definitions shall apply:

Term Definition

Mild Grievance This type of grievance does not involve a dispute of facts or require that evidence be
lead to understand the nature of the grievance. The superior can easily ascertain the
nature of the problem and that he/she is capable of resolving the grievance without
assistance. For example an employee lodges a complaint about the unclean state of the
toilet facilities. In this instance the superior is required to follow the Informal Grievance
Investigation Procedure.

Serious Grievance This type of grievance revolves around a dispute of facts and further evidence or witness
testimonies may be necessary to understand the nature of the grievance. Alternatively,
the superior does not feel he/she is capable of resolving the grievance without
assistance. For example, one employee claims another employee hit him during their
lunch break. In this instance the grievance must be channelled through the formal
Grievance Hearing Procedure.

Sensitive Grievance The sensitive grievance may include grievances about discrimination, sexual harassment
and other forms of harassment, victimisation etc. In this instance the grievance must be
channelled through the formal Grievance Hearing Procedure.
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Annex B: Grievance form

Grievance Procedure

STATE INFORMATION TECHNOLOGY AGENCY GRIEVANCE FORM

COMPLAINANT

RESTRICTED Page 11 of 12




RESTRICTED

Witnessed by: Signature: Date:
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Policy Provision

Current Provision

Proposed Amendment

Policy Name

Succession Management Policy

Succession Management Policy

Policy Owner

The Executive Corporate Services is mandated to promulgate this policy

The Executive responsible for Human Capital Management is the owner of this
policy

Policy Statement

The rapid technological advances and the advent of the Fourth Industrial

Revolution provides a significant opportunity for SITA to play a critical role in

enabling government to achieve the National Development Plan 2030 vision. It

poses new challenges for SITA in terms of maintaining stability within the

organization as well as the ability to attract, develop and retain skills

compatible and supportive of its strategy. Succession Management is regarded

as a key lever in managing talent and ensuring that key leadership and

technical competencies are nurtured and readily available. This policy provides

an approach and guidelines on succession management to ensure that SITA

has the right skills to be able to deliver on its strategic objectives. The main

purpose of this policy is to —

a) continuously define future leadership and technical competency
requirements;

b) identify succession candidates;

c) assess, develop and retain succession candidates in order to ensure
continuity for leadership and critical positions;

d) ensure an internal pool of competent employees who can occupy key
leadership and critical positions;

e) contribute to the achievement of SITA’s Digital Strategy through having a
clearly defined succession management policy and process.

Rationale

As one of the key talent management interventions, succession management
will give effect to the Employer of Choice Strategy by thoroughly outlining a
systematic process for identifying key positions within SITA and creating an
internal leadership and technical talent pipeline. The succession
management policy and framework supports SITA’s efforts around building
core capability to have identified key positions filled by internal candidates as
and when they become vacant. The SITA talent management strategy
dictates that we attract, acquire and retain the best talent. Succession
management is one intervention that enables this strategic intent.

Succession management is an integral part of the human capital strategy
which benefits both the employee (growth and development) and SITA
(realising SITA goals through retaining the right skills and building future
leadership and technical capability).

Succession management is an integral part of the Human Capital Strategy 2020
— 2024 and as one of the key talent management interventions enables the ICT
Skills Growth (Digital Transformation Skills Development and Retention) and
Leadership Transformation pillar of the HCM strategy by thoroughly outlining a
systematic process for identifying key positions within SITA and creating an
internal leadership and critical technical talent pipeline. The succession
management policy and framework supports SITA’s efforts of building capable
and effective digital and/or digitally aware skills in both the core and support
functions to have identified key positions filled by internal candidates as and
when they become vacant to ensure continuity and be able to deliver on the
Digital Strategy.




Principles

The principles guiding succession management are as follows:—

a) a methodical process to ensure continuity for key leadership
positions

b) the identification of individuals within the organization who possess
key skills and attributes;

c) the planned nurturing and development of identified successors;

d) alignment with the career aspirations, values and preferences of
employees pursuing key leadership and technical roles and the
strategic needs of the organization;

e) prepare and support identified candidates to execute current and
future business strategies;

f) diversify the leadership and technical bench for a variety of future
roles;

g) support the continuous efforts towards SITA becoming a high-
performance organisation and an employer of choice;

h) embody fairness, transparency and equity with due regard to
arbitrary discriminatory factors such as race, language, age,
gender, sexual orientation, religion, culture and political affiliation;
and

i) beresponsive to changing organisational needs

The principles guiding succession management are as follows:—

a) balanced approach that blends objectivity and empathy;

b) a methodical process to ensure continuity for key leadership
positions;

c) a people-intensive and objective process with tools and process that
support that;

d) the identification of individuals within the organization who possess
key skills and attributes;

e) the planned nurturing and development of identified successors;

f) alignment with the career aspirations, values and preferences of
employees pursuing key leadership and critical roles and the
strategic needs of the organization;

g) prepare and support identified candidates to execute current and
future business strategies;

h) diversify the leadership and critical skills bench for a variety of future
roles;

i) enable the ICT Skills Growth (Digital Transformation Skills

Development and Retention) and Leadership Transformation pillar of

the HCM strategy intended to support SITA’s Digital Strategy;

j) embody fairness, transparency and equity with due regard to arbitrary
discriminatory factors such as race, language, age, gender, sexual
orientation, religion, culture and political affiliation; and

k) be responsive to changing organisational needs.

Scope and application

This policy —
a) is only applicable to SITA permanent employees and fixed term
contractors;

b) may be amended at any time subject to consultation; and
c) does not grant any additional rights to those to whom it applies to.

This policy —
a) is applicable to SITA permanent employees and fixed term
contractors;

b) may be amended at any time subject to consultation; and
c) does not grant any additional rights to those to whom it applies to.

Criteria for the
identification of succession
candidates

The identification of candidates shall at all times take into consideration the
following criteria:

a) The employee has been appointed permanently for an
uninterrupted period of 12 months or more within SITA;

b) The employee has been nominated by line management and has
been identified through the talent management system, as being a

The identification of candidates shall at all times take into consideration the
following criteria:

a) The employee has been appointed for an uninterrupted period of 6
months or more within SITA;

b) The employee has been nominated by line management and has
been identified through the talent management system, as being a




)

d)

e)

suitable succession candidate;

The employee has completed the talent assessment process and is
found to be suitable for succession purposes in terms of a
combination of performance, potential and learning agility;

The nominated employee meets the minimum requirements as per
the SITA 9 Box metrics as per the talent management system and
may be subjected to further assessments i.e. psychometric tests,
competency assessment, role plays and further reference checks
(criminal, citizenship, qualifications and credit checks) where
necessary; and

Employees that are acting in vacant higher positions for periods over
three months; shall automatically qualify for inclusion into the
succession pool subject to clause a, b, c and d above being met.

suitable succession candidate;

The employee has completed the talent assessment process, and is
found to be suitable for succession purposes in terms of a
combination of performance, potential and learning agility;

The selected employee meets the minimum requirements as per the
SITA 9-Box matrix of the talent management system and has
successfully gone through the assessment and selection process;
Employees that are acting in vacant higher positions for periods over
three months shall automatically qualify for inclusion into the
succession pool subject to clause a, b, c and d above being met.

The integration of
succession management
with the Talent Sourcing
and Retention Policy

Vacant positions

a)

e)

SITA may, at the discretion of the Chief Executive Officer,
“reinfence” certain positions to be filled by candidates in the
succession pool. This may be done for positions that are classified
as critical or scarce and in situations where a lot of investment has
been made on potential successors;

Identified candidates in the succession pool may be made aware of
vacant advertised positions that are in line with achieving their
objectives as stipulated in their succession plans thus, line
managers should ensure that no expectation is created that they
will be appointed into the advertised posts;

In instances where the succession candidate is not suitable for the
position, other candidates who also met the criteria will be
considered and the recruitment process will continue;

In instances where a potential successor(s) has/have been
identified and matched against more than one vacancy/job profile
he or she may be allowed to compete for both positions following
the normal recruitment process based on the set criteria;

The responsible line manager shall in conjunction with the
Consultant: Career Management and Succession Planning track
and keep record of all potential successors and their succession
plan metrics;

The positions earmarked for succession shall always be advertised
internally first in order to afford the candidates on the succession
management program an opportunity to apply;

Identified candidates in the succession pool may be made aware of
vacant advertised positions that are in line with achieving their
objectives as stipulated in their succession plans. Thus, line managers
should ensure that no expectation is created that they will be
appointed into the advertised posts;

In instances where the succession candidate is not suitable for the
position, other candidates who also met the criteria will be
considered and the recruitment process will continue;

In instances where a potential successor(s) has/have been identified
and matched against more than one vacancy/job profile he or she
may be allowed to compete for both positions following the normal
recruitment process based on the set criteria;

The responsible line manager shall in conjunction with the
Consultant: Career Management & Succession Planning and Human
Capital Business Partner track and keep record of all potential
successors and their succession profiles;

Through the talent management process, succession candidates will
be afforded the opportunity to shadow other jobs for developmental
purposes and as prescribed by their succession plan in conjunction
with their Personal Development Plan (PDP); and
Candidates that have been identified to the Succession pool shall
adhere to the Learning & Development policy in relation to the
developmental work-back clause.




f) Through the talent management process, succession candidates will

be afforded the opportunity to shadow other jobs for
developmental purposes and as prescribed by their succession plan
in conjunction with their PDP; and

g) Candidates that have been identified to be part of the succession

pool shall adhere to the training and development policy in relation
to the developmental work back clause.

Process

Step

Process Responsibility

Identify key leadership and Line Executive
technical positions across the
business.

Identify competencies for key Assigned OD Specialist
leadership and technical
positions.

Determine the possibility of Line Executive
these key positions being vacant
in the short to medium term.

Identify potential successors for | Line Executive
key leadership and technical
positions that could become
vacant in the short to medium
term.

Have a succession management | Line Executive
discussion with potential
successors.

Assessment of identified OD — Assessment Unit
potential successors

Develop succession Sourcing and Development
management plans (SITA,
business unit and individual)

Implement the succession Succession candidate
management plans.

Before the succession management process can be implemented the following
needs to be set up and in place:

(a) Identify critical positions
(i) Key positions will need consideration of:

° individual employees in key positions that are
leaving the organisation, i.e. retirements and
employees in leadership positions;

° review of each business function and strategic
area, focusing on what new capabilities will be
needed to deliver on the digital strategy; and

° high impact critical roles that will affect the
stability and continuity of the organisation if they
were to become vacant.

(ii)  Employees with high potential: High potential employees
in the organisation will need to be identified using the
9-box performance/potential grid.

