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SCHEDULE 

COVID -19 RISK-ADJUSTED PLAN IN RESPECT OF ALERT LEVEL 4 

 

1. DEFINITIONS 

In this Risk-Adjusted Plan- 
 

‘Alert level 4’ means the alert level as declared by the Cabinet Member responsible 

for cooperative governance and traditional affairs in the Regulations” 

‘‘Annexure’ means the annexure to the RAP; 

'court house' means a court building or premises demarcated with or without a fence 

or a wall where a court is built or situated; 

‘court manager’ means an official appointed by the Department of Justice and 

Constitutional Development who manages a court house; 

‘DFI’ means the Departmental Financial Instructions; 

‘Directions’ means Directions published by the Minister in the Government Gazettte 

No.11103 of 2 May 2020 (No. R489 of 4 May 2020); 

‘DOJ&CD’ means the Department of Justice and Constitutional Development; 

‘facility’ means a stand-alone building comprising of offices or block of offices built or 

rented for use by the Department at national or regional or district level for carrying-

out its mandate, and excludes a court house or a justice service point; 

‘fund holder’ means an officer of the Department who manages a budget and 

authorises expenditure of such funds within the scope of his or her appointment;  

‘head of office’ means, in relation to- 

(i) a branch of the Department, the head of the branch; 

(ii) court house, the court manager of such court house; 

(iii) the Ministry, the Chief of Staff; 

(iv) the Office of the Deputy Minister, the head of such office; 

(v) the office of the Master, the Master of the High Court; 
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(vi) the Magistrates Commission, Rules Board for Courts of Law, South 

African Law Reform Commission and Special Tribunal, the Secretary of 

such institution;  

(vii) office of the State Attorney, the head of such office; 

(viii) office of the Family Advocate, the Principal Family Advocate; 

(ix) a regional office, the Regional Head of such office. 

‘Justice service point’ means a centre or an office where family law services or 

services of the Masters of the High Court are obtainable; 

 ‘office Manager’ means an officer who manages or is in charge of a Branch Court, a 

facility or justice service point;   

‘PFMA’ means the Public Finance Management Act, 1999 (Act No. 1 of 1999) and 

includes Regulations and Instructions issued in terms of the said Act; and 

‘RAP’ means the Department of Justice and Constitutional Development’s COVID19 

Risk-Adjusted Plan in respect of the different Alert Levels.  

 

2. INTRODUCTION 

2.1 The Alert Level 4 lockdown is based on a risk-based plan adopted by the 

National Corona-virus Command Council (NCCC) in order to prevent the 

spread of the corona virus pandemic. 
 

2.2 The Department of Justice and Constitutional Development has, as required by 

regulations 16(6) of the Regulations, developed a RAP for the implementation 

of permitted services in the Department’s facilities, court houses and service 

points. 

 

2.3 Permitted services are described in the Table to the Regulations published in 

Government Gazettte No.11098 29 April 2020 (R.480 of 29 April 2020) 

(Regulations). The Minister of Justice and Correctional Service has, in terms of 

regulation 4(2) of the Regulations expanded permitted services in the Annexure 
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to the Directions published under Government Gazette No.11103 of 2 May 

2020 (No.R489 of 4 May 2020) (Directions).  
 

2.4 In the context of the RAP permitted services refers to the permitted services 

described in the Regulations and Directions and includes services which are 

connected or are essential to such permitted services, without which the 

performance of permitted services would be inconceivable. 

2.6 The RAP is also guided by the DPSA Circular No. 18 of 2020 (the Circular) and 

the Directions of the Department of Labour Directions (DOL Directions). 

3. PERMITTED SERVICES OF BRANCHES OF DEPARTMENTS   

3.1 The permitted services of each of the Branches of the DoJ&CD in respect of 

Alert Level 4 are described in Annexures A - I.  

3.2 The permitted services listed in the Annexures may be amended from time to 

time in accordance to the different Alert Levels.  

3.3 This RAP must be implemented with due regard and adherence to any directive 

issued by any Judicial Officer in so far as it relates to judicial functions. 
 

