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WORKSHEET 1: Operations, Workload and roadway data
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444 No. 33560

OBJECTIVE:

METHOD:

1.1

1.2

1.2.1

1.2.2

1.2.2.1

1.2.2.2

1.2.2.3

1.2.3

1.2.4

1.2.5
1.2.5.1

1.2.5.2
1.2.5.3
1.2.5.4

1.2.6
1.2.6.1

1.2.6.2
1.2.6.3
1.2.6.4
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Identify data items to be used for determining the number
of patrol personnel within a jurisdictional area.

Data is identified as either operations, workload or roadway

Jurisdictional Area Name

Operations data for the Jurisdictional
Area

Shift Length (Hours)

Average Number of on-duty hours on patrol per
year per officer
Average Work Week (average number of paid
hours per week per officer)
Average number of benefit (paid) off duty hours
per year per officer
Average number of on-duty hours spent on non­
patrol temporary assignments per year per officer

Average number of officers to be supervised by
each operational supervisor

Percentage of operational supervisor on-duty time
spent on uncommitted patrol, reactive and self

initiated activities

Patrol Operations - Category 1
Roadway Type
Coverage per weel" (hours) (maximum value::

168)
Average uncommitted patrol speed (km/h)
Patrol interval performance objective (hours)

Patrol Operations - Category 2
Roadway Type
Coverage per week (hours) (maximum value =
168)' ..
Average uncommitted patrol speed (km/h)
Patrol interval performance objective (hours)
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OR

Average number of minutes per hour
per officer ~ historical experience

Determine the average number of mimltes per hour per
officer to be spent on administrative actlviries within tile
Jurisdictional area

Average number of minutes piar hour
per trooper - Policy decision

Continue v.rith section 2.3

Based either on policy d~cision or historical e}~perience

Select administrative time performance objective
in minutes per hour per officer

Roadway: strategic provincial roads

Roadway: Freeways

Roadway Data for the jurisdictional a.rea

Average service time per other cal!s for service
(hours)

Total number of other calls for service handled by
the authority during the sample period

Average service time per accident (hours)

Total number of accidents

Total number of days in the sample period

V\forkload data for the Jurisdictional
Area

2.2

2.1

2.1.1

METHOD:

OBJECTIVE:

1.4.2

Work-she-at 2:

1.4.1

1.4

1.3.5

1.3.4

1.3.3

1.3.2

1.3.1

1.3

Road Traffic Management Corporation
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2.2.1

2.2.2

2.2.3

2.2.4

2.3

2.3.1

Worksheet 3:

OBJECTIVE:

METHOD:

3.1

3.1. 'I

3.1.2

3.1.3

3.1.4

3.1.5
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Total time (hours) spent on administrative
activities within the authority during the sample
period

Total on-duty hours on patrol within the
jurisdictional area during the sample period

Fraction of time spent on administrative duties
(2.2.1/2.2.2)

Average number of minutes per hour per officer
(2.2.3 x 60)

Administrative time

Minutes per hour per officer, select either 2.1.1
or 2.2.4, 0 <= 2.3.1 <= 60

Reactive Time

Determine the number of officers required to handle
accidents and other calls for service within a jurisdictional
area

Ba:sed on the total time required to handle all accidents
and other calls for and the shift length

Daily service time requirements for
accid2!11ts

Total number of accidents within the jurisdictional
area during the sample period

Average service time (hours) for each accident

Total obligated time for accidents within the
jurisdictional area during the sample period
(3.1.1 x 3.1.2 or enter directly)

Total number of days in the sample period

Average workload per day for accidents (Hours)
(3.1.3/3.1.4)
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3.2

3.2.1

3.2.2

3.2.3

3.2.4

3.2.5

3.3.1

3.3.2

3.3.3

Worksheet

OBJECTIVE

METHOD:

Daily service time requirement
other calls for service

Total number of other calls for service within the
jurisdictional area during the sample period

Average service time (hours) for every call for
service

Total obligated time for other calls for service
within the jurisdictional area during the sampling
period

Total number of days in the sampling period

Average workload per day for other calls for
service (Hours) (3.2.3/3.2.4)

Total number of officers 1"1C>a"'!UIl·.::iIiI'l

for reactive time

Total average workload per day 'within the
jurisdictional area (3.1.5 + 3.2.5)

