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Glossary

‘Terms i _ ' _-Deﬁnmons

Affirmative Action : - | Laws, programs or acm/mes designed to redress

' - ipast xmbalance‘: and to ameliorate/revolutionaries
| the uondltxons of individuals or groups who have
| been disadvanta ed on the grcunds of race. colour,
| gender or dmabxht\

Diversity - i = Movmg in another directxon by introducing variety
] Land dlffert.m things (people) and diverting
trom monoton) and umfenmt»

Executing Authority Minister

Employment Equity | _ - | The elimination of uma:r discrimination as well as
- implementation of specific measures to accelerate
the advancement of target groups towards the
achievement of ‘equa lm

Equality i . Full cmoymem of r:ohts and freedom by all in
: = ‘ sxmllar/proportsonatc manners.
—.can hj

?Sruuu where employment equity issues are

Employment Equity Forum &‘\
2 A e

i ldbk %mussed A iy
| Head oM Epariment/ Director-General

Historically Disadvantage IngQ¥iduals #—

oups  igeytified as having been unfairly
j against on, the basis of the past
‘ emsiaumv ;ﬂcnes prcgudu,e and stereotypes.

Out

y 4

Representation = el s |

; ' ‘Thc iuclug'\‘i of all historically disadvantaged
sroups in @ Tanner that represents the makeup of
Whie rmsu.m.m within all occupational classes and

S Lai all [¥els of I’ubhc Service.
e Sn L O gy

“Benior Management Team |

Target Group : = : _ Black people, women and people with disabilities

Unfair Discrimination  Measures. ammd'es ’and b'eha‘wors that obstruct the
il v enjoymem of equal rights and opportunities

in employment of black people, women and people
' wxlh dlsablhtleq

Workforce ] == Ail mdmdua}s or officials appointed by the |
Depanmcm of ngher Education and Training.
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SECTION | 1

1.1 Pledge by the DHET

a. The Department of Higher Education and Training affirms its commitment to the
government's socio-economic transformation policy. It consequently pledges its
support to the principle of employment equity and commits, to the best of its ability, to
give effect to the letter and spirit of the Employment Equity Act, 55 of 1998.

b. The Department fully embraces the purpose of the Employment Equity Act, which is
to: ' Wi

i Promote equal opportunities and fair treatment in employment through the
elimination of unfair discrimination: and :

Ii. Implement affirmative action measures to redress disadvantages in
employment that was experienced by Black people, women and people
with disabilities. : st -

c. In order to ensure the implementation of employmtenit-eq,ui,ty. the Department also

commits to creafe the necessary partn ships with the employees of the Department,
as envisaged by the Act n i
- \G2 S¢,

d. Furthermore, the Dep#}(@.nt calls an all emp%‘s to similar[y commit themselves
to the implementation # emplriyment equity ancMifihis context recalls the words of

the preambie to thg@‘.r as a inder
My &

Frantieid au«?’@z‘her’ discriminatory laws and
i emplovment, ocEmmation and income within the
pse disparmmes create such pronounced
of ;Jeopiea:af“ they cannot be redressed

‘Recognizing =3hat as a’result @
practices, thei®pre dispasitics
national labouf) mark
disadvantages for certall
simply by répeah'n% discrlnj

“Therefors, in order tgzpromote the condiutional right of equality. and the
exercise of true el ﬂ TR wnfal discrimination in employment:
ensure the implementati fH< nent equity to redress the effects of
discrimination; achieve diversity in the workforce broadly representative of our
people; promote economic development and efficiency in the workforce; and give
effect to the obligations of the Republic as a member of the International Labour
Organization.”

1.2 Purpose of the Employment Equity Policy
a. The purpose of this policy is to:

i. Provide clear policy guidelines concerning the implementation of the
Employment Equity Act by the DHET, guidelines that will direct DHET with
the development of specific programmes; plans and actions to eliminate
any unfair discrimination in its employment and to redress the effects of
unfair discrimination. .