4. PILLARS OF DEPARTMENT’S RAP 

4.1 The RAP is premised on the Risk Alert Levels as adopted by the National 

Coronavirus Command Council and is based on the following eight (8) Pillars -  
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4.2 Pillar 1: Information Technology and the Digitization of Business      
Processes 

4.2.1 A comprehensive plan for accelerated Justice Modernisation Plan 

(a) The advent of COVID -19 necessitates the accelerated implementation 

of projects aimed at modernizing and digitizing Justice services. A cross-

functional task team comprising of representatives from Court Services, 

the Judiciary, and led by Information Systems Management (ISM) is 

being established to develop a comprehensive plan and budgetary 

estimates for consideration by EXCO and approval by the Minister. Such 

plan to incorporate the following commitments: 

(i) the creation of an enabling environment for the optimal use of 

virtual platforms by the department to promote business 

continuity;  

(ii) the development and implementation of a Justice Online Services 

platform to facilitate the electronic application for justice services 

(e.g. applications for maintenance, civil, etc); 

(iii) the procurement of the requisite hard-ware and soft-ware to 

ensure reliable and operational ICT systems;  

8 
PILLARS 

Information Technology and the Digitization of our business processes

Human Resource Capability  

Occupational Safety Health & Environmental Resource Capability  

Facilities & Security management 

Budget & Procurement (PPEs)

Governance (National, Regional and Area/District)

Risk Management

Communication
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(iv) the deployment of an electronic and digital signature solution in a 

phased approach, to reduce the movement of paper from one 

individual to the other;  

(v) the discontinued procurement of print publications, including law 

reports in favour of the use of virtual libraries and online 

publications; and 

(vi) the immediate development of a departmental digital warehouse 

solution to replace the outsourced off-site storage solution used 

for the storage of court records and records of Masters’ offices. 

For this purpose the moratorium placed on the destruction of 

paper records and the legislation pertaining thereto must be 

reviewed as a matter of urgency.  

 

4.2.2 Acceleration of the introduction of e-submissions 

(a) An electronic system for submission of reports and memoranda (both 

Departmental and Ministerial memoranda) will be fully implemented by 

30 June 2020.  Submission of manual hard-copy memoranda will be 

discontinued with effect from 31 July 2020; 

(b) With effect from 1 June 2020 all Departmental memoranda for 

consideration and processing to the Director - General and Minister must 

be generated by officials of at least the level of Director or equivalent; 

and all Cabinet Memoranda shall be signed off by officials from level of 

Chief Director or equivalent. 
  

4.2.3 Virtual Meetings  

(a) The virtual collaborative solution which meets the department’s security 

standard must be used to hold virtual meetings.  

(b) A video-conferencing system will be installed in the board room at the 

29th floor of the SALU building, National Offices as a matter of urgency 
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to enable the scheduling of virtual meetings at Ministerial and senior 

management level between national office and regional offices; 

(c) Meetings involving persons from the different districts and provinces 

must be held on virtual platforms to eliminate travelling and face-to-face 

contact. 

(d)  Physical or face-to-face meetings of officials in the same districts or 

province must be limited in terms of the attendees in accordance to the 

prescribed 1,5 physical distancing requirement. 

 

4.2.4 Online and email Services 

(a)  The email system is already available for users to connect from the 

office or from the internet.  

(b) Where such services are available, members of the public must be 

encouraged to submit documents online and via email. 

(c)  Email and telephone inquiries among members of staff and between 

staff and members of the public must be responded to timeously. 

 

4.2.5 Accelerated Integrated Justice System (IJS) Programme 

(a) A revised Integrated Justice System (IJS) project plan, which takes into 

account the priorities arising from COVID – 19, must be developed in 

line with the new IJS Governance structure. The Cabinet Memorandum 

seeking approval of the IJS governance framework must be processed 

during the May 2020 Cabinet cycle; 

(b) The revised IJS project must include: 

(i) the acceleration of the roll-out of the Audio Visual Remand (AVR) 

link systems to additional courts and correctional centres beyond 
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the current 47 in order to minimize the transportation of accused 

persons in custody; 

(ii) the development of secure Audio Visual facilities at the seats of 

regional courts districts courts in major centres to enable the 

Virtual Trials (and development of legislation for this purpose);  

(iii) the immediate phasing-out of cash as a means of payment for 

bail, court fines, and any other service offered by the DOJ&CD;  

(iv) digitisation of the documents shared across the criminal justice 

system value chain (e.g. J7). 