Shift length (hours)

Average number of officers required within the
jurisdictional area per day to meet the average
daily vJorkload

Proactive time - Self initiated

Determine the average number of minutes per hour per
officer to be spent on self initiated activities within the
jurisdictional area

Based either on policy decision or historical experience
within the jurisdictional area

416
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4.1

4.1.1

4.2

4.2.1

4.2.2

4.2.3

A?,a-r._. r

4.2.5

4.2.6

4.2.7
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Average number of minutes per hour
per officer - policy decision

Seled self initiated performance objective for the
jurisdictional area, minutes per hour per officer

Continue with section 4.4

OR

Average number of minutes per hour
per officer - policy decision (indirect)

Total number of self initiated contacts within the
jurisdictional area during the sample period

Total time (hours) spent on self initiated contact
wahin the jurisdictional area by all officers on
patrol during the sEimple period

Average time (hours) per self initiated contact
within the jurisdictional area during the sample
period (4.2.1 /4.2.2)

Select number of self initiated contacts per shift
per officer performance objective

Shift length (hours)

Number of self initiated contacts per hour per
officer (4.2.4 14.2.5)

Self initiated performance objective for the
jurisdictional area in minutes per hour per officer
(60" 4.2.3 " 4.2.6)

Continue with section 4.4
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Based on: (1) the patrol inter\"a!, and (2) the probability of
immediate response to accidents and other calls ror
~c>,'Vil""o or the average travel time to accidents anel other
call for service.

No.33560 449STAATSKOERANT, 23 SEPTEMBER 2010
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Proactive Time (Self Initiated)

Average number of minutes per hour per trooper
to be spent on self-initiated activities within tile
jurisdictional area. (60 * 4.3.3)

Minutes per hour per officer (4.1 or 4.2.7 or
4.3.4)

Total on-duty hours by officers on patrol within
the jurisdictional area during the sample period

Proactive Time - Uncommitted patrol

Fraction of time spent on self-initiated activities
within the jurisdictional area during the sample
e '-d (A" 1'4" '1\P flu "t.v. , .v.t:..)

Average number of minutes per hour
per officer - historical experience

Total number of hours spent on self initiated
contacts within the jurisdictional area by all
officers on patrol during the sample period

Shift Length (Hours)

Uncommitted patrol visibility

Determine the number of officers required within the
jurisdictional area to provide an adequate level of
visibility and availability

4.3.4

4.3

V\lor~'(sheet 5:

4.4.1

4.3.1

OBJECTIVE:

4.3.2

5.1.1

5.1

4.3.3

METHOD:

4.4



Option: Complete Section 5.2 OR Supplemental worksheet OR Section 5.3
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5.1.2
5.1.2.1
5.1.2.2
5.1.2.3
5.1.2.4
5.1.2.5

5.1.2.6

5.1.3
5.1.3.1
5.1.3.2
5.1.3.3
5.1.3.4
5.1.3.5

5.1.3.6

5.1.4

5.2.1

5.2.2

5.2.3

5.2.4

5.2.5

GOVERNMENT GAZETTE, 23 SEPTEMBER 2010
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Number of officers required per day for
uncommitted patrol on category 1 roadways in
the jurisdictional area
Roadway Type
Length of roadway
Hours of coverage per week
Average patrol speed (km/h)
Pertormance objective patrol interval (hours)
Number of officers required per day to meet the
patrol interval pertormance objective for
category 1 roadways in the jurisdictional area
(5.1.2.2 x 5.1.2.3)/(7 x 5.1.2.4 x 5.1.1 x 5.1.2.5)

Number of officers required per day for
uncommitted patrol on category 2 roadways in
the jurisdictional area
Roadway Type
Length of roadway
Hours of coverage per week
Average patrol speed (km/h)
Performance objective patrol interval (hours)
Number of officers required per day to meet the
patrol interval performance objective for
category 1 roadways in the jurisdictional area
(5.1.3.2 x 5.1.3.3)/(7 x 5.1.3.4 x 5.1.1 x 5.1.3.5)

Total number of officer required per day to meet
patrol interval pertormance objective within the
Jurisdictional area

Uncommitted patro~ availability ­
Immediate response

Shift Length (Hours)

Coverage per weel\: (hours)

Effective number of shifts per day (5.2.2 f (7 x

5.2.1))