Ll Guide employees at all levels regarding employment equity for DHET as
well as affirmative action, the achievement and management of diversity
and efficiency in the workplace.

iii. Provide a dedicated policy framework for any stakeholder that may
interact with the Department,
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1.3 Legislative Framework

Looow

Constitution of the Republic of South Africa
Employment Equity Act

Public Service Regulations

White Paper on Affirmative Action

This policy §ho;uldba{s_o be ;read in conjunction with the following poliéies:;

i Recruitment and Sék—_:fction Policy
ii. Skills Development Policy
iii. Affirmative Action Policy

1.4  Policy Principles

Equity
Fairness

oo o

Honesty

SECTION Hi

2. Obligations of RoléPiaye‘é(

Confidentiality
Professionalism

”

A
2.1 Duties of the De gunent ® .
a. The functions of theyepartmdit shal s follows: €y

To estayish 2 juily Forumedor purposes of consultation
To consuit with it€fefbioyee ‘mh regart@: the ’anélys'i's, preparation and
implement®on of the EmplidMhent Equity Plan and Report concerning its
implementation ghthe same. 2 =

To conduct an % i éNoyment policies and procedures and the
working enviranme |

To prepare an Employment Equity Plan. I

To implement affimative action measures designed to ensure that
suitably qualified people from designated groups will have equal
employment opportunities and will be _equitably represented in all
categories and levels of the Department’s workforce.

b. These affirmative action measures will include the following actions:

fi.

il

To identify and eliminate employment barriers; including = unfair
discrimination, which adversely affect people from designated groups.

To plan to further diversity in the workplace based on equal dignity and
respect for all people. i

To ensure reasonable accommodation for people from designated groups
in order to ensure that they enjoy equal opportunities and are equitably
represented in the Department's workforce. ] j

To ensure the equitable representation of suitably qualified people from
designated groups in all occupational categories and levels in the
workforce but exciuding quotas in this regard. :

DHET; EMPLOYMENT EQUITY POLICY ; ~ - Page 5




V. To retain and develop people from desigjnat'ed groups and to implement
appropriate training measures but excluding quotas in this regard.

c. The Departméht will report to the Minister of Higher Education and Training through
the Head of Department on progress made in implementing the Department's
Employment Equity Plan. ' | -

d. The Department wil!"aSSign a senior manager(s) to take responsibility. for monitoring
and implementing its Employment Equity Plan. The Deputy Director-General:
Corporate Services is duly assigned to this role. ’

2.2  Role of the Head of Department

a. The»:Ho_D plays a crucial role in creating the necessary climate iﬁ-the Department
which is conducive to successful implementation of employment equity. The following
further augments this role: ' j :

i.  Champion the cause of employment equity within the Department and
empower the Forum to function optimally. i

il Sign ﬂofff on the Departmerit's annual 'Employm'ent Equity Report to the
Department of Labour. '

ii. Report to the Minister on progress made with the implementation of
employment equity Gan hiS’
iv.  Empower the @‘} employment equipﬁ players with regard. to their

functions in ter of this policy and the by  providing the necessary
authority and goeans to 8dionm ’

V. Ensure thawmgianagers Herforr eploym equity functions, e.g. by
adding the BRCuirements for implegfentation into Side SMT’s Key Result Areas
(KRASs) for pefiorman alael '

A, i
vi. Assign a senior ma

take rsgsp?bsjbility for monitoring and
implementation %f the .

Uity Plan

vii. Communicate, in res@gt of the Departmd®s approved 'Employment Equity
Policy, Plans and F sﬂ H ﬁ .