(b) Identify the key competencies: For each position identified
above, the leadership and technical competencies required
should be identified. These are job-specific competencies
required for each position as follows:

(i) Knowledge;

(i) skills;

(iii) abilities; and

(iv)  characteristics.

(c) Consider employment equity, skills development and BBBEE
targets: The succession management plan needs to incorporate
and take cognisance of other key HCM-related plans and
strategies.




(d) Identify mentors and coaches: The effective transfer of
knowledge is imperative for the success of the succession
process; thus mentors and coaches should be selected
carefully. This should take into consideration that not everyone
is able to mentor and coach effectively, despite their expertise.
It is also important that mentors are fully committed to the
process and their mentorship function should be included in
their individual performance contracts. Upon identification and
acceptance, mentors and coaches will be trained to assist them
in coaching and mentoring effectively. Retirees should be the
first considerations as mentors.

(e) Identify methods of assessment: For all positions identified,
assessments that are going to be used to identify and select
candidates and evaluate their progress through the succession
process should be identified. The assessments should be
science-based and evidence-supported, producing accurate
and valid results. The assessments are necessary to objectively
evaluate readiness, competencies and skill of potential
succession candidates. Each tool used should indicate areas of
strength and developmental gaps to be effective. The following
tools will be utilised:

(i) leadership assessments for positions on job grade D-
level and above;

(iiy  technical assessments for all technical positions; and

(iii) interview panel — a formal interview where potential
succession delegates are rated and the interviews are
documented for future reference.

(f) Identify methods of training and development: A combination of
training methods will be used to develop the succession
candidates:

(i) Formal learning programmes: This will include all
learning initiatives that require a learner to follow a
structured learning  programme  with  specific
measurable objective and outcomes leading to a
qualification or certificate.




(8)

(h)

(ii)  Informal learning programmes: These are unstructured
programmes that encourage ongoing learning and
promote a continuous culture of learning within the
organisation. They form the most critical type of
learning in the workplace, intended to improve the
employee’s competencies without any structured
learning programme.

Specify timeframes:

(i) Succession planning at its core is about preparing an
organisation for the future; however, the common
mistake that many organisations make is to build their
succession processes around the needs of their current
roles and not what those roles should look like in the
future. Succession planning timeframes thus differ from
position to position and also at the different levels.
Based on the readiness of succession candidates, a
succession plan can run between one to five years and
may be up to ten years for executive positions. A typical
succession plan cycle will consists of the following:

(1) period of learning;
(2) period of performance; and
(3) sustainability period.

(ii)  Succession plan timeframes should be specified and
address the following:

(1) the commencement and end date of the
development cycle;

(2) training cycles;

(3) appraisal periods and intervals; and

(4) assessment dates, duration of assignments and
projects.

Integrate succession management with policies and procedures:
Succession management is aimed at providing continuity in the
leadership and critical skills pipeline and to develop a deeper
capacity for leadership and performance. However, to
implement an integrated and effective succession management




process there first needs to be an explicit link between the
succession process and other policies and processes. Thus, to
ensure the success of succession management it needs to be
integrated with other policies and processes, including

recruitment, performance management, recognition and
reward and training and development. This will ensure
retention of candidates to minimise the risk of investing in

employees who then leave the organisation prematurely.

Succession management
implementation

The identification of candidates shall at all times take into consideration the
following criteria:

a) The employee has been appointed permanently for an
uninterrupted period of 12 months or more within SITA;

b) The employee has been nominated by line management and has
been identified through the talent management system, as being a
suitable succession candidate;

c) The employee has completed the talent assessment process and is
found to be suitable for succession purposes in terms of a
combination of performance, potential and learning agility;

d) The nominated employee meets the minimum requirements as per
the SITA 9 Box metrics as per the talent management system and
may be subjected to further assessments i.e. psychometric tests,
competency assessment, role plays and further reference checks
(criminal, citizenship, qualifications and credit checks) where
necessary; and

e) Employees that are acting in vacant higher positions for periods
over three months; shall automatically qualify for inclusion into the
succession pool subject to clause a, b, c and d above being met.

Upon setting up a succession management plan, the following needs to be
done to execute the plan and ensure development of succession candidates:

(a) Identify potential candidates: The intention is to create a
succession programme in which leaders and employees want
to participate. This can only happen when all participants
appreciate its value and feel that it is fair and transparent, and
that it ultimately creates more opportunities for all involved.
The selection process must be uniform and fair. The following
will be followed to identify potential candidates:

(i) Through a talent review process, each division can

identify and nominate high-potential candidates.
Conducting a talent review will require managers and
executives to assess employees across the organisation
on performance and future potential. The insight
gained from talent reviews will allow leaders to make
strategic talent decisions and plan properly to build
bench strength for their divisions.

(i) Advertise identified key leadership and critical positions
and allow all employees to opportunity to apply. The
minimum requirements and competencies for each
identified position must be specified and potential
candidates screened accordingly.

(iii) Candidates that do not meet the minimum requirements
should be provided with feedback and a discussion on
their career pathing and individual development plan
should be done.

(b) Assess candidates’ potential: Uniform assessment tools will be




(c)

used for different levels and positions to ensure fairness of the

process. Assessments will be conducted based on specified key

competencies for identified leadership and critical positions

and readiness of candidates determined.

(i) A readiness scaling, “Ready now”, “Ready 1-2 years” and
“Ready 3-5 years” should be specified. The following
tools can be used to assess potential of candidates and

their readiness:

(1) leadership assessment for positions on job grade
D-level and above;

(2)  technical assessment for all technical positions;
and

(3) 9-box grid (see below), which will measure an
employee’s current and potential level of
contribution to the organisation;

(i)  Data from the candidate’s assessment will be used to
craft an individual candidate’s succession profile that
highlights and monitors gaps between where
candidates are now and where they need to be to
move into their future roles.

(iii) The succession profile will combine information about the
selection criteria for the position with the candidate’s
education, experience, potential and current readiness
for the role, as well as development gaps gathered
from the assessments.

Interview prospective candidates: The selection of candidates is
on the basis that they can fulfil the basic requirements and
have been assessed in terms of competence and ability to
undertake the succession plan process. The interview will be
done by a panel and will thus focus on assessing suitability in
terms of personality, cultural fit and other characteristics
required from the individual’s profile. Candidates who are not
successful should be provided with feedback on why they are
not suitable, as well as guidance on areas of improvement so
that they may improve their prospects for success during




(d)

(e)

subsequent succession management cycles.

Prepare individual development plans: The organization will
need a variety of activities and opportunities for succession
candidates to learn new skills and this is what the individual
development plan will specify. Managers must be prepared to
hold candidates accountable for their own growth. To formalise
the individual succession plan the following will be completed:

(i) Individual development plan crafted and agreed by with
the employee and manager with time frames, gaps and
initiatives to close the gaps and assessment tools to
determined readiness. An individual development plan
is an important document that succession candidates
should use to map out their personal development
goals and actions, and to track their own status and
progress toward the goals they have set.

(iiy  Performance contract developed and agreed with
deliverables and timeframes.

(iii) The expectation of successful candidates should be
managed by clarifying that acceptance into the
programme doesn’t guarantee appointment and that
their success depends on their performance on the
programme. This information should be clarified in the
contract with successful candidates.

Assign mentors and coaches for candidates: Studies have shown
that the best way to develop high-potential individuals is to
provide them with a series of stretch assignments paired with
coaching and mentoring support necessary to push them out of
their comfort zones. Thus, mentors and coaches are critical to
the development of succession candidates and the following
should be considered:

(i) Before mentors and coaches can be allocated to
candidates, they will be trained to allow them
effectively undertake their roles.

(i)  Formalise the mentorship programme with detailed
instructions, timeframes and outcomes expected.




(iii) The mentorship tasks should be incorporated into the
performance contract of the mentors/coach.

(iv)  Where possible, external mentors and coaches should be
considered for leadership candidates.

(f) Provide training and development opportunities:

(i) Based on the gaps identified from the assessment,
training and development initiatives should be
identified with timeframes for all succession
candidates. A basket of development options should be
made available to all candidates, depending on the
nature of competence and the job level, including
secondments, work assignments, action learning, and
mentoring/coaching, as well as formalised learning
courses.

(g) Assess readiness of candidates: Assessing candidates’ on-the-
job competencies is important to obtain a baseline and
determine the candidates’ readiness to assume new
responsibility. The same assessment tools used at the initial
assessment should be used to measure progress and
determine the readiness level of candidates following the three
categories above (ready now, ready 1-2 years and ready 3-5
years). Employees should be given the opportunity to apply the
knowledge gained from training and development initiatives
practically before measuring progress. In addition to this,
feedback should be sought from the mentor/coach.

(h) Discuss results and develop action plans: Based on the
assessment feedback of the candidate, the competency and
skills gaps should be addressed and action plans crafted for the
employee. In cases where there is no sufficient progress made
and there is no fit to the position, this needs to be
communicated with the candidate and a way forward in terms
of exit plans or alternatives agreed upon.

(i) Placement of qualified candidates: To manage expectations, it
should be clarified with candidates that they will not just be
promoted into positions upon completing the programme




without having the necessary skills and experience. The
succession positions will be advertised for succession
candidates to follow the recruitment process.

Measure progress: Having implemented succession management it is critical to
continuously monitor and measure progress of the overall process. The
organisation should be in a position to know whether the right people are
moving at the right pace into the right jobs at the right time. The ultimate goal
of this process is to ensure bench strength for leadership and critical positions
within the organisation; thus, to make succession management planning
process work, goals need to be established and progress tracked against those
goals. Measuring the number of succession candidates identified will not be as
impactful as measuring the percentage of placement of succession candidates.
Managers and the organisation should thus establish goals that would be able
to gauge the overall impact of the process

Non-compliance

Non-compliance to this policy constitutes a breach and non-compliant
employees may be subjected to sanctions as stipulated in the SITA Disciplinary
Code

Implementation

This policy will be communicated to all SITA employees upon promulgation.
Communication will be done by means of Corporate Communications and road
shows.

Applicability to other
policies

This policy should be read in conjunction with the following policies and
strategies
° SITA Succession Management Strategy

° SITA Talent Sourcing and Retention Policy
° SITA Learning & Development Policy
° Integrated Corporate Performance Management (ICPM)Policy

Review Period

This policy will be reviewed every two to three years, to respond to
organisational needs and/or relevant legislative changes as well as the
Succession Management Strategy.