Average number of on duty officers for reactive

time (3.3.3)

Average daily number of on-duty officers per

shift (5.2.4/5.2.3)
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5.2.6

5.2.7

5.2.8

5.3

5.3.1

5.3.2

5.3.3

5.3.4

5.3.5

5.3.6
5.3.6.1
5.3.6.2

5.3.6.3

5.3.7

5.3.8

No. 33560 451
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Performance objective, percentage of accidents,
call for service and self initiated activities
immediate response (between 50 and 90)

Number of officers required per shift (use 5.2.5,

5.2.6 and table 3_1)

Total number of uncommitted patrol officers
required per day within the jurisdictional area to
provide immediate response to performance
objective percentage of accidents and calls for
service. (5.2.3 x 5.2.7 or enter value from
supplemental worksheet 1)

Continue with section 5.4 OR

Uncommitted patrol availability ­
Travel Time for area patrol (5.3.1 ­
5.3.6) or nne patrol (5.3.7)

shift lengtl1 (hours)

Coverage per week (hours)

Area (sq km) of the jurisdictional area

Average response speed (km/h) equal to or
greater than average patrol speed

Average travel time performance objective (min)

Number of officers required within the
jurisdictional area to meet the average travel
time performance objective for area patrol
Calculate K (K =40/(5.3.4 x 5.3.5)
Calculate K x K
Number of officers required for area patrol
(5.3.6.2 x 5.3.3 x 5.3.2) I (7 x 5.3.1)

Number of troopers required within the
jurisdictional area for line patrol (enter value of
zero or value from supplemental worksheet 2)

Total number of officers reqUired within the
jurisdictional area for area and line patrol

(5.3.6.3 + 5.3.7)
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421

Average number of officers required per day to
meet patrol time requirements (5.5)

Number of on-duty officers per day ­
aU one-officer patrols

Self initiated time - minutes per hour per officer
(4.4)

Combine the total number of officers required for reactive
and patrol activities with the per officer tim::! requirement
for self-initiated and administrative activities. Adjust the
number of officers based on the percentage of two officer
patrols and, if applicable, minimum staffing leve!s.

Administrative time (minutes per hour per
officer, 2.3.1)

Average number of officers required per day to
meet reactive time workload (3.3.3)

Average daily number of on-duty officers

Determine the average total number of officers required
per day within the jurisdictional area

Average number of officers required per day for
uncommitted patrol within the jurisdictional area,
select the larger of 5.1 .4 or 5.4.1

Total number of officers required for
uncommitted patrol

Total officers required within the jurisdictional
area (5.2.8 OR 5.3.8)

Uncommitted patrol availability

GOVERNMENT GAZETTE, 23 SEPTEMBER 2010_._-_._--------------------------

6.1.3

6. '1.1

6.1.2

6.1.4

6.1

METHOD:

OBJECTIVE:

Worksheet 6:

5.5.1

5.5

5.4.1

5.4

452 No. 33560
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6.1.5

6.2

Note

6.2.1

6.2.2

6.2.3

6.2.4

6.3

Note

6.3.1

6.3.2

VVorksheet 7:

OBJECTIVE:

Average total number of on-duty officers
required per day for all patrol activities within the
jurisdictional area, one officer per unit ((6.1.2 +
6.1.4)/(1 - 6.1.1/60 - 6.1.3/60»

Adjustment for two trooper patrols

If two officer patrols are not used enter 6, 1.5 into
6.2.4 and continue with section 6.3

Percentage of time patrol units within the
jurisdictional area are staffed with two officers

Fraction of time patrol units within the
jurisdictional area are staffed with two officers
(6.2.1/100)

Adjustment factor: average number of officers
per unit (1 + 6.2.2)

Average total number of on-duty officers
required per day for all patrol activities (6.1.5 x
6.2.3)

Adjustment for minimum st~D'mng

levels

If minimum staffing levels are not used enter
6.2.4 into 6.3.2 and continue with Worksheet 7

Average minimum number of on-duty troopers
required per day for all activities based on
authority policy

Average daily number of patrol officers required
for all patrol activities, select the larger of 6.2.4
and 6.3.1

Special Assignments and field supervision

Determine (1) the revised number of on-dl.ity officers
needed per day because troopers on special
assignments and (2) the number of field supervisors
required

422
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METHOD:

7.1

7.1.1

7.1.2

7.1.3

7.1.4

7.1.5

7.1.6

Note

7.2

7.2.1
7.2.1.1

7.2.1.2

7.2.1.3

GOVERNMENT GAZETTE, 23 SEPTEMBER 2010
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The number of officers for special assignments is based
on the number of specialists assigned by the authority
and the percentage of time each spends on field patrol
activities. The number of field supervisors is based on the
span of supervision (set by authority policy) and the
percentage of field supervisors on-duty time spent on
patrol activities.