2.3  Role of Line Management

a, Comply with all aspects of the Act and support the implementation of
employment equity.

e Forum fo operate optimally, e.g. communicate
requirements of the plan from line management.

b. Create the environment for the F

¢. Communicate in respect of the Department's approved Employment  Equity
Policy, Plan and Process. The Co_m’muni_ca‘tion Director is specifically charged
with the responsibility of incorporating the communication requirements of the
Forum into the corporate communication policy and internal communication plan.
Specific communication must include

i To display in the wbrkplace. a notice informing employees about the Act.




i.  Make available the most recent report submitted to the Department of
Labour. et

i Publish a summary of the employment equity report in the annual financial
s » i ‘ ;

v, Make available and display a copy of :{he Plan to empléyees.

v, Implementation of the plan, e.g. recruitment practices, staff development.
ele; i

Vi, :Ensjurih‘g that employees act in accordance with employment equity, e.g.
by adding the requirements for implementation into KRAs for performance

assessment.

vii. Provide input for the anaiysis; and formulation of 'fhe‘Emptoyment Equity

Plan.

vili. = Monitor implementation and report to the HR Unit for submission fo the
SMT. : :

ix. Monitor process and provide inputs for the HR Unit's needs assessment.

24  Roleof the Human Resources Lt .
| A\C h'S{
a. Serve on the Fo\*«&s Ex-Officio SMT n%e

b. Consult with th@ orum

o3 Conduct an analvsis o@ mploym
Act and sipét the fin S 45 the
following:

olicles and practices as required by the
Thga _‘sés inter alia will include the

- O
I Emp‘iogem poligesammectices agd procedua', which include but will not
be lirlfd 10 Me

appointments and
and grading, rdm
. conditions ®f amployr

ent procesgm¥ob evaluation, classification
zmployment benefits and terms and
ssignments, training and development,

ies, adve$ﬂg,and selection criteria,

nent, jd

performance uation systems, Q)romotio'r_;,  transfer, demotion,
disciplinary me&¥y =Jth @smissal and dismissal;

i, Working environm d P iE e

i,  Employment barriers adversely affecting the designated groups; and

iv. Profile of staff in respect of the designated groups within each occupation
category and level in order to determine the degree of under
representation. i

d. Develop the Department's Employment Equity Plan and submit to the SMT. The
Department’s. Employment Equity Plan must take into account all affirmative
action measures, strategies and measures to implement employment equity and
must also achieve reasonable progress towards employment equity for the
Department. The plan must also state the following:

i Employment equity objectives for each year of the plan.

i Affirmative action measures to be implemented.

iii. Where under representation of designated groups has been identified, the
numerical goals to achieve equitable representation of suitably qualified
people from designated groups within gach occupational category and

RPN T BRI POy | — Page 7




level in the workplace, the timetable within which this is to be aéhiéved
and the strategies intended to achieve those goals must be stated.

iv. Timetables for each year of the plan for the achievement of goals and
objectives other than numerical. : ;

V. Procedures to monitor and evaluate the interpretation of the
implementation plan. | ' !

vi. The internal procedures to resolve any dispute about interpretation or
implementation, i

Vii. The persons responsible for monitoring and iinplejmenting the plan.
viii.  Support to line management in respect of employment equity

requirements for HR planning, recruitment, etc.

ix. Establish a monitoring mechanism to monitor progress of employment
equity in the Department.
¥ Prepare the Department's report on progress made with the

implementation of employment equity.

25  Role of the sQni;b;:Ma'nagement Team (SMT)

a.  Toensure understanding of and commitment to the equity process.
b. To promote the consultation with the Employment Equity Forum.

c.  Contribute to the achievement of the equity objectives.
SECTION il le
3 The Employment Eqmty Forum =
31 Appointment of Emplgy ?qru\ity F'r?rﬁSIo

The Employment Equity Foru il be constifuted of elec@.atatf members representing the
Department’s employees. ® i

-

3.1.1  Purpose of the Fabwrm:
a. The purpose of thed orum is fo-fold

i To be@nsulted Ry acd to réfch agreemen

Team g8hMT) e i

Departinent, as ey

wh the Senior Management

‘mentation=ei, employment equity in the

Employme&TEquity Act. The consultation
will be specificflly ‘on the a@lysis’, the preparation and
implerenigiion of th® employYEnt equity plan and its progress report.

