
908 No. 26928 GOVERNMENT GAZETTE, 2 NOVEMBER 2004 

No. 1255 2 November 2004 

SOUTH AFRICAN QUALIFICATIONS AUTHORIN (SAQA) 

In accordance with regulation 24(c) of the National Standards Bodies Regulations of 28 March 
1998, the Standards Generating Body (SGB) for 

Public Administration and Management 

Registered by NSB 03, Business, Commerce and Management Studies, publishes the following 
qualification and unit standards for public comment. 

This notice contains the titles, fields, sub-fields, NQF levels, credits, and purpose of the 
qualification and unit standards. The qualification and unit standards can be accessed via the 
SAQA web-site at www.saqa.orq.za. Copies may also be obtained from the Directorate of 
Standards Setting and Development at the SAQA offices, Hatfield Forum West, 1067 Arcadia 
Street, Hatfield, Pretoria. 

Comment on the unit standards should reach SAQA at the address below and no later than 
28 November 2004. All correspondence should be marked Standards Setting - SGB for 
Public Administration and Management and addressed to 

The Director: Standards Setting and Development 
SAQA 

Attention: Mr. D Mphuthing 
Postnet Suite 248 
Private Bag X06 

Waterkloof 
0145 

or faxed to 01 2 - 431-5144 
e-mail: dmphuthinq@saqa.co.za 

JOE SAMUELS 
DIRECTOR: STANDARDS SElTlNG AND DEVELOPMENT 



STAATSKOERANT, 2 NOVEMBER 2004 NO. 26928 909 

. 

SOUTH AFRICAN QUALIFICATIONS AUTHORITY 

QUALIFICATION: 
,.l,",lll,,,r"r" Ir,",~ n,*ri .n d l " W  

National Certificate: Inspection and Enforcement Services 
SAQA QUAL ID QUALIFICATION TITLE 
491 07 National Certificate: Inspection and Enforcement Services 
SGB NAME SGB Public Administration and Management 

ABET BAND ]PROVIDER NAME 
Undefined I 

I I I 
PURPOSE OF THE QUALIFICATION 
This qualification will provide all learners who are involved in inspection and enforcement services in the 
Department of Labour and other government departments with the necessary skills, knowledge, attitudes 
and values to be able to perform their functions effectively and efficiently and in accordance with the 
requirements of the various Acts, regulations and codes of conduct that are applicable to their work. 

There are many people employed in enforcement and inspection services who do not possess formal 
qualifications in the sector but who have the necessary skills and knowledge to carry out their work with a 
high level of expertise. This qualification will give those people an opportunity to obtain a formal qualification, 
which recognises their competence. The qualification will also serve to equip new entrants to the service with 
the necessary knowledge and skills. In addition the qualification will enable learners to embark on further 
study at higher levels on the NQF thus advancing the notion of life-long learning and improving learners' 
employment possibilities. 

The Department of Labour has the responsibility of ensuring that employers comply with the various 
requirements relating to the employment of workers as well as with regulations pertaining to heath and 
safety. An effective enforcement and inspection service will help to ensure fair labour practice coupled with 
safe and healthy working environments. This qualification will help to establish such a service on a 
professional level. 

Rationale for the Qualification 

The Department of Labour has the responsibility to ensure that employers adhere to labour legislation 
enacted to regulate the labour market. For this purpose they monitor the compliance of organisations with 
the required legislation and regulations. 

The monitoring has the following three areas of focus: 

> To promote good labour practices including sound labour relations, improved conditions at work and 
minimum wages, fair labour practices and a healthy and safe working environment. 

> To provide information and advise on labour laws: The Department is the initiator and guardian of our 
labour laws. It has the responsibility to inform clients about the laws and where appropriate to educate them. 

> To ensure compliance with labour laws: The Department of Labour will be both reactive (i.e. when dealing 
with complaints and accidents) and pro-active (identifying areas of non-compliance and advise on corrective 
action) to ensure that our laws are complied with. 