Number of fullt ime, on-duty officers
required per day adjusted for field
supervisors

Average number of officers to be supervised by
every field supervisor

Percentage of field supervisor time spent on
patrol activities ( bet\'\feen a and 100)

Fraction of field supervisor on-duty time spent
on patrol activities

Total number of on-duty officers required per
day within the jurisdictional area for all patrol
activities (6.3.2)

Adjustment factor (7.1.1f(7.1.1 +7.1.3))

A.djusted daily number of full time on-duty
officeis required (7.1.5 x 7.1.4)

If no special assignments personnel are
included enter 7.1.6 into 7.2.4 and continue with
section 7.3. If they are included continue with

7.2

Number of on-duty officers required
per day adjusted for special
assignment personnel

Special assignment 1
Special Assignment name
Avera~e number of on-duty troopers per day on
specialized assignment 1
Percentage of on-duty time spent on patrol
activities by officers pssig ned to special

423



424

Worksheet 8: Total stat'r requirements

Total number of on-duty Held super,fisors
-r.3.1 required per day (7.2.2/7. '/.1)

Draft National Road Traffic Law Enforcement Code

Total number of on-duty officers per day within the
8.1.1 juridictional area (72 A)

On duty officers and field supervisors
8.1 required per day

Use the shift relief factor, daily on-duty staff requirements
and the number of staff and command positions based 011

METHOD: authority policy

Total number of on-duty field supervisors required

8.1.2 in the field per day (7.3.1)

Total number of field supervisors
required for the adjusted number of

7.3 on-duty officers

Determine total staff needed to support the required daily CHI-

OBJECTiVE: duty field personnel

If personnel for a second and third special
assignment is to be included simply repeat 7.2.1
for subsequent assignments or continue with

Note step 7.2.2

Adjusted total daily number of officers required

7.2.2 per day. (7.1.6 + 7.2.1.6)

STAATSKOERANT, 23 SEPTEMBER 2010 No.33560 455-------------,-------------------------

assignment 1 (between a and 100)

Percentage of on·duty time spent on non-patrol
activities by officers assigned to special

7.2.1.4 assignment 1. (100 -7.2.1.3)
Fraction of on-duty time spent on nonpatrol
activities by officers assigned to special

7.2.1.5 assignment 1. (7.2.1.4 I 100)
Adjusted daily number of on-duty officers
assigned to special assignment 1, (7.2.1.2 x

7.2.1.6 7.2.1.5 x 7.1.5)

Road Traffic Management Corporation
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8.2

8.2.1

8.2.2

8.2.3

8.2.4

8.2.5

8.2.6

8.2.7

8.2.8

8.3

8.3:1

8.3.2

8.3.3

8,4

8.4.1

GOVERNMENT GAZETTE, 23 SEPTEMBER 2010
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Shift relief factor

Shift length

Total hours on one shift during one year (365 x
8.2.1)

Average work week (average number of paid hours
per week per officer, 1.2.2.1)

Average number of paid hours per year per officer
(365 x 8.2 .3)/7

Average number of benefit (paid) hours off per year
per officer (1.2.2.2)

Average number of on-duty hours on temporary
assignments (non-patrol) per officer per year.
(1.2.2.3)

Average number of on-duty hours on patrol per year
per officer (8.2.4 - 8.2.5 8.2.6)

Shift Relief Factor (8.2.2/8.2.7)

Total number of required ofiicers and
field supervisors within the jurisdictional
area

Total number of officers (8.1.1 x 8.2.8)

Total number of fieid supervisors (8.1.2 x 8.2.8)

Total number of officers and field supervisors (8.3.'1

+ 8.3.2)

Number of sta.ff and command personnel

Select number of staff and command personnel
reqUired for the number of officers and field .
supervisors
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8.5

8.5.1

8.5.2

8.5.3

8.5.4

STAATSKOERi-\NT, 23 SEPTEMBER 2010

Total staff requirements for the
jurisdictional area

Number of officers

number of supervisors

Number of staff and command personnel

Total required staff

426
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ANALYSIS AND PLANNING
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PLANNiNG LAW ENFORCEMENT ACTIONS AND OPERATIONS

No. 33560 459
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Solving conflict in the traffic environment requires a multidimensional approach. This

requires proper planning and resource utilisation which in turn depends on information.