Definitions

Succession management: The proactive approach of managing talent which
involves the identification of high potentials for anticipated future skills
needs and the tailored development of these individuals so that there is a
talent pool and leadership pipeline available to meet organizational needs.
Leadership position(s): Positions occupied by individuals that have people
reporting to them

Technical position(s): Positions that are occupied by individuals with
technical expertise and in most instances don’t have people reporting to
them

Assessment(s): A series of tests facilitated by a qualified practitioner to
evaluate behaviour, skills, abilities and capabilities for a variety of purposes
such as development.

Candidate career plan: An employee’s outlined career pathing plan based on
their current position.

Candidate current competency: An employee’s current capability levels,
knowledge and skills as provided by assessment feedback.

Competencies: Identified behaviours, knowledge, skills and abilities that
directly and positively impact the success of the employee and the




Leadership / technical bench: Refers to a group of individuals within an
organization who have been identified as high potentials with scarce skills
and would be considered to fill either leadership or technical positions.

High performance individuals: Individuals who have displayed high levels of
aspiration, engagement and ability within their current work environment
and consistently exceed expectations when it comes to their performance.
Competencies: Identified behaviours, knowledge, skills and abilities that
directly and positively impact the success of the employee and the
organization. They can be measured by a variety of assessment tools and
batteries.

Successors: Refers to employees that have been identified to be high
potential and part of a succession plan for a specific role in the organization.
Succession management plans: Plans put into place to kick start the
succession planning process and developing the employee to succeed the
current incumbent in an identified role.

Succession candidate(s): Refers to a candidate or candidates that have been
identified

Trend analysis: This is collecting information with the attempt to spot a
pattern or trend in the information which often predicts future practice or
behavior.

Past performance: Refers to an employee’s
management information.

Candidate career plan: An employee’s outlined career pathing plan based on
their current position.

Candidate current competency: An employee’s current capability levels,
knowledge and skills as provided by assessment feedback.

Sourcing and development: This refers to the Human Capital Management
business unit Sourcing and development.

Development: The process of equipping employees with tools and resources
that will help them achieve their desired career goals and aspirations
Progression: Similar to a promotion, this is the successful move from one
position to another based on performance.

Promotion: The advancement of an employee from their current position to
one that is at a higher level or job grade based on performance.

Succession management opportunity: The opportunity presented to an
employee that has been identified as a high potential to be part of a
succession plan.

Assessment(s): A series of tests facilitated by a qualified practitioner to
evaluate behaviour, skills, abilities and capabilities for a variety of purposes
such as development.

historical performance

organization. They can be measured by a variety of assessment tools and
batteries.

Core position(s): Positions that are directly involved in the core Value Chain of
the organisation.

Critical position(s): Positions exert critical influence on the operational
activities and or strategic objectives of the organisation

Development: The process of equipping employees with tools and resources
that will help them achieve their desired career goals and aspirations

High performance individuals: Individuals who have displayed high levels of
aspiration, engagement and ability within their current work environment and
consistently exceed expectations when it comes to their performance.

High potential individuals: individuals who are likely to perform well in the
future and are capable of taking new roles, either immediately, or within two
to three years.

Leadership position(s): Positions occupied by individuals that have people
reporting to them

Leadership / critical skills bench: Refers to a group of individuals within an
organization who have been identified as high potentials with scarce skills and
would be considered to fill either leadership or critical positions.

Nine-Grid Matrix: A tool used to measure an employee’s current and potential
level of contribution to the organisation using current performance and future
potential.

Past performance: Refers to an employee’s historical performance
management information.

Progression: Similar to a promotion, this is the successful move from one
position to another based on performance.

Promotion: The advancement of an employee from their current position to
one that is at a higher level or job grade based on performance.

Scarce position(s): Positions in which there is a scarcity of qualified and
experienced people, currently or anticipated in the future.

Succession management: The proactive approach of managing talent which
involves the identification of high potentials for anticipated future skills needs
and the tailored development of these individuals so that there is a talent pool
and leadership pipeline available to meet organizational needs.

Successors: Refers to employees that have been identified to be high potential
and part of a succession plan for a specific role in the organization.

Succession management plans: Plans put into place to kick start the succession
planning process and developing the employee to succeed the current
incumbent in an identified role.

Succession candidate(s): Refers to a candidate or candidates that have been




Succession management agreement: The agreement between an employee
and the organization

Succession management report(s): This refers to a management tool that will
provide all parties involved with a view of the progress and movement of the
succession plans for the entire organization.

Succession management review session(s): Meetings that will be held to
evaluate and analyse the succession management process.

identified

Succession management agreement: The agreement between an employee
and the organization

Succession management report(s): This refers to a management tool that will
provide all parties involved with a view of the progress and movement of the
succession plans for the entire organization.

Succession profile: Tool to identify gaps between the requirements for a
position and the succession candidate.

Talent review session(s): Formal Meetings that will be held to discuss past
performance and future potential of employees to identify high potential
employees for purposes of succession management.

Technical position(s): Positions that are occupied by individuals with technical
expertise and in most instances don’t have people reporting to them

Trend analysis: This is collecting information with the attempt to spot a pattern
or trend in the information which often predicts future practice or behavior.

Annexure A: Setting up
Succession Management

The succession management policy will be implemented in accordance with
the implementation process outlined under Table 3.

It must be noted that all steps in the implementation process are to be
managed diligently and with the utmost confidence by all parties concerned.

Table 3 — Succession Planning Implementation Process

Step Process Description Responsibility
1 Identify key leadership and

technical positions for each | Line Executive

division.

1.1 Each line executive, divisional
head and line manager liaises
with the assigned OD specialist
to identify key leadership and
technical roles within the
business area.

Line Executive
Assigned OD Specialist
Consultant: Career
Management and
Succession Planning

1.2 This step is supported by the
assigned OD specialist as well as
the Consultant: Career
Management and Succession
Planning.

2 Identify competencies for key
leadership and technical

Assigned OD Specialist

Before succession management process can be implemented the following
needs to be set up and in place:

a tep rocess c esponsibility
(@) S (b) P (c) R ibili
(@) 1 a. ldentify key leadership (f)  Executive
positions Caretaker
o iy (g)  Line
E).)Identlfy critical positions Executive/Manag
€ er
(h) 2 Consideration for employment (0 HCBP
equity, skills development and
BBB-EE Targets
(i)
(k3 Identify mentors and coaches (m)  Line Executive
(1)
(n) 4 Identify methods of (p) 0D
assessment for each position
(o)
r entify methods o s earnin
(9) 5 (r) Identif hod fl(s) L ing &
training and Development
development
(t) 6 Specify time frames (v)




positions.

2.1

On completion of Step 1 the
assigned OD specialist together
with the Consultant: Career
Management and Succession
Planning will consolidate a list of
competencies per position and
submit it to the management
team.

Assigned OD Specialist
Consultant: Career
Management and
Succession Planning

Determine the possibility of
these key positions being vacant
in the short to medium term.

Line Executive

considering the possibility of (w) Line
these key positions being Executive/Manag
vacant in the short to medium er
term.
(u)
(x) (2) HCM

Integrate succession
management into policies and
procedures

(v)
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Sourcing and Development will
conduct trend analysis to
determine the possibility of the
identified key leadership and
technical positions becoming
vacant in the short to medium
term.

Consultant: Career
Management and
Succession Planning
OD and HCBPs

3.2

Based on the trend analysis
results a list of positions
requiring succession
management will be compiled
and will include the number of
potential succession candidates
per position requiring succession
management.

Consultant: Career
Management and
Succession Planning

Identify potential successors for
these key leadership and
technical positions.

Line Executive

4.1

The line executive must consider
potential successors for
identified succession
management positions taking
into account the necessary
HRMIS reports, candidates past
performance, candidate’s career
plan and candidate’s current
competency profiles. It must be
noted that this step may

Consultant: Career
Management and
Succession Planning




additionally be guided by
Sourcing and Development as
the need arises.

4.2 A list of potential succession
management candidates
detailing the positions that they
have been identified as possible
successors for is compiled and | . .
) ) ) Line Executive
signed off with the line
) Consultant: Career
executive.
Management and
. ) . Succession Plannin
Note that this is not the final list &
and sign-off merely signifies that
the process of identifying
potential succession candidates
has been completed.
5 Have a succession management . .
) . . ) o Line Executive
discussion with the identified
) ) Consultant: Career
succession candidates to
) ) Management and
confirm interest and ; ;
) Succession Planning
commitment to the process.
5.1 A formal succession
management  discussion is
scheduled and implemented
with each candidate and line
executive.
) ) " Line Executive
This step is facilitated by ]
) Succession management
Sourcing and Development. .
candidate
) ) Consultant: Career
Sourcing and development will
) ) Management and
clarify expectations and ] ;
) L Succession Planning
emphasise that this is in the
main a development
opportunity and not a guarantee
for promotion or progression
into the next level of the
employee’s career.
5.1.1 | Should the employee indicate | Line Executive

interest in  the succession

Succession management




management opportunity then
assessments are scheduled prior
to a formal agreement being
entered into per Annexure C.

Where the employee does not
indicate interest in  the
succession management
opportunity this decision s
noted in the relevant section of
Annexure C. Where necessary
Step 4 will be revisited to ensure
that succession candidates are
secured for the succession
management position.

candidate
Consultant: Career
Management and
Succession Planning

5.2

The confidentiality requirements
of these engagements are
emphasised  throughout the
process and are highlighted
further in Annexure C.

All stakeholders and
participants

Conduct assessments with the
willing candidates (see step
5.1.1) to determine suitability
for succession management and
taking on a role with greater
complexity and responsibility.

OD Assessment Unit
Consultant: Career
Management and
Succession Planning

6.1

Employees that fare well in the
assessments will be contracted
as per step 5.1.1 above.

Succession management
candidate

Consultant: Career
Management and
Succession Planning

6.2

Employees that do not fare well
in the assessments will not be
contracted for succession
management and will be guided
on how best to close identified
gaps through their individual
PDP.

Where necessary Step 4 will be
revisited to ensure that

Succession management
candidate

Consultant: Career
Management and
Succession Planning




succession candidates are
secured for the succession
management position.