This service will be integrated across the full range of labour legislation, i.e.: 
> Basic Conditions of Employment Act 
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> Employment Equity Act 
> Occupational Health and Safety Act. 
> Compensation for Occupational Diseases Act 
> Labour Relations Act 
3 Unemployment Insurance Act 
> Skills Development Act and Skills Development Levies Act. 

Labour centres and provinces are expected of offer a service in an integrated way to the client. The exact 
nature of integration is a managerial decision made at a provincial or local level in accordance with nationally 
approved principles, guidelines and directives. Different labour centres and provinces would all need to meet 
required levels of performance set out in performance agreements or service level agreements. Inspection 
and Enforcement Services are expected to offer an integrated service up to a certain level. Not all staff have 
to be specialists on all aspects yet all should have a basic understanding of our legislation so as to offer a 
service as and when required. 

. 

The rationale for this qualification is therefore to provide the learner with the applicable knowledge and skills 
to be competent to perform the integrated Inspection and Enforcement services. 

RECOGNIZE PREVIOUS LEARNING? 

Y 

LEARNING ASSUMED TO BE IN PLACE 
It is assumed that learners are competent in Communication and Mathematical Literacy at NQF level 4. 

Recognition of Prior Learning: 

This Qualification can be achieved wholly or in part through recognition of prior learning in terms of the 
criteria laid down for this Qualification. 

Evidence can be presented in a variety of forms, including international or previous local Qualifications, 
reports, testimonials mentioning functions performed, work records, portfolios, videos of practice and 
performance records. The assessment methods and tools to be used to assess Prior Learning shall be 
decided upon jointly by the assessor and the learner 

All such evidence should be judged according to the general principles of assessment as described 
elsewhere in this Qualification. 

QUALIFICATION RULES 
The Certificate is made up of a planned combination of learning outcomes that have a defined purpose and 
will provide qualifying learners with applied competence and a basis for further training. 

The Qualification is made up of Unit Standards that are classified as Fundamental, Core and Elective. A 
minimum of 140 credits is required to complete the Qualification. In this Qualification the credits are 
allocated as follows: 

Fundamental: 28 credits 
Core: 82 credits 
Electives: 30 credits 
Total: 140 credits 

The majority of the credits relate directly to the purpose of the Qualification. There are also options for 
Electives that are aimed at personal empowerment and specialisation areas. The Qualification is made up 
of Unit Standards at levels 4. 5 and 6. 

All fundamental and core unit standards are compulsory for all learners. 

Unit standards to the value of at least 30 credits should be selected from the elective unit standards, but 
learners should try to choose elective standards that form an integrated whole, e.g. choose all the standards 
that relate to skills development. Learners may also select other elective unit standards not listed, with the 
permission of the relevant ETQA. 

EXiT LEVEL OUTCOMES 

1. Promote good labour practices, 
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2. Provide information and advise on labour laws. 

3. Ensure compliance with labour laws. 

4. Lead a team. 

5. Participate in a disciplinary hearing/court case. 

6. Communicate with external and internal parties. 

Critical Cross-Field Outcomes 

The learner can demonstrate ability to: 

> Identify and solve problems in familiar contexts in which responses show that responsible decisions have 
been made, adjust common solutions to meet changes in the problem and motivate the change within own 
limit of authority. 
> Work effectively with others as a member of a team, group, organisation or community. 
> Organise and manage him/herself and hislher activities responsibly and effectively in that it is expected 
that the learner will be responsible for hislher own learning and for organising hislher own work allocated 
tasks responsibly in the work environment. She/he is required to apply knowledge gained to the various 
tasks required of the learner's work 
> Collect, organise and critically evaluate information. These competencies are built into the assessment 
criteria in many of the Unit Standards and the learner is required to analyse information obtained for 
application to the work role. 
> Communicate effectively using visual, mathematics and language skills in the modes of oral andlor written 
presentations. These competencies are an integral part of all the Unit Standards and are built into the 
Assessment Criteria. 

> Demonstrate an understanding of the world as a set of related systems by recognising that problem- 
solving contexts do not exist in isolation in that references are made wherever applicable to the learner's 
part in the big picture and how hidher actions have implications up and down the line and especially for the 
work-seekers with whom shelhe is working, as well as for the skills development programmes designed and 
recommended to work-seekers. 