The critical staff shortages experienced by traffic authorities increases the need for

efficiency.

Without reliable information managers of traffic authorities often waste the efforts of staff in

non-deserving areas or sometimes in the correct areas but at incorrect time slotsm, whilst

concentrating on incorrect road user giOUpS and/or behavioural patterns.

All of the above result in limited or no results leading to frustration amongst staff and

apathy and even disdain amongst road users and communities.

To ensure success, a traffic manager should follow a systematic approach by gathering

and analysing information before planning and embarking on law enforcement activities.

Introduction

ReqUired information

(a) Accident data - historic data;

(b) Offence trends - data obtained from spot checks;

(c) Other information such as public complaints, major traffic incidents,

infrastructure reports, etc.;

(d) Staff and resources available;

(e) Enforcement data such as number of prosecutions instituted, which includes

roadside vehicle check reports and warning notices issued; and

(f) Staff data such as hours vilorked, time spent on patrol, as well as kilometres

travelled, etc.
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Offence Trends

Draft National Road Traffic Law Enforcement Code.
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Analysing information

(a) Conduct surveys at identified locations at identified times and days to

determine offence trends; and

(b) Compare survey results with any previous survey results for those locations.

(3) Correlate the above results with any public complaints relating to the location

and the approaches to it;

(b) Correlate the above results with any major incident; and.

(c) Correlate the above results with any road infrastructure changes.

(a) Step 1 - Where?

(i) Identify the ten intersections with the highest accident rate;

(ii) Identify the ten finks with the highest accident rate;

(iii) Identify locations with significant percentage increase in accident rate;

(iv) Plot locations on a map of area; and

(v) Perform in-loco inspection of the relevant area and take photographs

indicating problems.

(b) Step 2 - When?

(i) Identify critical days of the week; and

(ii) Identify critical times of day.

(c) Step 3 - Why?

(i) Identify causation - offender; and

(ii) Identify causation - road environment.

Once information has been gathered and analysed, specific projects can be planned and

resources allocated.
The attached form provides a framework to ensure a systematic approach.

Planning

Other Information

Accident report data - use previous 12 month's data.

Road Traffic Management Corporation
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Traffic Law Enforcement Project - ih,,,,,.',,,i';r..,,,,,i Plan

Authority _-;-- _

addressed, primary accident causatory factors and
time distribution.)

Attach the folJowing documentation:
• Accident Situation (accidents, fatalities,

serious, minor damage)
.. Accident Distribution by :

o Day of week
Q Time of day

.. of identified hazardous actions.
of public/media CClI'l1n!l::;intsJrF!OClrts

(Describe the overall purpose as well as the
expected outcome of the project.
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(List Project dbjectiv8s -II must be clearly defined,
achievable, measurable with clear time frames.
Example - Increase seatbel! wearing rate from 40%
to 70% b the end of December

Draft National Road Traffic Law Enforcement Code
z
o
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List available' resources and work schedules.
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(SIOe(~ifv the duration of the project as
nrn,nn.,p,", foJl'aw up periods to ",lr,pn"lhpn

Target Groups
(List road user groups that are identified as pr'imary
contributors tb accidents in the area.

{n,=",,'ri~\pd:hp implementation of the project.
Number of law enforcement hours, resources
reqUired, enforcement methods e.g. speed checks,
roadblocks, road environment improvements,
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.. Hours worked.
" Prosecutions instituted
.. Warnings Issued
.. Vehicles stopped and checked

Preliminary accident statistics

Describe tile process that will be used to evaluate
the results. This should include the short interval
monitoring time frames as well as specifics on tile

no,rf,."'n",nr·,,, areas that will
~.L-'._------'- ~ __ - __ ~.~ _
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Evaluation For Individual Traffic Officers

Officer ~ .