7 Upon completion of Step 6 the
final list of potential succession
management candidates
detailing the positions that they
have been identified as possible . .
. ) Line Executive
successors for is compiled and ;
) ) . Succession management
signed-off  with  the line .
) candidate
executive.
Consultant: Career
o ) ) Management and
Note that this is the final list and ) ;
) L ) ) Succession Planning
sign-off signifies confirmation of
the succession management
candidates by the line executives
for the succession management
journey.
8 Upon completion of Steps 6.1
and 7 individual succession
management plans are
developed and signed-off using
the Individual Succession ) .
Line Executive
Management Plan Template )
. ) Succession management
accessible on the intranet as a .
o candidate
guideline. )
Line manager
) N Consultant: Career
The signed-off individual
) Management and
succession management plans ) )
S . Succession Planning
initiates the succession
management journey.
This step is facilitated by
Sourcing and Development.
8.1 The individual succession
management plan is | Sourcing and development
implemented and monitored.
8.2 The individual ensures that | Individual succession

there is alignment with his
individual PDP and succession

management candidate
Line manager




management plan.
8.3 The individual ensures that | Individual succession
monthly succession | management candidate
management reports that are | Line manager
accessible via the intranet are | Consultant: Career
completed and submitted to | Management and
Sourcing and Development. Succession Planning
8.4 The individual ensures that | Individual succession
quarterly succession | management candidate
management review sessions | Line manager
take place using Annexure E. Consultant: Career
Management and
Succession Planning
85 Quarterly succession Senior Manager: Sourcing
management reports are
. ) ) and Development
provided to each line executive.
8.6 Review and revise the SITA and
divisional succession | Senior Manager: Sourcing
management plans on a yearly | and Development
basis.
Annexure B: Succession The succession management policy will be implemented in accordance with
Management Detailed L the process outlined below. It must be noted that all steps in the
Implementation Process B.1 Abbreviations and references implementation process are to be managed diligently by all parties concerned.
Step Process Description Responsibility
HRMIS Human Resources Management Information System
ICT Information and Communication Technology 1 Idgptn‘y keY !eadersh|p p05|.t|.o!'1 and Line Executive
critical positions for each division.
oD Organizational Development 1.1 Each line executive, divisional head and
PDP Personal Development Plan line manager liaises with the Talent
SITA State Information Technology Agency Consultant and OD Consultant to identify Line Executive
key leadership and critical roles within o
; OD Specialist
the business area. .
B.2 Definitions 1.2 This step is supported by the OD Consultant: Talent
Consultant as well as the Consultant:
Succession management: The proactive approach of managing talent which Talent
involves the identification of high potentials for anticipated future skills 2 Identify competencies for identified key 0D Consultant
needs and the tailored development of these individuals so that there is a leadership and critical positions.
talent pool and leadership pipeline available to meet organizational needs. 2.1 On completion of Step 1 the OD OD Consultant
Leadership position(s): Positions occupied by individuals that have people Consultant together with the Consultant: | Consultant: Talent




reporting to them

Technical position(s): Positions that are occupied by individuals with
technical expertise and in most instances don’t have people reporting to
them

Leadership / technical bench: Refers to a group of individuals within an
organization who have been identified as high potentials with scarce skills
and would be considered to fill either leadership or technical positions.

High performance individuals: Individuals who have displayed high levels of
aspiration, engagement and ability within their current work environment
and consistently exceed expectations when it comes to their performance.
Competencies: Identified behaviours, knowledge, skills and abilities that
directly and positively impact the success of the employee and the
organization. They can be measured by a variety of assessment tools and
batteries.

Successors: Refers to employees that have been identified to be high
potential and part of a succession plan for a specific role in the organization.
Succession management plans: Plans put into place to kick start the
succession planning process and developing the employee to succeed the
current incumbent in an identified role.

Succession candidate(s): Refers to a candidate or candidates that have been
identified

Trend analysis: This is collecting information with the attempt to spot a
pattern or trend in the information which often predicts future practice or
behavior.

Past performance: Refers to an employee’s
management information.

Candidate career plan: An employee’s outlined career pathing plan based on
their current position.

Candidate current competency: An employee’s current capability levels,
knowledge and skills as provided by assessment feedback.

Sourcing and development: This refers to the Human Capital Management
business unit Sourcing and development.

Development: The process of equipping employees with tools and resources
that will help them achieve their desired career goals and aspirations
Progression: Similar to a promotion, this is the successful move from one
position to another based on performance.

Promotion: The advancement of an employee from their current position to
one that is at a higher level or job grade based on performance.

Succession management opportunity: The opportunity presented to an
employee that has been identified as a high potential to be part of a

historical performance

Talent will consolidate a list of
competencies per position and submit it
to the management team.

Succession Profile created for each
position which will be used in recruiting
successors as per Annexure D

3 Identify potential successors for
identified key leadership and critical Line Executive
positions.
3.1 Advertise identified key leadership and
. " : Consultant: Talent
critical positions and allowing all : )
. Line Executive
employees to opportunity to apply.
3.2 Screening of potential succession )
) o Sourcing and
candidates based on minimum
. ) . Development
requirements of the succession position
3.3 The Line Executive and management
team must consider potential successors
for identified succession management ) )
e . Line Executive
positions using the 9 Box
. ) ) HRBP
performance/potential grid. Candidates
- , Talent Consultant
past performance, candidate’s career
. X OD Consultant
plan and candidate’s current
competency profiles must be taken into
consideration.
3.4 Candidates that don’t meet the
minimum r irements shoul
) um requirements s .Ou d b? ) Consultant: Talent
provided feedback and a discussion with
: ) o HRBP
their career pathing and individual
development plan done.
4 Assess Candidates Potential OD Assessment Unit
4.1 Assessments will be conducted based on
specified key competencies for identified
leadership and critical positions to
determine readiness of candidates for OD Assessment Unit
succession position and taking on a role
with greater complexity and
responsibility.
4.2 9 box grid which will measure an Line Executive

employee's current and potential level of

HRBP




succession plan.

Assessment(s): A series of tests facilitated by a qualified practitioner to
evaluate behaviour, skills, abilities and capabilities for a variety of purposes
such as development.

Succession management agreement: The agreement between an employee
and the organization

Succession management report(s): This refers to a management tool that will
provide all parties involved with a view of the progress and movement of the
succession plans for the entire organization.

Succession management review session(s): Meetings that will be held to
evaluate and analyse the succession management process.

contribution to the organization.

Talent Consultant
OD Consultant

4.3

Compile potential candidate’s individual
succession profile as per Annexure E.
The Succession Profile will combine
information about the selection criteria
for the position with the candidate’s
education, experience, potential and
current readiness for the role, as well as
their development gaps gathered from
the assessments.

Talent Consultant
OD Consultant
HRBP

Interview prospective candidates

Talent Sourcing
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A formal succession management
interview is scheduled and implemented
with each candidate and line executive

This step is facilitated by Sourcing and
Development.

The succession interview will focus on
assessing suitability in terms of
personality, job fit and other behaviours
required from them and to confirm
interest and commitment to the process

Sourcing and development will clarify
expectations and emphasise that this a
development opportunity and not a
guarantee for promotion or progression
into the next level of the employee’s
career

Line Executive

Talent Sourcing
Succession Candidate
HRBP

5.2

Provide feedback to unsuccessful
candidates and will be guided on how
best to close identified gaps through
their individual PDP.

Successful candidates provided
acceptance letter into the program into
per Annexure C

HRBP
Consultant: Talent
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The confidentiality requirements of
these engagements are emphasised
throughout the process and are

All stakeholders and
participants




highlighted further in Annexure C
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A list of potential succession
management candidates detailing the
positions that they have been identified
as possible successors for is compiled
and signed off with the line executive
Note that this is the final list and sign-off
signifies confirmation of the succession
management candidates by the line
executives for the succession
management journey.

Line Executive
HRBP
Consultant: Talent

Craft individual development plan

6.1

Upon completion of Steps 5 -5.4
Individual development plan crafted as
per Annexure F and agreed by with the
employee and manager with time
frames, gaps and initiatives to close the
gaps and assessment tools to
determined readiness

The signed-off individual development
plan initiates the succession
management journey.

An individual development plan is an
important document that succession
candidates should use to map out their
personal development goals and actions,
and to track their own status and
progress toward the goals they have set.

Line Executive
Succession candidate
Line manager
Consultant: Talent

6.2

The succession candidate performance
contract to include agreed deliverables
with timeframes.

Line Manager
Succession Candidate

Assign mentor/coaches to succession
candidates

Line Manager
HRBP

7.1

Mentors/coaches to be trained prior to
starting the process to allow them
effectively undertake their roles.

This process will be facilitated by
Learning & Development

Learning &
Development




7.2 Formalising the mentorship programme )
) o ) ) Line Manager
with detailed instructions, time frames
HRBP
and outcomes expected.
7.3 The mentorship task to be incorporated .
) Line Manager
into the performance contract of the
HRBP
mentors/coach.
8. Implementation of training and Learning &
development initiatives identified based Development
on the gaps identified from the Consultant: Talent
assessment Succession candidate
This step is facilitated by Learning & Mentor/Coach
Development Line Manager
9. Measure and monitor progress Senior Manager:
Talent Management
9.1 The individual ensures that quarterly Individual succession
succession management review sessions | management
take place candidate
Line Manager
Consultant: Talent
9.2 Quarterly succession management )
) ) Senior Manager:
reports are provided to each line
) Talent Management
executive.
9.3 Review and revise the SITA and divisional )
: Senior Manager:
succession management plans on a
) Talent Management
yearly basis.
10. Assess readiness of candidates OD: Assessment
Centre
10.1 Employees should be given opportunit
pioy 8 ) PP i Line Manager
to apply the knowledge gained from Mentor
training and development initiatives ) .
. ) Succession Candidate
practically before measuring progress.
10.2 | Assess candidates on the job
competencies to determine progress and
the candidate’s readiness to assume new | OD: Assessment
responsibility following three categories Centre
of ready now, ready 1-2 years and ready
3-5 years.
11 Discuss results and develop action plans Line Manager

Based on the assessment feedback of

HRBP




the candidate, the competency and skills
gaps should be addressed and action
plans crafted for the employee.

Succession Candidate
Mentor

11.1 In cases where there is no sufficient
progress made and there is no fit to the
position, this needs to be communicated
with the candidate and a way forward in
terms of exit plans or alternatives agreed
upon.

Line Manager

HRBP

Succession Candidate
Mentor

12 Recruitment and placement of
succession candidate

When the succession role becomes
available it will be advertised internally
only.

Normal talent acquisition process to be
followed facilitated by the Sourcing team

Talent Sourcing Team

Annexure C: Succession
Management Agreement
Template

Employee Number

Employee Name

Employee Number

Employee Surname

Section

Employee Name

Line Manager

Employee Surname

HCBP Section

Succession Line Manager

Candidate Line Manager Other

nominated by: HCBP

Motivation for -

Nomination Succession
Candidate Line Manager Other
nominated by: Self

Decision by

identified candidate Accept Decline

to decline or accept
nomination:




Reason for Decision

| e hereby commit to be part of the Succession Management
programme and shall adhere to the policy and process outlining the
implementation and guidelines of this programme.