In addition, this Qualification contributes to the full personal development of each learner and the social and 
sconomic development of the society at large, by making it the underlying intention of any programme of 
learning to make the individual aware of the importance of  

Reflecting on and exploring a variety of strategies to learn more effectively in order to become an informed 
Inspection and Enforcement Officer. 
> Being culturally and aesthetically sensitive across a range of social contexts in dealing with diverse people 
in the workplace including customers, co-workers and people who are surveyed, interviewed and 
investigated in the execution of their Inspection and Enforcement duties. 

ASSOCIATED ASSESSMENT CRITERIA 

> Knowledge of relevant labour legislation is known and passed on to employees as and when required 
> Assistance is given in the drawing up of codes of conduct in the organisation/department 
> Batho Pele principles are understood and encouraged amongst staff members 
> The basic principles of sound public administration management are implemented in own work situation 
and assistance is given to others with their implementation, where necessary 

I .  

2. 
> Staff members are informed individually or in group context about labour legislation 
> Assistance is given to individuals and/or the organisation regarding disciplinary action 

3. 
> Relevant labour laws such as: 
> Basic Conditions of Employment Act 
> Employment Equity Act 
> Occupational Health and Safety Act. 
> Compensation for Occupational Diseases Act 
> Labour Relations Act 
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> Unemployment Insurance Act 
> Skills Development Act and Skills Development Levies Act. 
are understood and can be explained to as and when necessary 
> Audits are carried out to determine compliance with relevant legislation and codes of conduct and reports 

> Incidences of non-compliance are identified and reported to the relevant authority for corrective/remedial 
action to be taken. 

' -are formulated in the appropriate format. 

4. 
> Tasks are delegated to team members and assistance is given when problems arise 
> Team members' work is monitored to ensure team and organisational goals are attained 
> Efficient time management is applied to own and team work 
5 Conflict in the team is solved using effective conflict resolution methods 
> Project management techniques and tools are applied effectively for own and team projects 

5. 
> A case docket is prepared for a disciplinary action in accordance with labour legislation 
> All Incidences of incorrect behaviour by staff members that could lead to disciplinary action are 
investigated and reported on in the required format 
> Evidence is given in a disciplinary and/or court case using appropriate protocols 

6. 
> Reports, memorandums, etc are written using the appropriate language, format etc 
> Written communications are read and responded to in the appropriate manner 
> Effective oral communication is engaged in with all internal and external clients using the appropriate 
language, etc. 

Integrated Assessment 

The assessment criteria of the Qualification are embodied in the Unit Standards. The depth of technical 
expertise that will be assessed across the various specialist contexts are clearly articulated in the relevant 
Specific Outcomes, Assessment Criteria and Range Statements within these Unit Standards. 

Assessors should ensure that: 

z Work output is in line with an agreed mandate, relevant service agreements and the department's 
customer service standards applicable to the learner's clearly defined work role. 
> Methods, procedures and techniques of a clearly defined work role are applied consistently in terms of 
specific departmental policy, legislative requirements and departmental practices. 
> The consequences of noncompliance with the department's policy and/or legislative requirements are 
clearly indicated for practices required in a specific work role. 
> Information is gathered, analysed and presented according to the requirements of the learner's specific 
work role. 

Legislated requirements are applied in the work role. 

Assessors and moderators should develop and conduct their own integrated assessment by making use of 
a range of formative and summative assessment methods. Assessors should assess and give credit for the 
evidence of learning that has already been acquired through formal, informal and non-formal learning and 
work experience. 

Unit Standards associated with the Qualification must be used to assess Specific and Critical Cross-Field 
Outcomes. During integrated assessments the assessor should make use of formative and summative 
assessment methods and should assess combinations of practical, applied, foundational and reflective 
competencies. 

Assessors should keep the following general principles in mind when designing and conducting 
assessments: 

> Assessment should focus in an integrated way on determining the competence of the learner in terms of 
the overall purpose and title of this Qualification. Where assessment of the overall purpose is impractical, 
focus should be placed on each Specific Outcome, or groups of Specific Outcomes. 
> Evidence must be gathered across the entire range of competencies in the constituent Unit Standards of 

. 
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the Qualification. Assessment activities should be done in real workplace situations, and where simulations 
or role-plays are used, there should be supporting evidence to show the candidate is able to display the 
competencies to the real work situation. 

