COMMUNICATION
SAQA US ID 120304 NQF level: 5 Credits: 9

INTRODUCTION
This skills programme has been designed to provide you with the knowledge, skills and attitudes to improve and manage information in the Public Sector.

This programme is aligned to the following Unit Standards:
· Analyse, interpret and communicate information (NLRD 120304).

PROGRAMME OUTCOMES
On completion of this learning programme, learners will be able to:
· Select the collation method based on required analysis.
· Implement measures to minimise the impact in line with the required analysis.
· Capture data in a format that protects its integrity and is accessible to users.
· Store data in accordance with information categories of the organisational knowledge management system.
· Analyse data using analysis techniques based on information required.
· Apply analytical techniques in accordance with methodological conventions.
· Record variations and anomalies in accordance the prescripts of the methodology.
· Act upon anomalies without compromising the validity of the analysis.
· Apply interpretation methods consistently to all the information.
· Derive conclusions from a logical interpretation of the information.
· Document key points of the conclusion(s) in accordance with organisational reporting format.
· Provide a valid analysis as an addendum to the report to support assumptions made.

PROGRAMME OUTLINE

Learning Unit 1: Collating and Categorising Information
· Collating information.
· Minimising impact.
· Capturing data.
· Storing data.
Learning Unit 2: Analysing Information
· Using data analysis techniques.
· Applying analytical techniques.
· Descriptive measures.
· Anomalies.
Learning Unit 3: Developing Conclusions and Recommendations
· Applying interpretation methods.
· Drawing conclusions.
Learning Unit 4: Communicating Conclusions and Recommendations
· Presenting information.
· Organisational requirements.
METHODOLOGY
Duration:
3 Days contact session, combined with practical workplace experience.
Formative Assessment:
Classroom activities will be assessed and feedback will be given by the facilitator of learning. An Essential Embedded Knowledge Questionnaire will also be completed as part of the Portfolio of Evidence.
Summative Assessment:
In order to be awarded credits in terms of the Unit Standard to which the programme is aligned, learners will be required to submit a Portfolio of Evidence that will be assessed by a registered assessor.

TARGET GROUP
· All employees.
· Department/Organisation Managers.
BENEFITS
· Improved competence and motivation of workforce.
· Improved service delivery.
· Meeting of national requirements for information management.




HUMAN CAPITAL/HUMAN RESOURCES/LEADERSHIP DEVELOPMENT 
SAQA US ID 119336/15222 -  NQF level: 5 Credits: 15
INTRODUCTION

This programme has been designed to provide you with the knowledge, skills and attitudes to manage human resources in the Public Sector.

This programme is aligned to the following Unit Standards:
· Manage the development and performance of human capital in the public sector (NLRD 119336).
· Promote a learning culture in an organisation (NLRD 15222).

PROGRAMME OUTCOMES
On completion of this learning programme, learners will be able to master the following:
· Demonstrating an understanding of human resources principles and legislation and its applications to the public sector.
· Compiling a human resources plan.
· Managing performance of individuals within a team.
· Recruiting and selecting staff.
· Managing the training and development of individuals within a team.
· Investigating and analysing the status of the learning culture in an organisation.
· Developing and implementing strategies for the promotion of a learning culture in an organisation.

PROGRAMME OUTLINE

Learning Unit 1: Human resources principles and legislation and its applications to the public sector 
· What is Human Resources Management?
· Human resources principles.
· Legal mandates.
· Code of Conduct for the Public Service.
· Performance Management as a system.
· Preparing and educating staff.
· The components of a Performance Management system.
· Performance Appraisal Meetings.
· Back to square One – Planning.
Learning Unit 2: The Human resources plan
· Performance planning.
· The Performance Planning Meeting.
· Implementing a Performance Management System.
· Delegations, authorisations and responsibilities.
· Conflict of interest in employment Acts or decisions.
· Planning, work organisation and reporting.
· Creation and filling of posts.
· Job descriptions, job titles and cores.
· Managerial review and oversight.
· Job evaluation.
· Compensation for employees.
· Working environment.
· Monitoring and evaluation.
Learning Unit 3: Manage performance of individuals within a team 
· Approaches to evaluate performance rating systems.
· Appraisal by objectives and standards.
· Scope and application.
· Performance Management as prose.
· The institutional framework.
· The work plan.
· Selection of GAF’s.
· Performance Review Meetings.
· Moderation.
· System review process.
· The challenge of Performance Management.
· The components of a Performance Management System.
· Performance Appraisal Meetings.
Learning Unit 4: Recruiting and selecting staff
· Procedures for appointment, promotions and termination of services.
· Recruitment.
· Selection.
· Probation.
· Promotion.
· Termination of service.
· Employee records.
· Where do departments go wrong?
· Factors that influence recruitment.
· Recruitment resources.
· Steps in the recruitment process.
· Selection.
· The selection process.
Learning Unit 5: The training and development of individuals within a team
· Performance management and development.
· Performance assessment.
· Managing unsatisfactory performance.
· Training and education.
· Labour relations.
· Transformation and restructuring of the public service applicable prescripts.
· Training.
Learning Unit 6: The status of the learning culture within the organisation
· Organisational change and learning.
· Learning culture.
· Learning needs analysis.
· Indicators of the status of learning and the learning culture.
· Explanations for the current status of the learning culture.
· Organisational and individual goals.
Learning Unit 7: Strategies for promotion and implementation of a learning culture
· Objectives of promotion strategies.
· Formulating strategies.
· Strategic choice and organisational culture.
· Strategy implementation and evaluation.
METHODOLOGY
Duration:
5 Days contact session, combined with practical workplace experience.
Formative Assessment:
Classroom activities will be assessed and feedback will be given by the facilitator of learning. An Essential Embedded Knowledge Questionnaire will also be completed as part of the Portfolio of Evidence.
Summative Assessment:
In order to be awarded credits in terms of the Unit Standards to which the programme are aligned, learners will be required to submit a Portfolio of Evidence that will be assessed by a registered assessor.
TARGET GROUP
· All employees.
· Department / Organisation Managers.
BENEFITS
· Excellent performance management.
· Improved competence and motivation of workforce.
· Meeting of national requirements in the public sector.