Line Manager Signature

Motivation for
Nomination

Decision by identified
candidate to decline
or accept
nomination:

Accept Decline

Reason for Decision

[ o hereby commit to be part of the Succession Management
programme and shall adhere to the policy and process outlining the
implementation and guidelines of this programme.

Signhature

Line Manager Signature

ANNEXURE D: S- GRID
MATRIX GUIDE

Box 5:
Seasoned

Box 2:
Does extremely

Box 1:
Consistently

professional well at current performs well in a
capable of job with variety of
expanded role, potential to do assignments;

but may be more; give superstar
experiencing stretch employee. Big

problems that assignments to picture thinker;




Step 1. Assessing Performance

require coaching
and mentoring.

Box 8:

With coaching,
could progress
within level;
focus on stretch
goals for this
employee.

Box 9:

May be a
candidate for
reassignment,
reclassification to
a lower level or
to exit the
organization.

help prepare for
next level.

Box 6:

May be
considered for
job enlargement
at the same
level, but may
need coaching in
several areas,
including people
management.
Box 7:

Effective
performer, but
may have
reached career
potential; try

to coach
employee on
becoming more
innovative,
focus on lateral
thinking.

problem solver;
self-motivated.

Box 3:

Current role may
still provide
opportunity for
growth/
development;

focused on tactical;

focus should be o
helping improve
strategic thinking.
Box 4:
Experienced high
performer but has
reached limit of
career potential.
Still a valuable
employee and can
be encouraged to
develop
communications
and delegation
skills.

Performance

Employee’s performance is measured along the x-axis of the 9-box
grid.

The nine-box consists of three performance categories: under
performance, effective and outstanding.

During the performance appraisal, employees are scored on the
performance scale as defined on Integrated Corporate Performance
Management (ICPM) Policy, their previous performance will be used
for this purpose.

g



https://www.digitalhrtech.com/performance-appraisal/

Step 2. Assessing Potential

Employee’s potential is measured along the y-axis of the 9-box grid.
Potential will also be scored during employee’s performance
appraisal and will fall into the following categories.

o Low potential | working at full potential. Employee is working
at full potential and is not expected to improve, either
because they are at maximum capacity or because of a lack of
motivation.

o Moderate potential | develop in current role. Employee has
the potential to further develop within their current role. This
can be in terms of performance, but also in terms of
expertise.

o High potential. Capable of taking new roles, either
immediately, or within two to three years.

Step 3. Plotting on the grid

The last step entails plotting performance and potential on the
grid.

Different talent management techniques will be used for each box
in the grid.

The most valuable position is the top right box (Box 1), which is
composed of those ranking high in both performance and
potential.

The bottom left box (Box 9) is composed of those ranking low in
performance and potential. These employees should have
performance improvement plans in place.
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SITA

Succession Management Policy
Review



Purpose

The EXCO to note and discuss the revised SITA Succession Management Policy for onwards
submission and approval by BOARD after consultation with organized labour (PSA).

SITA SOC Ltd



Rationale for the submission

The following revision of the SITA Succession Management Policy and processes for this
presentation to the EXCO resides in the following key factors, namely:

@ To outline a systematic process for identifying key positions within SITA

@ To create an internal leadership and critical technical talent pipeline

@ The SITA Succession Management Policy and Process is to be consulted with the Union so
that they provide comments to demonstrate mutual agreement.

SITA SOC Ltd




Policy Mame Succession Management Policy Succession Management Policy

Policy Owner The Executive Corporate Services is mandated to promulgate this The Executive responsible for Hurman Capital Management is the
peaalicy owner of this policy

Policy Statement The rapid technological advances and the advent of the Fourth

Industrial Revalution provides a significant opportunity for SITA to
play a critical role in enabling government to achieve the Mational
Dewvelopment Plan 2030 vision. |t poses new challenges for 5ITA in
terms of maintaining stability within the organization as well as the
ability to attract, dewvelop and retain skills compatible and supportive
of its strategy. Succession Management is regarded as a key lever in
managing talent and ensuring that key leadership and technical
competencies are nurtured and readily available. This policy provides
an approach and guidelines on swccession management to ensura
that 5ITA has the right skills to be able to deliver on its strategic
objectives. The main purpose of this policy is to -

contineously define future leadership and technical competency
requirements;

identify succession candidates;

assess, develop and retain succession candidates in order to ensure
continuity for leadership and critical positions;

ensure an internal pool of competent employees who can occupy key
leadership and critical positions;

contribute to the achievement of SITA's Digital Strategy through
having a clearly defined succession managemeant podicy and process,

SITA SOC Ltd




Palicy Prowision

Rationale

Current Provision

As gne of the key talent management interventions, succession
management will give effect to the Employer of Choice Strategy by
thoroughly cutlining a systematic process for identifying key
pesitions within 5ITA and creating an internal keadership and
technical talent pipeline. The succession management policy and
framewark supports 5ITA's efforts arcund buikding core capability
to have identified key positions filled by internal candidates as and
wihen they become vacant. The 5ITA talent management strategy
dictates that we atbract, acquire and retain the best talent.
Aucoession management is one intervention that enables this
strategic intent,

Successkon management is an integral part of the human capital
strategy which benefits both the employvee (growth and
develapment] and SITA (realising SITA goals through retaining the
right skills and building future leadership and technical capability),

Proposed Amendment

Succession management is an integral part of the Human Capital
Strategy 2020 — 2024 and as one of the key talent management
interventions enables the ICT Skills Growth [Digital Transformation
Skills Dewelopment and Retention) and Leadership Transformation
pillar af the HCM strategy by thoroughly outlining a systematic
process for identitying key positions within 5ITA and creating an
internal leadership and critical technical talent pipeline, The
sUCcEssion management policy and framework supports SITA's
effarts of building capable and effective digital and/ar digitally aware
skills in bath the core and support functions to have identified key
positions filked by internal candidates as and wihen they become
vacant to ensure continuity and be able to deliver on the Digital
Strategy.




Palicy Provision

Principles

5ITA SOC Ltd

Current Provision

The principles guiding succession management are as fiollows:=

a methodical process to ensure continuity for key leadership positions
the identification of individuals within the organization who possess key
skills and attributes;

the planned nurturing and development of identified successors;
alignment with the career aspirations, values and preferences of
employees pursuing key leadership and technical roles and the strategic
needs of the organization;

prepare and supgort identified candidates to execute current and future
business strategies;

diversify the leadership and technical bench for a variety of future roles;
supgeort the continwous efforts towards 51TA becoming a high-
performance organization and an employer of choice;

embody fairness, transparency and equity with dwe regard to arbitrary
discriminatory factors such as race, language, age, gender, sexual
orientation, religion, culture and political affiliation; and

be responsive to changing organisational needs

Proposed Amendment

The principles guiding succession management are as follows:—

al
b}
€l

d]

k)

balanced approsch that blends objectivity and empathy;

a methodical process to ensure continuity for key leadership positions;

a people-intensive and objective process with tools and process that
suppert that;

the identification of individuals within the arganization who possess key
ckills and attributes:

the planned nurturing and developmenit of identified successors;
alignment with the career aspirations, wvalues and preferences of
employess purswing key leadership and critical roles and the strategic
needs of the arganization;

pregare and supgort identified candidates to execute current and futwre
business strategies;

diversify the leadership and critical skills bench for a variety of future roles;
enable the ICT 5kills Growth (Digital Transtormation Skills Development
ang Retention] and Leadership Transfarmation pillar of the HOM strategy
intended to support SITA S Digital Strategy:

embody fairness, transparency and eguity with due regard to arbitrary
discriminatory factors such as race, lanpuage, =age. gender, sexual
arientation, religion, culture and palitical affiliation; and

be responsive to changing organisational needs.




| No__| policy Provision Proposed Amendment

This policy =

is only applicable to 5ITA permanent employees and fixed term contractors;
rmay be amendad at any time subject to consultation; and

does not grant any additional rights to those to whom it applies to.

Scope and
application

Criteria for the
identification of
SUCCES5aN
candidates

The identification of candidates shall at all times take into consideration the
Tollowing criteria;

The employes has been appointed permanently for an uninterrupted period
af 12 manths or more within SITA;

a)

b}

£l

d)

The employes has been nominated by line management and has been
identified through the talent management system, as belng a suitable
succession candidate;

The employee has completed the talent assessment process and is
found to be suitable for succession purpases in terms of a combination
of performance, potential and learning agility;

The nominated emploges meets the minimum requirements as per
the 5ITA 9 Box metrics as per the talent managerment systern and may
be subjected to further assessments (.. psychometric  tests,
competency assassment, role plays and further reference checks
[eriminal, citizenship, qualifications and credit checks]) where
NECESSATY ard

Employees that are acting in vacant higher positions for periods aver
three months; shall automatically gualify for inclusion Into the
succession pool subject to clause &, b, ¢ and d above being met.

This palicy —

al is applicable to SITA permanent employees and fived term contractors;
bj miay be amended at any time subject to consultation; and

) daas not grant any additional rights to those o whom it applies w.

