JUDICIAL INSPECTORATE OF PRISONS
Office of the Inspecting Judge

Jl 8/2
POLICY DOCUMENT

'RECORDING AND MONITORING OF DUTY PERFORMED BY VISITORS
COMMITTEE CO-ORDINATORS (VCCOs)

1. POLICY STATEMENT
1.1.  The Judicial Inspectorate of Prisons (JIOF) recognises that:

» |n order to account for the human resources which are at its
disposal, proper records must exist of the hours worked by all its
members of staff;

* That it is a management function to monitor the actual hours
worked by mambers of staff;

*  That sound financial management, including control over hurman
resources, is critical to the success of the JIOP.

2, POLICY OBJECTIVES
2.1.  The objectives of this policy document are to:

= Ensure proper record keeping of the hours worked by VCCOs,

= Ensure that the JIOP cnmpl?&wim audit standards in regard to
duty registers.

= Ensure that YCCOs are held accountable for the time they work
ar do not work. '

= Support managerment in their responsibility to monitor and
contral the performance of WCCOs.
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3. STATUTORY MANDATE

3.1,

3.2

4.1.

4.2,

4.3.

4.4,

4.5,

Section 89 (1) reads: "the staff complement of the Judicial
Inspectorate must be determined by the Inspecting Judge in
consultation with the Commissioner.”

Section 88 (3) reads: “Such employees are deemed for
administrative purposes to be comectional officials seconded to the
Judicial Inspectorate, but are under the control and authority of the
Inspecting Judge."

POLICY PROCEDURES

The official work hours of the JIOP are from 07h30 am until 16000
daily with a 30 minute lunch break. The VCCOs may not deviate
from these hours. '

The VCCOs must record his/her arrival to the office daily in the Z8
register in use at the particular DCS Management Area or
Correctional Centre.

If the WCCO is based at an office other than DCS then the Z8
register must be kept by the Compliance Inspector (Cl} for that
area. The time in and out on the 28 register must correspond with
the bulletins received from the VCCO as per paragraph 4.4

The YCCO must every day report to the Cl and Regional Manager
(RM} when they arrive for work via the Bulletin Board. The
electronic system will autormatically record the time of the bulletin.
This time will be recorded in the Z8 register,

The ClI/ RM must monitor and report to Support Services on a daily
basis on WCCOs who are absent from duty.
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4.6.

4.7.

4.8.

4.9,

4.10.

4.11,

The same process must be followed when the VCCOQ, leave the
office at the end of the working day.

The VCCOs must include a copy of the Z8 register, which copy
must be certified as correct by the local DCS HR Manager and the
CIFARM/RM in their monthly reports. The ARM must record the
receipt and certification by the Cl.

This duly signed copy of the ZB register, which must be
accompanied by any leave forms, must be forwarded to the
Compliance Inspector, The YCCOO0s must make every attempt to
submit the completed £8 register with leave forms to the Cl by no
later than the |ast working day of each maonth,

The Cl will verify and forward to the HR Manager: Support Services
5

{(JIOF} in Cape Town by no later than the ¥ of the Tollowing

rmanth.

HR Support Services must record and acknowledge receipt of the
Z8 register via the Bulletin Board to the RM. HR support must by
the 7" day of the month via e-mail forward a report to the Director;
Functional Services and Director: Corporate Services on which

reports are outstanding as at that date.

Form JI 247 "Payment Advice: Salaries for Temporary Workers"
must be completed by Contract Administration. Form JI1247, must
be submitted to HR to check the tariffs and amounts to be paid
{Appendix A},



412, The form JI 247 must then be forwarded to the respective Cl for
certification where after the Director: Corporate Services will
approve payment for the VCCOs. Payment will only be done if all
supporting documents (i.e. Z8 register duly completed and
cerification by Cls,) are available for accounting purposes.

4.13. The mnule of no work no pay will apply if VCCOs are absent from

duty without duly authorised leave forms of if VCCO does not wark

the required 8 hours per day.

414, WCCOs who are appointed to the fixed establishment of the JIOP

must comply with the same rules. In such cases the Cl must issus

a certificate of time worked on a monthly basis {Appendix B - Z8),

5 CONCEPTUAL MODEL OF PROCESS
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6. RESPONSIBILITY / DELEGATION

of time worked and payments.