i To ensure brgad represent8tion qf staff in accordance with the
Employment [@

Y i B
3.2 Composition of the Eom‘m A H

a. Employee representatives elected by employees o reflect the interests of the

employee will be as follows:

i. Across all occupational categories and levels of the Department,
ii. Employees representing designated groups.
i. ~  Employees who are not from designated groups.

iv.  Representatives of recognized trade unions in the Department.




b. The Forum will be constituted by seven (7) members, proportlonaily representing the
desngnated categories as follows:;

lSen‘iority:'Levegsﬂ) Occl!'pational Designated | Non- | Recognized
. | Categories (20 | Groups (1) Designated | Trade
‘ : ; Gl ' | Groups (1) Union (2)
Senior Management Managers | Black people | As per the Recognised
Middle Management .Admomstrators /| Women Employ_ment trade unions
Professional PAs Disabled persons !Equity Plan |
Administrative Clerks 9

Practitioners '

General '

Assistants = g

Security i i ;

C. It should be noted that employee representatives may fall into more than one
category of representation.. ’ j
d. Office Bearers:
i. Chairperson to be nominated by the SMT from the ranks of the employee
representatives,
ii . The employer shall provide secretariat services
. Deputy Chalrperson nominated by members from its own ranks.
iv. Ex-Officio member nominated by members from its own ranks,
3.3 Functions of the Forum ‘

regard fo the impie ation of employm um/ in the Department and

a. The functions of the Fo \G unqaoe‘ % N 2 consultative partnership with
a8
specifically ﬁ

)
. Conduct ;aﬁwaiysis ;}J@ep* sk 1p&nem policies and practices
(methodolasy, nature afd cuic e
il Prepare ; Depanmnnt s  Effiployment Ea‘gy Plan, mciudmg the
methodol : = plgn against requirements of the Act,

T the De@ments affirmative action
measures. etc

V. Monitor the progress fitlfreqard
feedback, updﬁng and t'endS) a

vi. Recommend ways l;ih the D

the Act as well as
b. To deveiop the fon‘owing guidelines for the effective functioning of the Forum:

employme@ equity methodology (report,
bulcomes:

e ﬂaﬂmwf:, Employment Equity Policy with
sion, mission, philosophy and strategic

plan.

I Terms of reference and working procedures

ii. Code of conduct:

iii. Resource plan:

iv. These guidelines will be presented to the SMT for consultatmn and approval;

V. After approval, these guldelmes will serve as an addendum to the
Employment Equny Plan. :

¢. To keep minutes of all Forum meetings, which will be presented to the SMT.

d. To endeavour to amicably resolve any ihté_rn’ai disputes about the interpretation or
the implementation of the Act.

e. To develop the Forum’s constitution.




SECTIONIV |

4. Emplo;yment- Equity Process
4.1 Equ:ty Transformation Areas
a. Appointments

Targets for staff ‘appointments and related profiles have to be agreed on for
appointments. : j

b. Equity Transformation Perspectives — Strategic Focus Areas:

I.  There are four (4) perspectives wh ich need to be addressed simultaneously. The
perspectives are inter-related and inter-dependent. The first three (3) specifically
relate to internal matters whilst the last deals with relationships external to the
organization. L » ; '

il Diversity management is a planned. systematic and comprehensive managerial
process for developing an organizational environment in which all employees with
their similarities and differences car contribute to the strategic focus areas.

fii. These practices must be audited to ensure that no person is being discriminated
against for reasons other than performance based on objective measurement

criteria. In addition they must focus on developing core competencies required to

build capacity. The primary areas. which must be addressed, include:

Recruitment selection ang cenhv"— @rgets need to be set,
Disciplinary and r@xﬁa proceduy eS’aveil 4s codes of good practice on
sexual harass,ﬂé nd the like. /e’ '