The identification of candidates shall at all times take into
consideration the following criteria:

a)

k)

e

d)

e)

The employee has been appointed for an uninterrupted period
of & manths or more within SITA;

The employee has been nominated by line management and has
been identified through the talent management system, as being
a suitable succession candidate;

The employee has completed the talent assessment process, and
is found to be suitable for succession purpases in terms of a
combination of performance, potential and learning agility;

The selected employee meets the minimum requirements as per
the SITA 3-Box matrix of the talent management system and has
successfully gone through the assessment and selection process;
Employees that are acting in vacant higher positions for periods
over three months shall automatically qualify for Inclusion into
the succession pool subject to clause a, b, ¢ and d above being
rret,




No__| policy Provision Proposed Amendment

The integration
of succession
management
with the Talent
Sourcing and
Retention Policy

Vacant pasitions

al

bj

cl

di

SITA may, at the discretion of the Chief Executive Officer, “reinfence”
certain positions to be filled by candidates in the succession pooal. This
may be done for positiens that are classified as eritical or scarce and in
situations where a lot of investment has been made on potential
SUCCESS0TS;

Identified candidates in the succession pool may be made aware of
vacant advertised positions that are in line with achieving their objectives
a5 stipulated in their succession plans thus, line managers should ensure
that no expectation i creabted that they will be appointed into the
advertised posts;

In instamces where the succession candidate is mot suitable for the
position, other candidates who also met the criteria will be considered
and the recruitment process will continue;

In instances where a potential successor(s) hag/have been identified and
matched against more than one vacancy/job profile he or she may be
allowed to compete for both positions following the normal recrultrment
process based on the set criteria;

The responsible line manager shall in conjunction with the Consultamnt:
Career Management and Sweccession Planning track and keep record of all
potential successors and their succession plan metrics;

Through the talent management process, succession candidates will be
afforded the opportunity to shadow other jobs for developrmental
purposes and as prescribed by their succession plan in conjunction with
their FDF; and

Candidates that have been identified to be part of the succession pool shall
adhere ta the training and development policy in relation to the developmental
waork back clause

Gl

d]

&)

The positions earmarked for succession shall always be advertised internally
firit in order to afford the candidates on the succession management
RrOgram an cpportunity to spply;

Identified candidates in the sucoeision pool may be made sware of vacant
advertised positions that are in line with achieving their objectives as
stipulated in their succession plans. Thus, line managers shauld encsure that
no cxpectation is created that they will be appainted inta the advertised
POSE;

In instances where the seoceision candidate is not suitable for the position,
other candidates who alse met the criteria will be considered and the
recruitment process will continue;

In instances where & potential successars] hasfhave been identified and
matched against mare than one vacancyfjob profile he or she may be
allowed to compete for bath positions following the normal recruitment
process based on the set oriteria;

The responsible line managers shall in canjundtion with the Consultant:
Carger Management & Succession Planning and Human Capital Business
Partner track and keep record of all potential swccessors and their
SUCCESSHN profikes;

Through the tabent management process, succession candidates will be
afforded the opportwnity to shadow other jobs for developmental purposes
and as prescribad by thalr succession plan In confunction with their Personal
Developrsent Plan [PDP); and

Candidates that have been idantfied ta the Succassion poal shall adhare to
the Learning & Develogment policy in relation to the developmental work-
back clause,



No__| policy Provision Proposed Amendment

Before the successlon management process can be Implementead the

Process

H P m‘l following neads to be set up and in place:

el _ na‘dtai'nrdpfmmarcﬁs&eh.sm lm? - {al  identify critical positions

1 | Wty eompetens forkey et hipandtectricd pofons. | A 00 Seicket [il  Key positions will need consideration af:

3 [Hﬁmmﬂ'ﬁbfﬁﬂh'lfﬂ'&kﬁ'ﬂlﬂmtﬂ'gmhﬂ'ﬁ [ie P & individual employees In key positions that are leaving the
durt tommedim e, arganisation, i.e. retirements and employees in leadership

positions;

4| ety potenticless ey kaeedipzndtedrice line Becutie . review of each business function and strategic area,

ptiomsthet coudbecome ezt intheshat tomedum b focusing on what new capabilities will be needed to deliver

; : ” eFerth an the digital strategy; and
] Foe g e e | e . high impact critical roles that will affect the stability and

b mm&ﬂa‘ﬁdmdmm (00 = hesesanent Lkt continuity of the organisation if they were to become
7| Dedupacosain mragmentpbrs A e ikind. | S et e
L (i) Employees with high potential: High potential employees in
m the organization will need to be identifled using the 9-bos
i hdamﬂnmmmmmhﬁ S canddste performance,/potential grid.
{b)  Mdentify the key competencies: For each position identified abowe,
the leadership and technical competencies required should be
identified. These are job-specific competencies required for each

position as follows:

(i) Knowledge;

(i} skills;

[iii] abilities; and

[iw] characteristics.

£l Consider employment equity, skills development and BEBEE targets:

The succession management plan needs to incorporate and take
copnisance of other key HOM:related plans and strategies,




| No__| policy Provision Proposed Amendment

Process {c] Consider employment eguity, skills development and BEBEE targets:
The succession management plan needs to incorporate and take
cognisance of other key HCM-related plans and strategies.

i) Mdentify mentors and coaches: The effective transfer of knowledge is
imperative for the success of the succession process: thus mentoars and
copches should be selected carefully. This should take Into
consideration that mot everyone is able to mentor and coach
affactively, despite their expartise. It is also important that mentors
arg fully committed to the process and their mentorship function
should be included in their individual performance eontracts, Upan
identification and acceptance, mentors and coaches will be trained to
assist them in coaching and mentoring effectheely. Retirees should be
the first considerations as mentors.

ie} Mentify methods of assessment: For all positions identified,
assessments that are going to be used to identify and select candidates
and evaluate thelr progress through the succession process should be
identified. The assessments should be science-based and evidence-
supported, producing accurate and valid results. The assessmeants are
necessary to objectively evaluate readiness, competencies and skill of
potential succession candidates, Each tool used should indicate areas
of strength and developmental gaps to be effective. The following
tools will be utilised:

{i) leadership assessments for positions on job grade D-level and above;

fil}  technical assessments for all technical positions; and

il interview panel — a formal intendew where potential succession

delegates are rated and the interviews are docurmented for future
reference.




| No | policy Provision Proposed Amendment

Process [f) Identify methods of training and development: A& combination of training methods will be used to develop the
succession candidabes:

[i| Farrmal ||:':_|r'|ir||g programmes: This will include all learning initiatives that regquire a learmer to fodlovw @ structured
learning programme with specific measurable objective and cutcomes leading to a gualification or certificate.

(i} Informal learning programmes: These are unstructured programmes that encourage ongoing learning and
promaote @ continuous culture of learning within the organisation. They fiorm the most critical type of leaming in
the workplace, intended to improve the employes’s competencies without any structured leaming programme,

g} Specify timefrarmes:

1i) Succession planning at its core |5 about preparing an organisation for the future; however, the common mistake
that many organizations make is to build their succession processes around the needs of their current roles and
not what those roles should look like in the future. Succession planning timeframes thus differ from position to
pasition and also at the different levels, Based on the readiness of succession candidates, 3 succession plan can
run Between one to five years and may be up 1o ten years for executive poditions, & typical succession plan oycle
will consists of the following:

(1}  period of learning:

(2} period of performance; and

(3}  sustainability period

ii) succession plan timeframes should be specified and address the fallowing:

11} the commencement and end date of the development cycle;

(2}  training cycles;

(3} appraisal periods and intervals; and

(4}  assessment dates, duration of assignments and projects,

SITA SOC Ltd




m Pollcy Prondisbon | Currest Prowision

Process

Proposed Amendment

{h} Integrate succession management with policies and procedures: Succession management s
aimed at providing continuity in the leadership and critical skills pipeline and to develop a deeper
capacity for keadership and performance, However, to implement an integrated and effective
sUCCession management process there first needs to be an explicit link between the succession
process and other polices and processes. Thus, to ensure the success of successlon management it
needs to be integrated with other policies and processes, including recruitment, performance
management, recognition and reward and training and development. This will ensure retention of
candidates to minimise the risk of investing in employees who then leave the organisation
prematurely,




Policy Prowvision

Succession
managemeant
Implementation

Curremnt Provision

The identification of candidates shall at all times take Into
consideration the following criteria:

The employes has been appointed permanently for an
uninterrupted period of 12 manths or more within SITA;
The employee has been nominated by line management
and has been Mentifled through the talent management
gysbem, as being a sultable succession candidate:

The employes has completed the talent assessment
process and is found to be sultable for suecession purposes
In terms of a combination of performance, potential and
learning agility;

The nominated employes meets the minkmam
requirements as per the 51TA 9 Box metrics as per the
talent management system and may be subjected to
further assessments Le. psychometric tests, competency
atsessment, roke plays and further reference checks
[crirninal, citizenship, qualifications and credit checks)
where necessary; and

Employees that are acting in vacant higher positions for
periods over three months; shall automatically gualify for
Inclushon into the successlon pool subject to clause a, b,
and d above being met.

Proposed Amendment

Upon setting up a seccession management plan, the following needs to be done to execute the
plan and ensure development of succession candidates:

(a)

(i

{ii)

identify potential candidates: The intention is to create a succession programme in
which leaders and employees want to participate. This can only happen when all
participants appreciate its value and feel that it is fair and transparent, and that it
ultimately creates more opportunities for all Involved. The selection process must be
umnifarrm and fair. The fallowing will be followed to identify potential candidates:

Through a talent review process, sach division can identity and nominate high-potential
candidates. Conducting a talent review will require managers and executives to assess
employess across the organisation on performance and future potential. The insight
galned from talent revliews will allow leaders to make strateglc talent declslons and plan
properly to build bench strength fior their divisions.

Advertise identified key leadership and critical positions and allow all employees to
opportunity to agply, The minimum requirements and competencies for each identified
pesithon must be specified and potential candidates screened accordingly.

Candidates that do not meet the minimum reguirements should be provided with
feadback and a discussion on their career pathing and individual dewelopment plan
should be done,




Policy Provision

Current Provision

F'I'DPI'JEF_'Ij Amenament

Succession

managemeant
implementation

[b] Assess candidates’ potential: Uniform assessment tools will be used for differant levels and positions to ensure
fairmess of the process, Assessments will be conducted based on specified key competencies for identified
leadership and critical positions and readiness of candidates determined,

(i}
(1)
(2)
(3)

i}

Lii)

A readiness scaling, “Ready now”, "Ready 1-2 years” and “Ready 3-5 years” should be specified. The following
tools can be used to assess potential of candidates and their readiness:

leadership assessment for positions on job grade D-level and abowve;

technical assessment for all technical positions; and

S-hoo grid (see below], which will measure an employes’s current and potential level of contribution to the
organksation;

Data from the candidate’s assessment will be used to craft an individual candidate’s succession profila that
highlights and monitors gaps between where candidates are now and where they need to be to move into
their future roles,

The suceession profile will combine information about the selection criteria for the position with the
candidate’s education, experience, potentlal and current readiness for the role, as well as development gaps
gatherad from the assessmeants.

(c] Interview prospective candidates: The selection of candidates is on the basis that they can fulfil the basic
requirements and have been assessed in terms of competence and ability to undertake the succession plan process,
The interview will be done by a panel and will thus focus on assessing sultability in terms of personality, cultural fit
and other characteristics required from the indhvidual’s profile. Candidates who are not successful should be
provided with feedback on why they are not suitable, as well as guidance on areas of improvement so that they
may improve their prospects for success during subseguent succession management cycles




Poliey Pronision

Curresnt Provision

F‘I'DPI'JEF_'Ij Amendment

Succession

management
implementation

[d} Prepare individual development plans: The organization will need a variety of activities and opportunities for

succession candidabes to kearn new skills and this is what the individual development plan will specify. Managers

must be prepared to hold candidates accountable for their own growth, To farmalise the individual succession plan

the following will be complated:

fi} Individual development plan crafted and agreed by with the empleyee and manager with time frames, gaps
and initiatives to close the gaps and assessment tools to determined readiness. &n individual developmeant
plan is an important document that succession candidates should wse to map out their personal
development goals and actions, and to track their own status and progress toward the goals they have set.

fii} Performance contract developed and agreed with deliverables and timeframes.

fiii} The expectation of successful candidates should be managed by clarifying that acceptance into the
programme doesnt guarantea sppointment and that their success depends on their performance on the
pragramme, This infarmation should be clarified in the contract with successful candidates.