Authority

Number Evalualion for !he period . to..

T03

---+---l--~-e---'~---+---+-'---+----!--+-~I--'-+--+---+----!

~~[E~~B~~i1±~i1±2'I.'ITIJ~TIJ[~TIJrp;;E::?;;;:EJL:£«2;>'~'~:£{i:U~·SC~~.:aTI:~·iJ!!!i.i[j;L~;;~~2?]21=··]S~iJEP·AIl:.=+=·~O:lli.:t.!;·"::'.:P··.flil!£O~Y~'·+;~"IJ~~II~c~;2f=:;;jJ~:)n!1;;::+·JF:!'G~b~;S· r=!iM~a~t.::·· =1=.J;Aii~'i!ii:;:;=' r-='!iMa~~iv'==J::;;.J!j;L1[ijnl;:.:+':li~~~
~.Eearance __+- +-_~ .... i~- --- ~ 1-----+-----+-----1--~~.-+---+.-_-+ /--_.. _
J'oints for Personalf\l?pearance - out of 10

Points Vehicle lnsoections - out of 10

Total 1 (out of 20 Points

%

Bonus Points

Bonus %
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, Points

---- ~---_.. --

Law Enforcement

Category D Documents

Points for Discinline • oul of 10

Court Attendance (Failure to attend - Deduct 10 ooints)

Total 3 (eLn of 20 Points)

Category E Documents x 1

. ~::~:::::: ~:::u:~WOcXed T_O_la_I_. + + -I- +---__~ 1-'---~:.'~~~~'--+----1----~--'-+---'+----1------I
f-- . "'L"'a-:.:w E"forcernentPOIIT~ ~_"_" ~ _

Bonus pOints

'Initiati'<l'l - oul of 'fO

Category A Documents X 10

lic~a"'te3g!.::o:cryL!::B-,D~o~c:::u:cm~e:.'n.';ts=-- ...;If-..!X~5"-1~--+_.--.J------+- __+- -+__~__+ f--__--+ -l -11 ~ ._
.[.<:~,,£t?':i:JC~·.fD~o:.:c::u:!:m~"::1n::!u:!:~ ~ +...:;(-'--"'3_f- + , -----j----t... _

Overall Perfonnance for ttlo Month

Supervisor's initials

Ofncer's Initials

Instructions for completing of Evaluation Form

Total 1 '" The sum of the points allocated above

% =Total 1 X 100 divided by 20

P~EASEno'tE :
1. This furrn must be forvrarded to the new SUp8r-.lsorwhen a officer is transferred to another shifL
2. At year end, this form must be forwarded to the area rnanaqerwho will ensure that ills filed on the officer's personal
file.
3. This form musl be filed on the personal file that is kept by the Principal C~erk - Administration.

Faelor1 = X%
Total 2 '" of points for Documents issued

Law Enforcement Productivi~=Total 2 divided by LE Hours Worked X 8
Faelor 2 =Law Enforcement Productivity X ,6 437
Court Allendance automaticaliy score 10 points with it being forfeited if an officer do not attend court during the course of !he monUl.
Overall Performance = Appearance Points ... Law Enforcement Points + Bonus Points
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............................. , .

............................................................... , .

DATE
. .

Draft National Road Traffic Law Enforcement Code.
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DATE

T!TLE
. .

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

GOVERNMENT GAZETIE, 23 SEPTEMBER 2010

.............. at ., at .
TIME VENUE

SIGNATURE

DATE

OFF!CER

,c\C~<NOWLEDGEMENTOF RECIEPT

.... . " .

NOTICE OF A DiSCIPLINARY ENQUIRY

You have the right to invite your witnesses and submit evidence.

Should you fail to attend or fail to furnish acceptable reasons for your non-attendance; the
disciplinary enquiry will be held in your absence.

. ~ ~ .. . ... ... .................. . , ~ .. . '"

According to the Disciplinary Procedure, you have the right to be represented at the enquiry by
a fellow officer or representative of your choice. Shouid you require the services of an
interpreter, please advise the undersigned prior to the enquiry.

to consider the following alleged transgression(s) on your part:

You are hereby notified that a disciplinary enquiry will be held on:

NAME: DATE: ..