> All assessments should be conducted in line with the following well-documented principles of assessment: .. 
appropriateness, fairness, manageability, integration into work or learning, validity, direct, authentic, 
sufficient, systematic, open and consistent as defined below: 

> Appropriateness: 

> Fairness: 

> Manageability: 

learning. 
5 Integration into work or learning: 

> Validity: 

purpose. 
> Direct: 

> Authenticity: 

> Sufficient: 

Standard can be repeated consistently. 
> Systematic: 

> Open: 

assessment process and the criteria that apply. 

The method of assessment is suited to the performance being assessed. 

The method of assessment does not present any artificial barriers to achievement. 

The methods used make for easily-arranged, cost-effective assessments that do not unduly interfere with 

Evidence collection is integrated into the work or learning process where this is appropriate and feasible. 

The assessment focuses on the requirements laid down in the Standard; i.e. the assessment is fit for 

The activities in the assessment mirror the conditions of actual performance as closely as possible 

The assessor is satisfied that the work being assessed is attributable to the person being assessed. 

The evidence collected establishes that all criteria have been met and that performance to the required 

Planning and recording is sufficiently rigorous to ensure that assessment is fair. 

Learners can contribute to the planning and accumulation of evidence. Learners understand the 

Consistent: 
The same assessor would make the same judgement again in-similar circumstances. The judgement 

’ , . . .  

made is similar to the judgement that would be made by other assessors. 

INTERNATlONAL COMPARABILITY 

Due to the unique nature of the South African Labour Market, as well as the nature of the legislation 
regulating the Labour Market and the context-specific role of the Inspection and Enforcement Services in 
the Labour Market, it is difficult to benchmark this qualification to international qualifications. In addition, this 
qualification is not aimed at specialisation in a narrow field, but addresses the range of knowledge and skills 
required in what is a broad institutional role. 

However some Qualifications and Unit Standards in other countries have been identified as having some 
comparability to specific focus fields within the National Certificate for Inspection and Enforcement Services. 
Most of the unit standards relate to the Occupational Health and Safety areas, as well as to 
Communications Competencies. 

Australia 
> PUA DEF OHOOZ4/01: Public Safety: Conduct Health and Safety Inspections 
> OH002A102 Negotiate with Stakeholders 
> OH002N03 Conduct Occupational Health Inspections 
OH002N04 Finalise Occupational Health and Safety Inspections 
> OH002N05 Monitor implementation of inspection findings and recommendations 
> PUA COM 0001 Communicating verbally. 
> PUA COM 006N01 Plan public awareness/information Presentation 

New Zealand 
z Level 6, ID 7229, 15 credits, Complete routine inspections for industrial, commercial and multi-residential 
buildings. Sub-field= Regulatory Control. 
> Level 6, ID 60426, 2 credits, Apply the Health and Safety Employment Aact 

Scotland 
> EB 48, Intermediate 2, Level 11, Contributing to Health and Safety in the workplace, ID 161. 
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> ED SL, Intermediate 2, Level 11, Monitor and maintain a Healthy, Safe and Secure Workplace. ID 262. 

USA 
> 100/2946/1 : C&G Level, Level 4 : Higher Certificate in Community Justice. This qualification Contains a 
Unit Standard called " Communicate and build relationships for Service Users" 

The USA Authority has also a rather large number of Unit Standards relating to " Contribute to effective 
Working Relations", such as J/101/3116 
> A level 5 unit standard, part of a qualification (100/2968/0, NVQ 5 in Health and Safety sub-field is called 
"Enforce Statutory Provisions and brief a Prosecutor for the purposes of a Work-related Health and Safety 
Regulation. 

ARTICULATION OPTIONS 

The articulation possibilities of this Qualification are many due to the wide range of 
competencies included in it. 