() Assign mentors and coaches for candidates: Studies have shown that the best way to develop high-potential

individuals is to provide them with & series of stretch assignments paired with coachimg and mentoring support

necessary to push them out of their comfort zones. Thus, mentors and coaches are critical to the development of

succession candidates and the following should be considered:

(i}  Before mentors and coaches can be allocated to candidates, they will be trained to allow them effectively
undertake their robet,

fiij Formalise the mentorship programme with detailed instructions, timeframes and outcomes expected,

fiii} The mentorship tasks should be incorporated into the performance contract of the mentors/coach.

(iw} Where possible, external mentors and coaches should be considered for leadership candidates.




H Policy Prowvision

SUCCELSION
rhdnagement
impdementation

Current Provision

Proposed Amendrment

i) Provide training and developrment opportunities:

i} Based on the gaps identifled from the assessment, training and development Initlatives should be dentifled with timeframes
for all succession candidates. A basket of development options should be made available to all candidates, depending on the
nature of competence and the job kevel, incuding secondments, work assignments, action kearning, and mentoring/coaching.
as well as formalised learning courses,

(g) Assess readiness of candidates: Assessing candidates’ on-the-job competencies is impartant to abtain a baseling and determine

the candidates’ readiness to assume new responsibility. The same assessment tools used at the inltial assessment should be used to

measure prograss and determine the readiness level of candidates following the three categories above (ready now, ready 1-2 years
and ready 3-5 years). Employees shoukd be given the opportunity to apply the knowledge gained from training and developmant
initiatives practically before measwring progress, In addition to this, feedback should be scught from the mentar/coach.

(h} Discuss results and develop action plans: Based on the assessment feedback of the candidate, the competency and skills gaps

should be addressed and action plans crafted for the employes. In cases where there [s no sufficlent progress made and there |s no fit

to the position, this needs to be communicated with the candidate and a way forward in terms of exit plans or alternatives agreed
upsan.

(i} Placement of qualified candidates: To manage expectations, it should be clarified with candidates that they will ot just be

promoted into posithons upon completing the programime without having the necessary skills and experience. The succession
positions will be advertised for succession candldates to follow the recrultrment process

Meazure progress: Having implemented succession management it is eritical to continuausly monitor and measure progress of the
owverall process. The organisation should Be in a position to know whether the right peaple are maving at the right pace into the right
Jobs at the right time. The ultimate goal of this process Is to ensure bench strength for leadership and critical positions within the
organisation; thus, to make succession management planning process wiork, goals need to be established and progress tracked
against those goals, Measuring the number of succession candidates identified will not be as impactful a5 measuning the percentage
of placerment af succession candidates. Managers and the organisation should thus establish goals that would be able to gauge the
owerall impact of the process




m Palicy Proviskon

M-
compliance

Implementation

Applicability to
ather policies

Rewiew Period

Current Provision

Proposed Amendment

Mon-compliance to this policy constitutes a beeach and non-compliant employees may be
subjected to sanctions as stipulated in the SITA Disciplinary Code

Thiz policy will b2 communicated to all SITA employees upon promulgation. Communication will
ke done by means of Corporate Communications and road shows,

This policy should be read in conjunction with the following policies and strategies

- SITA Succession Management Strategy

o 5ITA Talent Sourcing and Retention Policy

- SITA Learning & Development Policy

- Integrated Corporate Performance Management {ICFM)Policy

This policy will be reviewed every two to thres wears, to respend to crganisational reeds andfor relavant

|legiskative changes a3 well a8 the Succesiion Management Strategy.




Definitions Succession management: The proactive approach of managing talent Assecoment{s): A series of tests facilitated by a qualified practitioner to evaluate
which imshees the identification of high potentials for anticipated future behaviour, skills, abdlitles and capabilities for a varlety of purposes such as
skills needs and the tailored development of these individuals so that development.
there is & talent pool and leadership pipeline available to meet
organizational needs.

Candidate career plam: &n employee's outlined career pathing plan based on
thair current position.

Leadership positdon{s): Positions cocupled by Indhviduals that hawve people
reparting to them

Candidate current competency: An employee’s current capability levels,
knowledge and skills as provided by assessment feedback.

Technical position(s): Positions that are occupied by individuals with
tachnical expartise and in most instances don't have people reporting to
them

Leadership f technical bench: Refers to a group of individuals within an
organization who have been identified as high potentials with scarce skills
and would be considered to fill either leadership or tachnical positions.

Competencles: ldentifled behawiours, knowledge, skills and abilities that directly
and positively impact the success of the employes and the organization. They
can be measured by a variety of assessment tools and batteries.

Core position(s): Positions that are directly involved in the core Value Chain of
the arganisation.

Critical position{s): Positions exert critical influence on the operational activities

High performance individuals: Individuals who have displayed high levels strategic abjectives of the organisation

of aspiration, engagement and ability within their current work
environment and congistently exceed expectations when it comes ta their  Dewelopment: The process of equipping employees with tooks and resources
perfarmance, that will help them achieve their desired career goals and aspirations

Competencies: [dentifled behavours, knowledge, skille and abilities that  High performance individuals: Individuals who have displayed high levels of
directly and positively impact the swccess of the employee and the asgiration, engagement and ability within their current work environment and
organization. They can be measured by 3 variety of assessmant tools and  consistently exceed expectations when it comes o their performance.
batteries.

Successors: Refers to employees that have been identified to be high
potential and part of a succession plan for a specific role in the
organization.

hw—ﬂ



High potential individuals: individuals who are likely to perform well in the

Definitions Succession management plans: Plans put into place to kick start the
il ion planning process and developing the employee to succeed the future and are capable of taking new roles, elther iImmediately, or within two to
current incumbent in an identified robe, Bz
Succession candidate(s): Refers to a candidate or candidates that have Leadership position(s): Positions occupied by individueals that hawve people
been identified reparting to them

Trend analysls: This is collecting information with the attempt to spot a  Leadership [ critical skills bench: Refers to a group of individuals within an

pattern or trend in the information which often predicts future practice or organization who have been identified as high potentials with scarce skills and
Bah i would be considered to fill elther leadership o critical positions.

Mine-Grid Matrix: A tool used to measure an employes's current and potential
level of contribution to the organisation using current performance and future

Past performance; Refers to an employee's historical performance
management infarmation,

pobential

Candidate career plan: An employee’s outlined career pathing plan based

on their current positian. Past performance: Refers to an employes’s historical performance management
irfor raticn,

Candidate current competency: An employee’s current capability levels,

knowledge and skills as provided by assessment feedback Pragresshon: Similar to a promotion, this is the successful move from one
position to another based on performance.

Sourcing and dewelopment: This refers to the Human Capital
Management business unit Sourcing and develogment. Promotion: The advancement of an employee from their current position to one

that is at @ higher level or job grade based on performance.
Develapment: The process of equipping employess with tools and

resources that will help them achieve their desired career goals and 3Sarce positionis): Positions in which there is a scarcity of qualified and
aspirations experienced people, currently or anticipated in the future,

Successhon management: The proactive approach of managing talent which
Imwolves the identification of high potentials for anticipated future skills needs
and the tailored development of these individuals 5o that there is a talent pool
and leadership pipeline availabde to meet organizational needs.

Progression: Similar to & promotion, this is the successful move from one
position to another based on perfarmance,

SITA SOC Ltd
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Current Provision

Promation: The advancement of an employee from their current position
toone that is at a higher level or job grade based on performance.

Succession management opportunity: The oppoertunity presented to an
employee that has been identified as a high potential to be part of a
successhon plan.

Assessment(s): A series of tests facilitated by a gualified practitioner to
evaluate behaviour, skills, abilities and capabilities for a wariety of
purposas such as development.

Succession management agreement: The agreement bebwesn  an
ermpleyes and the organization

Succession management report(s): This refers to a management tool that
will provide all parties invalved with a view of the progress and mowvament
of the succession plans for the entire organization.

Succession management review session(s): Maetings that will be held fo
evaluate and analyse the succession management procass,

PFroposed Amendment

Successors: Refers to employees that have been identified te be high potential
and part of a successhon plan for a specific role in the organization.

Succession management plans: Plans put into place to kick start the succession
planning procass and developing the employee to succeed the current
incumbent in an identified role,

Succession candidate(s); Refers to a candidate or candidates that have been
identified

Successhon management agreement: The agreement batween an employee and
the arganization

Succession management reportisl: This refers to a management tool that will
provide all parties invalved with a view of the progress and movermnent of the
succession plans for the enting organization,

Succession profile: Tool to identify gags between the reguirements for a
position and the succession candidate.

Talent review session(s): Formal Meetings that will be held to discuss past
performance and future potential of employees to identify high potential
employees for purposes of succession management.

Technical position{s); Positions that are occupied by individuals with technical
expertise and in most instances dan't have people repoarting to them

Trand analbysis: This is collecting information with the attempt to spot a pattern
ar trend in the information which often predicts future practice or behaniar
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Annexure A
Satting up
Succession
Managerment

32 Bamed on the trend analyss results a k=t of postomn requinng
Sty e B A DT | oo o gt
ke i 5 5 e posrietn qu B u = PR Fm_m!
ranageTel.
4 Hentify potential successars for these key beadership and tedhnical
pastians. Line Execu tive
a1 The lne execulive must consider potential successors Tar identilied
successian management postians tabing nio account the necssary
HRMIE renarts, candidates past perfor mande, candidale’s career plan
Consuftant; Career Management and
and candidate’s current compe tency araties ILmust be noted that ths &E:EH Prarming e
step may additionally be guided by Sourcing and Development s the
need arses.
W] & Bt of potential successan management canddates detafng the
pastions that they hawve been dentified & postible sucessans for &
and signed off with the Ene axeoutive.
cammied and sign e e
Note fiat this & not the final Bt and sign-off merely signibes that the c’“"’""'::::::: Bsragement and
process of identilying potential succesiion condidates has been | C0D &
camuabeled.
5 Have a succemion management discussen with the ienmthed | | o

sucorssion candidates to confinm nterest and ocomemibtment ta the
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Consultant: Career Management and
Succession Planning
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A formal sucoRsion management decuscon i schaedubsd and
e e mbed with each Ganded abe and B oo o e

This step i faoktated by Sourcing and Desse kopment.
Sourchng and desse inprmae it il clanify sopectathon s and emph asse that

this ks in the main a deselopment oppartunity and not a guarantes for
promation or progression imio the nest besel of the employes’s @neer.

