ePolicy
eAssessment of client compliance

eDetermination ofacceptance re: Constitutional
/Public Interest

eReview of staff adherence to policy
eDetermination of appeals
e Statistics

eRostering of weekly clinics/duty lawyer

PrOVISIOn :R:selzllza;]mn in Weekly clinics/ Duty lawyer

eQuality control of advice given

Of Ad V I C e *Training and development in
research/interpretation

*Magistates Court/High Court, Court of
Appeals, Trade Dispute Panel

eAllocate representation at court
o0 c eListing Meetings

thlgatIO N eDiary Maintenance

ecase preparation, advocacy

eTraining and development of staff

eCompliance with High Court Procedural
Rules

*Monitor quality of services provided
eNegoate with legal fraternity

eSystems development, maintenance and review
Case i

eStatistical analysis

Management [




eAccess to legal aid for provinces
*Planning, monitoring and review

Provincial
Circuit

eplanning,(transport, refreshments,
estakeholder consultation

CO m m U n ity edesign of materials/training

. eprovision of training
e d u Cat | O n edistribution of materials
eevaluation of programmes
e Statistics

*Mission and Values

PrOfeSSIOnaI eProfessional Conduct rules
Conduct

eGender
eYouth
eService development

Age N Cy ePlanning processes

eAnnual Plans
Development |l

eExecutive /staff meetings
ePerformance Management
eChange management
eRetention
eCapacity development;career planning,




estaffing, infrastructure, resources and support

G ro Wt h to Provincial offices
eCollaborative approach to promote sector

reform

Centres s

eSubmissions

Law
Reform

eLiaison, consultation across sector

S e Cto ra I eexecutive team within PSO
consultation

eLeadership
evision, values
eplanning

. *Policy
EXECUtIVE eReporting
eteam
ecommunication
emonitoring and review




Finance

Budgets

Financial
Administraton

Managing
Resources

eNetwork with Ministry

eImplement financial Instructions
eContribute to Agency Corporate plan
*Plan expenditure

eAdminster expenditure

oIT

eData base, back up, Master files
eTransport logistics

*Reporting

eImplement financial instructions
*Budgets

eAlignment of budgets/workplans
*Manage standing imprest
eVariations

e Asset Register
e HR/Establishment



Capacity
Building

Human
Resources

Learning and
development

eImrpoving practice
eTrouble shooting

eliaison with HQ
eSupport/consultation across Sector
eScheme of service

*|T, Data Base, back ups , Master file
eJustice Agency Implementing policy

eliaise with Ministry
eleave
eReconciliations

*TNA

eStaff training and development Plan
¢ &D material

eCareer Development

eSuccession planning

eJob descriptions



eManpower planning and budgeting
*HR Policy guidelines
Staff i

ePerformance Managment/supervision
eGrievance and discipline

Ma nagement *Code of Conduct

eReport for MPS prepare cases to support confirmations,
promotions, Reclassifications

*Mail
eSubject files

Personnel
Record mgt

¢ Policy
eEquipment
etraining

e Committee

¢ Audits

¢ Change practices
*Reporting

¢ Establish
*Organise, catalogue. classification, card index
eresearch: source information

[
¢ Provincial support
I r a r e Customer service
* communityeducation

e storage and maintenance
¢ Staff training




emanaging filing system, registry book, file
movements
: : eincoming/outgoing mail
Registration i
eHigh Court Registry
eTraining