As an example, this Qualification articulates horizontally with the following 
Qualifications at NQF level 5: 

z ID 1051 National Higher Certificate in Safety Management 
> ID 1221 9 Diploma in Labour Law 

Vertical articulation is possible with the following registered Qualifications on NQF 
Level 6: 

5 ID 15096, Bachelor of Arts: Industrial: Organisational and Labour Studies (Sub- 
field: Public Policy and Democratic Citizenship) 
> ID 21093, Higher Diploma, Labour Relations 
> ID 14355, Bachelor of Arts: Community Safety and Socio-legal Studies 

MODERATION OPTIONS 

- - .~ > Anyone assessing a learner or moderating the assessment of a learneragagst this Qualification must be 
registered as an assessor with the relevant ETQA, or with an ETQA that has a Memorandum of 
Understanding with the relevant ETQA. 

> Any institution offering learning that will enable the achievement of this Qualification must be accredited as 
a provider with the relevant ETQA, or with an ETQA that has a Memorandum of Understanding with the 
relevant ETQA. 

> Assessment and moderation of assessment will be overseen by the relevant ETQA according to the 
ETQAs policies and guidelines for assessment and moderation; in terms of agreements reached on 
assessment and moderation between ETQAs (including professional bodies); and in terms of the 
moderation guideline detailed immediately below. 

> Moderation must include both internal and external moderation of assessments at exit points of the 
Qualification, unless ETQA policies specify otherwise. Moderation should also encompass achievement of 
the competence described both in individual Unit Standards, Exit level Outcomes and the integrated 
competencies described in the Qualification. 

> Anyone wishing to be assessed against this Qualification may apply to be assessed by any assessment 
agency, assessor or provider institution that is accredited by the relevant ETQA, or by an ETQA that has a 
Memorandum of Understanding with the relevant ETQA. 

CRITERIA FOR THE REGISTRATION OF ASSESSORS 

Assessors should: 

> Be registered as assessors with a relevant ETQA 
> Be in possession of a Public Administration qualification at NQF Level 6 or above. 

NOTES 

N/A 
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UNIT STANDARDS 
(Note: A blank space after this line means that the qualification is not based on Unit Standards.) 

UNIT STANDARD ID AND TITLE LEVEL CREDITS STATUS 
Core I 10490 Demonstrate a knowledge and understanding of the basic principles Of public Level 4 4 Registered 

Core 7866 Plan, oganise and monitor work in own area of responsibility Level 5 3 Reregistered 
administration and management 

core 11 983 Compile and administer a case docket for investigation purposes Level 5 6 Registered 

core 11 984 Give evidence in a court of law Level 5 4 Registered 

Core 13925 Present information in a public setting Level 5 5 Registered 

Core 141 55 Create and maintain positive workplace relationships Level 5 5 Registered 

core 14609 Participate in management of conflict Level 5 4 Registered 

core 15225 Identify and interpret related legislation and its impact on the team, deparhnent Level 5 4 Registered 

core 15234 Apply efficient time management to the work of a deparbnenVdivisionlsection Level 5 4 Registered 
core 15237 Build teams to meet set goals and objectives Level 5 3 Registered 
core 11 0508 Demonstrate and apply knowledge and understanding of the concept Of Level 5 6 Registered 

core 117390 Identify and interpret related labour legislation and its impact on the Workplace Level 5 20 Draft - Prep for P 

core 117391 Investigate an incident Level 5 8 Draft - Prep for P 

or division and ensure compliance 

facilitation and a range of facilitation skills 

and ensure compliance Comment 

Comment 

Comment 
core 11 7392 Conduct a range of audits Level 5 6 Draft - Prep for P 

Elective 781 8 Conduct on-the-job coaching Level 5 5 Reregistered 
Elective 15223 Implement training needs for teams and individuals to upgrade skills levels Level 5 3 Registered 
Elective 15231 Create and use a range of resources to effectively manage teams, sections, Level 5 4 Registered 

Elective 7888 Monitor staff performance Level 6 5 Reregistered 
Elective 8046 Communlcating at an advanced I m l  and maintaining interpenonal relations Level 6 20 Reregistered 
Elective 13102 Apply the processes of planning and control as it relates to budgeting. standard Level 6 15 Registered 