L i T

S OIS SR g et cand sdarte
Consuttant: Canser Manage meent and
Suoans 50N Planning

=T i §

Should the employss ndiate nienest i the S UCOESSAN Manage ment
apportunity then assessmaents are sdeduled prior 1o a formal
SO T T g Ehene d Tho. e Annesune O

Wherne the employes does not indeate nterest 0 the sucoesson
manage Mt opportunity this deckson & noded in e rebesant section
of Anneoune C Wherne neorssary Step 4 will be revisited toensune that
sucorssion candidates ane secured for the succession management
pnsithoin.

L o T

S D0 Sh0 mianag et cand sdate
Congultant: Career banage meent and
S oo soin Plannin g

532

The confadentialty requirements of these engagements  ane

emphased fircughout the prooess and are highlighted further in
Anndourg T

A stafoh obd ers and partkopants

Condud assessmants wath the wiling candidate: see step 5.1.1] o
detenmine suiability for sucorssion management and taking on a nobe
with greater compbe sty and respon sibilty.

DD A spess et LU nit
Consultant: Caneer banage meent and
oo Shain Plannin g

that fine wesll B0 thae e ses smeents sl be oontracind &6 per
shep5.1.]1 absse.

S IO Sa0 g et Cand sdante
Consultant: Caneer banage meent and
o cooes Sen Plannen g

6.2

Emplopess that do not fare well in the assesoments will not be
oontracted for sucoesskon managemen tand wil be guided on how best
o chose b emtifend gaps through the i indsvedual PDP.

Whene necessanry Step 4 will be revisibed to ensune that sucoesson
candsdates ane seounsd o T S U008 SSR0 I SEHETHE T e i

S IO Sh0H ITanagg et Cand sdante
Consultant: Career banage meent and
o cooms Sen Planneng
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=i

memaf?mﬁiufuﬂmufpmu S CCAES SR0MT
t candidates detaling the positons that they haee been
kbt d & ipas sibke 5 ucon soes fors comipled and signed-off with the

1L [Edmourtiue
s Success bon man agement cand sdate
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Success bon man agement cand sdate
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SNOHEG SATNT ITICH TS T 4Ny Consuftant Canear Manage meit and
SuccEss bon IPlann ing
This step & faciliated by Sourcing and Dewselopmeent.
8.1 The ndesdual sucesson management pan & medemaented  and
e bl Sourcing and deselopment

8.2

Tha indesdual ensunes that thene 5 alignment sath hes ndssdua POP
and SUCCESS hon man ageEmsent plan.

Indewdu al SUCCES 0N Mman agemsent Cand sdate
L TR

8.3

The indeedual £nsunes that mon By 5UCCesson Management & pors
that ane acoessible wia the intanet ane compleded and submitted to
Soundng and Deselnpmaent.

In vt al SUCCESS 0N Man ageEmeet Cand kdate
L mEnage r

Consuftant Caresr Management and
Sunoss ion Planning

24

Thae indessdual ensunes that quarierdy SuGCeEsson Management nevew
SR Takon PROE U Sing Aneoune E.

Indiwsdual succession managemeaent cand sdate
[ e

Consuftant Career Management and
SucoEs kan Plann ing

85

Tuartiery SUMCESS RN ManageEmeEnt mpors ane proseded toeach kne
BT,

Somr b i gRier: Sl noing aind DMrsEhn et

8.4

Review and nevise the SMA and dissional sucorsson managemen t
NS o 2 yearky hass .

S b lan ager: Sourncing and Devebopmeent
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Annexure B B.1 Abbreviations and references Thee s e on rrigerrant polioy el | bee  rplkerrentasd ek i th thes processs ot i beskoss, 1t rrue & e ot thot ol stepein the impl ementation process anstabe m
Succession diligerd by all perties concamend
Managerment : :
Detaibed HAMIS Human Resources Management = P aspie gl
Implementation  |nfarmation System e 7
CR 1 \dar by bedershin p | on avd e risid e o exhidrion, ——
ICT  Information and Communication Technology Ll | Ecrhlieeerutive chisioral s e merger s with theTdert Lire Bsubive
Cormu tant: i OO Cormultang b identify besy kardérshi p and oriti c2l rokéss waithin the it
b v ey
00  Organizational Development 12 | Ths 2eph apport bythe O Cormadtont el a the Comukare, Taert S
I \dary opee w dariiedbey edkerhin adde il pr . DCComutr
PDP  Personal Development Plan 21 | Oneorrption of Sen L the OO Cormatort together sith theCormad tart: Tdert il
cormoidate i 5t of competend s per ot on nd subrmit it b the mandgament OCComdtr
SITA  State Information Technology Agency b Coraiant: Taksrt
Saxy espion Profil et P esich pcesition sehich vl | b e imresruiting
SO 2 per Amalre O
B.2 Definitions 5 \dary potid s i denfiedbey lesbrhin s erisel pr . T
The terms used in this policy and the accompanying 31| At ey Eetin 1 A et s A Areiges .
definitions are as follows: o Lokt
taopportunity b pply. lire Biaiive
iz Su'm‘i:gﬁpi:nidumm'ﬁhslndmnirinmrmimuuﬂh Surcing Do
Successlon management: The proactive approach of = ;::E“m"ﬂ_'mﬂ - - : T -
managing talent which involves the identification of high i M:E““m; "“""‘“‘f“"‘::h“:h"’"”“”,“ » H’;E‘"‘"
potentials for anticipated future skills needs and the pﬂtad:ﬂnmpfmimﬁhz'::mﬁmaﬂ:ﬁmm To &t Coni ikt
tailored development of these individuals so that there is a T — CCCmilb
talent poal and leadership pipeline available ta meet 34 | Connlbates ot corft reet the ik i bk b rovied
organizational needs. Pt b s o st ther céngr pathing andindivichss] el prrertpbin | Comsuliant: Takert
e PP
Leadership position(s): Positions occupled by individuals

that have people reporting to them



Anneaure B;
Succession
Management
Detailed

Implementation

Process

Technical position(s): Positions that are occupied by individuals with
technical expertise and In most instances don't have people reporting to
them

Leadership / technical bench: Refers to a group of individuals within an
organization who have been identified as high potentials with scarce skills
and would be considered ta fill either leadership or technical positions,

High performance individuals: Individuals who have displayed high levels
of aspiration, engagement and ability within their current work
environment and consistently excesd expectations when it comes to their
performance.

Competencies: |dentified behaviours, knowledge, skills and abilities that
directly and positively impact the success of the employee and the
organization, They can be measured by a variety of asessment tools and
batteries.

Successors: Refers to employees that hawve been |deatified to be high
potential and part of a succession plan for a specific role in the
organization.

Succession management plans: Plans put into place to kick start the
sucopssion planning process and developing the employes to succeed the
current incumbent in an identified role,

Succession candidate(s): Refers to a candidate or candidates that have
been identifiad

Trend analysis: This is collecting information with the attempt to spot a
pattern or trend in the information which often predicts future practice or
behaviour,

] i =i C i s P e 100 Ao e et Lt
a1 i st et | b o ] b ] i e ] By o et i et e
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a3 Cormip i povtertial cand id 2 &' i ndiof dual § utoe sion profle & per dnnésouns E
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mmmitmen t o the proces A
R
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Past performance: Refers to an employee's  historical  performance
rmanagemeant information.

Candidate career plan: An employea’s outlined career pathing plan based on
thair current position,

Candidate current competency: An emploves's current capability levels,
knowladge and skills a5 provided by assessment feadback,

Sourcing and development: This refers to the Human Capital Management
business unit Sourcing and development.

Development: The process of equipping employees with tools and resources
that will help them achieve their desired career goals and aspirations

Progression; Similar to a promaotion, this is the successful move from one
position to another based on performance.,

Promation: The advancement of an employes from their current position to
one that Is at a higher level or job grade based on performance.

Succession management opportunity: The opportunity presented to an
employes that has been identified as a high potential to be part of a
succession plan,

Assessment(s): & series of tests facilitated by a qualified practitioner to

evaluate behaviour, skills, abilities and capabilities for a variety of purposes
such as developmeant.

PFroposed Amendment
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The confidentizlty requirements of these engegements areemphessd throughaut

the pracess and are highlight ed further in Amneaure Ali?.dul:lena'd
[Ertipans
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Anneaure B Succession management agreement: The agreement between an 7 s g e fcoches bosucesson cand dates

SAscCession employes and the amni:at;n;ﬂ T refes s tf:-'lwﬁ
Managerment Succession management re 5): Thi % b a management tool that = = :
Detailed will provide all parties involved with a view of the progress and movement P, | |Wemtrsoecs otk e oo s o e ey
Implementation  of the succession plans for the entire organization, etk thelrrles Lesmngd Cevelpment
Process Succession management review session(s): Mestings that will be held to Thproces il fecltati by ecening & Cevebprment
evaluate and analyse the succession management process, 7.2 | Famrel i the restarehi p e f th detalledrmu diore, iveframes d. | LineManzges
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Bous5:
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ANMNEXURE D: &
- GRID MATRIX
GUIDE

Step 1. Astessing Performance

. Employee’s performance 5 measured along the x-axis of the 9-box grid.

] The nine-box consists of three performance categories: under performance, effective and cutstanding,

. During the performance appraisal, employees are scored on the performance scale as defined on Integrated Corporate
Performance Management (ICPM) Palicy, their previous perfarmance will be used for this purpase.

Step 2. Assessing Potential

. Emplayes’s patential is measured along the y-axis of the 9-box grid,

- Patential will also be scored during employee's perfarmance appraisal and will fall inte the fallowing categories,

a Low potential | working at full potential. Employee is working at full potential and is not expected to improve, either
because they are at maximum capacity or because of a lack of motivation.

a Moderate potential | develap in current rale. Employes has the potential to further develop within their current role.
This can be in terms of performance, but also in terms of expertise.

High potential. Capable of taking new rodes, efther immediately, or within two to three years.

u]

Step 3. Plotting on the grid

- The last step entails plotting performance and potential on the grid.

. Different talent management technigues will be used for each box in the grid.

# The mast valuable position is the top right box |Box 1), which is composed of those ranking high in both performance
and patential,

- The bottom left box [Box 9) s composed of those ranking low in performance and potentlal. These employees should
have performance improvement plans in place. I
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