Road Traffic Management Corporation

472 No. 33560



SIGNATURE TITLE DATE

NOTICE OF A DISCIPLINARY ENQUIRY AND SUSPENSION WITH FULL PAY

No. 33560 473

DATE: .

DATE

Draft National Road Traffic Law Enforcement Code

442

OFFICER.

.................................... at at ..
DATE TIME VENUE

You are hereby suspended from work with immediate effect, on full pay, and are required to
attend a disciplinary hearing to consider the following transgression(s) on you part:

NAME: ..

According to the Disciplinary Procedure, you have the right to be represented at the enquiry by
a fellow officer or representative of your choice. invite witnesses and submit evidence. Should
you require the services of an interpreter, please advise the undersigned prior to the enquiry.
Should your fail to attend the hearing as scheduled without notifying management in advance
and providing an acceptable reason, the enquiry will be held in your absence and your
suspension with full pay will cease with immediate effect. Your services may also be terminated
(dismissed). In this event you will forfeit your payment in lieu of notice.

Road Traffic Management Corporation
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Position

Position

Position

................... , .

...................... , ....

Draft National Road Traffic Law Enforcement Code.

Name

Name Position

Name

......................................... , .. " .

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

GOVERNMENT GAZETTE, 23 SEPTEMBER 2010

Complainant:

Officer:

Chairperson: .
Name

1.3 Complainant's Witness:

1.2

1.4

1.1

7. RECORD OF AGGP-AVATING CIRCUMSTANCES:
·.. ........ . ~ '. . .

, , , , , .
6. RECORD OF MiTIGATING CIRCUMSTANCES:

· , ~ ~ ................ ...... .. . ............ .. . ... . ... . ~ .

, .. ... . . . ... . '........... , , ,... . ~ .

• ••••••••• , •••• < ••••••••• , , •••• , •• " • • • • • • • • • • • • • • • • • • • • •••••••••• - •• < • , •• ~ •••••••••••••••••••••••••••• ~ ••••••••

.... , , ,' , , .

• ••••••• , ••••• , •••• , ••••••••••••••••••••••••••••••••• , •••••••••••••••••••• T ••• , ••••••••••• ,., ••••••••••• ~ •••••••••

...................................... , , , , , .

1.4 Officer's Representative:

· , , ~ . .. . , .

· ... ".. . ~ , .

·., ,. . ~ , ~ .
·. , " ' , , , ~ .

Name Position

443

, , ~ , ." ,............... . , .

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

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

••••••••••••••••••••••••••••••• , ••••••••• , ••••••••••••••••••••••• , •••••••• , ••••••••• , •••••••••••• T.' ••••••••••••••

, ., ......... . ~ ~ .

................. , , , , .

5. FINDINGS:

..................... , .

· , ~ , " ~ .
·.. . . . .. . ~., .. , ,... . -., .

4. SUMMARY OF EViDENCE: ..
· , ~ , , .
· , , , ~ , ." .
· , , , , .. . ........ . . . . .. . . ., ~ ~ , . . . . . .

2. DATE OF ENQUIRY: .. , ..
3. ALLEGED OFFENCE: ..

1. PARTICIPANTS

RECORD OF A DISCIPLINARY ENQUIRY

Road Traffic Management Corporation
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8. SANCTION:

Drait National Road Traffic Law Enforcement Code

................................ , .

.................. , , , , ,." .
••••••••••••••••••••••••••••••••••••••••••••••••••••••••• ••••••••••••••••••••••• r ••• •••••• •••••••••••••••••••••••

SIGNATURE OF CHAIRPERSON: .

DATE: ..

444



445

NOTES:

Draft National Road Traffic Law Enforcement Code

DATE: .

GOVERNMENT GAZETTE, 23 Sr;::PTEMBER 2010

Road Traffic Management Corporation

TO: (Officer's name and address)

DISCIPLINARY WARNING

1. The officer must be given a copy of the warning.
2. A copy of this warning should be kept on the officer's personal file for the

duration of the warning.

SIGNATURE OF OFFICER DATE

This serves to confirm that you were found guilty of the offence as stated, and were given a
writtenlfinal written warning as follows:

STRICTLY PRIVATE AND CONFIDENTIAL

A formal disciplinary enquiry was held on (date) to investigate the
following alleged offence on your part:

DISCIPliNARY WRITTEN WARNING/FINAL WRITTEN WARNING

This written/final written warning shall be valid for months.