Fundamental 101 35 Work as a project team member Level 4 8 Registered 
Fundamental 9407 Communicate with clients and discuss work Level 5 5 Registered 
Fundamental 12433 Use communication techniques effectively Level 5 8 Registered 
Fundamental 13648 Apply appropriate social protocols in the workplace and community Level 5 4 Registered 
Fundamental 15233 Harness diversity and build on strengths of a diverse working environment Level 5 3 Registered 

departments or divisions 

costing and decentralised control 

. 
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UNIT STANDARD: 

Conduct a range of audits 

1 

SAQA US ID 

SGB NAME ABET BAND  PROVIDER NAME 

Conduct a range of audits 11 7392 
UNIT STANDARD TITLE 

SGB Public Administration and Management Undefined I 
FIELD DESCRIPTION SUBFIELD DESCRIPTION 
Business, Commerce and Management Studies Public Administration 
UNIT STANDARD CODE IUNIT STANDARD TYPE INQF LEVEL ICREDITS 
BUS-PBA-0-SGB PAM IRegular lLevel5 16 

Specific Outcomes: 
SPECIFIC OUTCOME 1 

Plan an audit assignment. 

SPEClFlC OUTCOME 2 

Conduct an audit assignment. 

SPECIFIC OUTCOME 3 
Prepare related reports. 
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Q SOUTH 
Af RICIN 

QUALIFILhTIONS 
A U I  SOUTH AFRICAN QUALIFICATIONS AUTHORITY 

UNiT STANDARD: 2 

SAQA US ID 
Identify and interpret related labour legislation and its impact on the workplace and ensure 1 17390 
UNIT STANDARD TITLE . 

-compliance 
lA5ET BAND IPROVIDER NAME 

dministration and Management )Undefined I - -I 

(FIELD DESCRIPTION 
I 

I 

~~ ~ 

Specific Outcomes: 
SPECIFIC OUTCOME 1 
Identify and access legislation, legal documents and regulations. 

SPECIFIC OUTCOME 2 
Interpret legislation, legal documents, regulations and rules. 

SPECIFIC OUTCOME 3 

Conduct an audit to determine compliance with labour legislation and regulations. 

.. . - 

SPEClFlC OUTCOME 4 

Identify areas of non-compliance with legislation. 

SPECIFIC OUTCOME 5 

Follow up on corrective action recommendations. 
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QUALIFtCANONS SOUTH AFRICAN QUALIFICATIONS AUTHORITY 

UNIT STANDARD: 

Investigate an incident 

3 UNIT STANDARD: 

Investigate an incident 

3 

SAQA US ID 
Investigate an incident 1 17391 
UNIT STANDARD TITLE 

SGB NAME 
SGB Public Administration and Management 

ABET BAND IPROVIDER NAME 

UNITSTANDARD CODE IUNITSTANDARD TYPE INQF LEVEL ICREDITS 
Business, Commerce and Management Studies )Public Administration 
FIELD DESCRIPTION ISUBFIELD DESCRIPTION 

Undefined I 

\BUS-PBA-0-SGB PAM )Regular )Level 5 18 

SAQA US ID 
Investigate an incident 1 17391 
UNIT STANDARD TITLE 

SGB NAME 
SGB Public Administration and Management 

ABET BAND IPROVIDER NAME 

UNITSTANDARD CODE IUNITSTANDARD TYPE INQF LEVEL ICREDITS 
Business, Commerce and Management Studies )Public Administration 
FIELD DESCRIPTION ISUBFIELD DESCRIPTION 

Undefined I 

\BUS-PBA-0-SGB PAM )Regular )Level 5 18 

Specific Outcomes: 
SPECIFIC OUTCOME 1 

Secure and control a the scene of an incident. 

SPECIFIC OUTCOME 2 
Identify the nature of an incident. 

SPECIFIC OUTCOME 3 
Record relevant information. 

SPECIFIC OUTCOME 4 

Identify and handle witnesses and possible offenders. 

SPECIFIC OUTCOME 5 

Utilise investigation aids. 

SPEClFlC OUTCOME 6 
Search the scene of an incident and seize exhibits. 