* Performance | surement (which mussJ&:ude-” specific - transformation

objectives). ®
~*  Remunerat™waind emy y ?‘
s Other relataameims andfeonditi ploymerh
42  Recruitment and ©\ection E-
L]
a. The Department will ensure () <

i Conducting gkills aud$f of de mated persons currently employed by the
organization in order to locate “urrenigskills availability and the extent

thereof. ‘S
il. Advertising in aAn H& coverage while-conside;ing internal

candidates e o , -
ii.  Ensuring that job  specifications  reflect realistic competencies /
qualifications required in order to.perform the job under normal conditions.
iv, Specifying race, gender and disability preferences based on the

designated objectives and targets. b
Considering middle to lower fhanagement positions, awarding of specific
bursaries or offering internships and the like where itis not likely that the

(a) ' Formal gualifications:

(b)  Prior learning:

(¢) Relevant experience: or

{d) Capacity to acquire with a reasonabile time the ability to do the job:




4.3

. This is to be achieve

The Departr'nen:t‘ may not unfairly discriminate against a person solely on the grounds
of that person’s lack of relevant experience.

Affirmative Action

Taking South Africa’s history into account, the Department recognizes its
responsibility to €qualize opportunities for those people who are socially,
economically and educationally disadvantaged (referred to as designated persons).

. Affirmative action measures will focus on harnessing the strengths and diversity and

thereby create capacity required to meet strategic business objectives. It is this fact

‘Which distinguishes affirmative action from reverse discrimination since there is no

intention to dismiss White employees nor 'to neglect their development. On the

contrary, the objective is to Create a diverse workforce at all levels in order to

promote cultural diversity whilst empowering individuals.

carefully assessed in order to determine whether they have the potential for the
envisaged position and for career development. : j
Competent employees who have the potential must be appointed where imbalances
in representation have been identified and by ‘engaging in true empowerment
activities, the concerns associated with tokenism can no longer be considered to be
prima facie valid. ' s ,

Since a lack of experience may not be used as the: sole reason for non-success of an
affirmative action candidate in justifying ongoing imbalances, mentorship/coaching

transfer of skills. s
Affirmative action activiti .iqgn orhf? (o}
promotions for des:gnat@_ sons, using na :’r@ ;n(l regional demographics as a
guideline for diversity : 8 stich must be focuseds fuilding capacity.

?Qv engai elency-based and accelerated human

resourc_es,activiiie$iuding { g‘
- r"n p

i. Effectivepgduiction.

GO

alion

ii. Accelera®d advancment plog#®mmes v
iii. Manageemyent development and leadership prsmmmes.
i EduCat%ass:st o
V. Human 'source Sy cerand siession planning.
vi. Skills audits to ider i ‘terma!am\ f5t designated persons,

The primary focus areagof Ihe said activitie® shou!‘be lo create a diverse workforce

in all job categories. &
Understanding Diversity PFOQFEA‘SH B

a. The Department will embark on the following to promote cultural diversity:
i.  Organizational ¢limate surveys;
ii.  Hold cultural diversity'prog'i*ammes;' L
iii. Implement necessary interventions in this regard.

| Cultural Diversity Pr,dgrarﬁmes__

4. These are experiential programmes which seek to educate individuals about
understanding themselves in relation to colleagues who may be different due to
race, gender, religion, cultural background or disability.

¢. Elaborate employment equity strategies will be totally ineffective if there is no
real attitudinal change amongst managers and employees.

d. In view of this, attempts are to be made to comprehensively assess the
organizational climate by means of a survey by an independent consultant (if no
internal expertise is available), across the entire organization followed by
appropriate plans of action being compiled that may include cultural diversity
workshops,

employment  opportunities and -




. s e. The results of the survey as well as the actions embarked upon will be

monitored on an on-going basis by the use of cﬁmate::audits.
SECTION Vv

5. Monitoring and Evaluation

51 Emplo’yment':Equity Forum
Equity Forum
SECTION VI

6. Policy Review

This policy shall be reviewed after 24 months or as and when a need arises,

/ - Mr G? Qonde

Acting Director-General: His@er Edu

/7/06-/514// SA Hp a

The implementation of the policy shall be monitored and evaluated by the Employment

2011.
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