You are advised that you may exercise your right to appeal against this warning within three (3)
working days of the date of this warning.

SIGNATURE OF CHAIRPERSON

Please note that failure to observe this notice during the validity of this warning may lead to more
serious disciplinary action being taken against you.

I acknowledge and understand the above.

====~================================~=====================================

476 No. 33560
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Date: , .

Draft National Road Traffic Law Enforcement Code

ORDINARY DISMISSAL

STAATSKOERANT, 23 SEPTEMBER 2010

Remuneration due to you, as well as your certificate of service will be available for collection on
.............. " ....... "....... ...... Any monies owed by yourself to the Company will be deducted from

any remuneration owing to you.

Piease ensure that ali property of tile Company is returned before you leave the Company's

premises.

The reason for your dismissal was fully discussed with you at the disciplinary enquiry on

In terms of the Company's disciplinarf procedure, you may exercise your dght of appeal against
your dismissai within five (5) working days of the date of this letter.

Yours faithfully

We regret to confirm that your employment by the Road Traffic Management Corporation is
terminated with immediate effect from ·.. ··············· (iast date of physical

employment).

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

RE: TERMINATION OF EMPLOYMENT

Dear Mr/Ms .

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

... ... . .. .... .~ , .

... .. . ~ .

Full Address (Officer's):

Road Traffic Management Corporation
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Draft National Road Traffic Law Enforcement Code.

Date: ,,,, ,, .. ,,.,,.,,

SUMMARY DISMISSAL

GOVERNMENT GAZETT!::, 23 SEPTEMBER 2010

Yours faithfully

In terms of the Company's disciplinary procedure, you may exercise your right of appeal against
your dismissal vvithin five (5) working days of the date of this letter.

.....................................................................
The reason for your dismissal was fully discussed with you at a disciplinary enquiry held on

447

-_._-----_...-----...----...---------------~------_ ...----------------------------------------------------------------

Please ensure that all property of the Company is returned before you leave the Company's

All remuneration due to you, as well as your certificate of service, will be made available to you on
.... " " " Any monies owed by yourself to the Company will be deducted from any

remuneration ewing to you.

We regret to confirm that your employment by the Company is summarily terminated. Your

dismissal is therefore with immediate effect.

RE: TERMINATION OF EMPLOYMENT

Dear Mr/Ms "." " " " .

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

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

........, ~ , .

Full Address (Officer's)

Road Traffic Management Corporation
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Date: .
Date: ..
Date: .

Draft National RoadTraffic Law Enforcement CodeRoad Traffic Management Corporation

APPEAL AGAINST DISCIPLINARY ACTION

Section A (TO BE COMPLETED BY OFFICER OR REPRESENTATIVE)

Disciplinary action was taken against me on .
I wish to appeal against the disciplinary action for the following
Reason(s) (Grounds of Appeal):

I ask that the following action be taken:

Signed: Date: .

Section B (TO BE COMPLETED BY SUPERIOR)

448

Superior's comments and findings concerning the appeal:

Date Appeal Received : .
Date of Appeal Hearing : ..

Signature of Superior: .
Signature of Officer: .
Signature of Representative: '" '" .
(if present) ..

----- ... .9 ..~ _
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9. What is the desired outcome:

8. Name of Officer/Representative concerned: .

Draft National Road Traffic Law Enforcement Code

GOVERNMENT GAZETTE, 23 SEPTEMBER 2010

GRIEVANCE PROCESS FORM

: (Superior) Date: .
: (Officer)

Road Traffic Management Corporation

1. To
2. From
3. Department
4. Branch

OFFICER SUPERIOR REPRESENTATIVE

5. A meeting is requested to discuss the following matter(s) (Describe the grievance). (Attach
separate page(s) if more space is needed):

6. Indicate the Category of Grievance (Individual/Group)

7. If Group Grievance Number of Officers involved: .

1a.Has the issue/concern been discussed with your superior? YES/NO

11.!f the answer is YES, what was the superior's decision (outcome):

I accept/do not accept the decision of the meeting. I wish/do not wish to proceed with the grievance
to the next level.

NOTE - If the grievance is referred to a higher ieve!, another form should be used and attached to
this completed form.
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NEXURE 20
SERVICE LEVEL AGREEMENT
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