HR Manager Supp-'[i'rt Sarvices

6.1. [ Recording time on and off duty on a [ VCCO ,
daily basis (Z8B register and bullatin .
6.2, | Monitor and report on VCCO who are | ClJ ARM 3 G|
ahbsent from duty on a daily basis.
6.3, | Submit Z& register certified as correct | VCCO |
by Incal DCS HR Manager I
6.4, | Verify work performed and recommend | C| o ?
payment for time worked.
6.3 | Report to Directors on VCCOs who did | HR Manapger: Support Sarvices
[ not submit Z8 registars,
6.6. | Calculate payment Confract Administration !
6.7, | Approval of payments Director: Corporate Services '
6.8 | Administer leave forms and keep record

7. MONITOR AND REVIEW

7.1, Compliance Inspectors must on & daily basis monitor that the YCCOs

report for duty and that proper and accurate records are kept of the timea

worked.

7.2, Directors must monitor complisnce with these rules.

7.3. These rules are subject to review from time to timea,



THIS POLICY DOCUMENT IS CONSIDERED NECESSARY AND EXPEDIENT FOR
THE EFFICIENT FUNCTIONING OF THE JIOP AMD IS, AS SUCH, APPROVE AS
RULES OF THE JIOP IN TERMS OF THE PROVISIONS OF SECTION 90(9) OF THE
CORRECTIONAL SERVICES ACT, 111 OF 1998 (AS AMENDED).

DIRECTORS;

FUNCTIONAL SERVICES

DATE: ¢ % s




JUDICIAL INSPECTORATE OF
PRISONS
OFFICE OF THE INSPECTING JUDGE

JI24T
PAYMENT ADVICE: SALARIES FOR CONTRACT WORKERS

MOMTH:

TAB 8OO 8 L

POST MR: PAYPOINT:

SURNAME AND INITIALS:

o 0 9 s, oM
ATTENDANCE FOR THE MONTH: (According to ZB register)
DATE TARRIVAL DEPARTURE TOTAL HOURS
TIME TIME

I hereby certify t‘h' above information as correct. | understand that providing false
information is an act of deliberate dishanesty which may lead to dismissal,

VCCO: DATE:




TAB 052

ALLOWANCE CODE 1-Instate 2-Amend 3-Terminate 4-Cancel S-Enquiry
{ [ | |
PERIOD WORKED: START: END DATE: | |
I

MONTHLY AMOUNT: R | - TARIFF R -
TOTAL DAYS WORKED: [ TOTAL HOURS WORKED:

: TAB BO0& '
RESFONSIBILITY NR: | | ACTIVITY NR:
CERTIFICATE :

| HEREBY CERTIFY THAT:

1. A valid service agreement for the person exist

2, Above mentioned persen has worked during above mentioned hours

3. The details on the payment advice and the Z8 register has been verified and
certified as correct

4, Above mentioned amount has not been claimed or paid out

Compliance Inspector: DATE:

Tariffs and amounts checked by HR Manager:

...............................................................................

Signature Past lavel Drate
FPayment approved by Director: Corporate Services:

...............................................................................

Signature Post level Date

Captured by Parsannel Clark:

...............................................................................

Signature Post level Date

Approved by HR Manager:

...............................................................................

Signature FPost level __ Date




21 a)

APPLICATION FOR LEAVE OF ABSENCE

Thia applisaticn feim mial fol be usad 1o apply Tor lemporry incapooty leoss.

Tarnparary incapacly wase musl e appled for on the application ferm prescribed inlemms of the
Iargament Polcy and Prosecure on Incapscily Leass and 1l-Heith Retramant for Publio Serdos

__|Ernploynae, Please cantas your Parsorrsd Oisa far Turthear informadion,

uaelicral Injurkae and Diseasee
*Specily Typa of llness

Numioer of Caiendar Days

Mo, of Calender Moaths

| haraby cedify that the Infmﬁuﬂm prm*ldad fa comect. Ay fuslrv;aﬂm Im ihis regard may farm ground far disciplinary actian

Eurthermnore. | fuly undensiand (hat il | de net have auilcient Leava crediie from my previsus of currant laave oyela b cover Tor my applicaton,
ry cazpad e as ab 30 June 2000 will be autamalicaly wiised.

s RECOMMENDA
| Met Recammendad

Py iS0r's Eigrulurl Date
APPROVED " ek with X B

| Approved wilhau F I | Mot Approved

1. Applications in respect of sick leave of three or mare days must be accomparied by 8 medizal saificabs lgaued b','a rega'ered

medical prachboner,
E_Fl.pﬂlkmﬂm far adapbon |eave must b accompanied by a declaraton on hiow e aptkimsant #0l b2 used In the casa whene boh spouss are

in the emplay of ihe Public Service
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