4.2.6 Integrated Case Backlog Management Plan to address backlogs 
accumulated during national state of disaster and lockdown 
 

(a) The Department, must as soon as is practically possible convene a meeting 

of stakeholders representing the National Prosecuting Authority (NPA) and 

Legal Aid South Africa (Legal Aid SA) to discuss the development of a 

proposed national case backlog management plan (case backlog plan) to 

address case backlog that continues to accumulate since the declaration of 

the national state of disaster; 

 

(b) The proposed case backlog plan to be discussed with the Lower Court 

Judiciary at a meeting to be initiated by the Minister for consideration as part 

of case flow management managed by the Judiciary; 

 
(c) The implementation of the case backlog plan, upon its approval, to be 

coordinated through the established case flow management structures; and 

 
(d) Clerks of the court and registrars in the Lower Courts to, on a weekly basis, 

retrieve all criminal cases that were supposed to be placed on the roll during 

the period of national state of disaster and lockdown for consideration for 

purposes of case backlog management plan.  
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4.3 Pillar 2: Human Resource capability   

4.3.1 Resumption of duties and working hours  
(a) Officials whose services are required for purposes of performing permitted 

services at the national and regional offices will be required to resume 

work in accordance with the work schedules developed by a head of office.  

(b) The work schedules contemplated under sub-paragraph (a) must conform 

to Annexures (A – J).  

(c) the head of office must issue a permit to any official employed in their 

branches or office who is required to perform a permitted service.  

 

4.3.2 Office hours 

(a) All facilities, court houses and justice service points will operate during 

normal business hours of 7h45 - 16h15.  

(b) Heads of offices are encouraged to stagger starting and ending times for 

various categories of employees in order to ease congestion and encourage 

social distancing.  

 

4.3.3 Rotational Work 

(a) Where feasible, a head of office must place members of staff performing 

permitted services on a rotational shift roster so that they can relieve each 

other and that officials do not lose touch with the work environment, culture 

and ethics.  

(b) The rotation of the staff performing permitted services must be done on a 

weekly or bi-weekly basis. 
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4.3.4 Restricted inter-province and district travel by members of staff 

(a) To prevent the spread of the virus, inter-province official travel is prohibited, 

except where such is authorised in terms of the permit issued in terms of the 

Regulations. 

(b) Inter-district official travel shall be restricted to the transportation of essential 

and urgent goods and transportation of PPEs.  

(c) Courier services must be used as a preference to transport essential and 

urgent goods across provinces and districts. 

(d) Only a member at the level of SMS may, on good cause, authorise travel or 

transportation of essential or urgent goods.  
 

4.3.5 Issuing of permits  

(a) All members of staff who must report for work for purposes of rendering 

permitted services must obtain and carry a permit that is duly signed and 

date stamped by the head of office.  

(b) All officials coming to work must carry their RSA Identity Documents on their 

persons and be able to produce it when so required by the law enforcement 

agencies. 

 

4.3.6 Conditions of personnel working from home 

(a) Tools of Trade  

(i) Any member of staff may be permitted to work from home and to be 

on standby for this purpose, subject to such member being provided 

with the necessary tools of trade for such purpose. 

  

(ii) The required tools of trade must be provided in line with the 

departmental prescripts and job requirements. 
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(b) Permission and arrangements to work from home 
 

(i) Only a Head of a Branch may, in writing, conditionally permit a 

member of the Senior Management Service (SMS) to work from 

home.   

(ii) Only a member of the Senior Management Service (SMS) may 

conditionally permit any other member of staff to work from home. 

(iii)  In deciding an employee’s appropriateness to work from home, due 

consideration should be given to all vulnerable members of staff, 

such as those who are 60 years and above, pregnant women, 

persons with disabilities and people who have underlying medical 

conditions (co-morbidities), and as such should be encouraged to 

work from home and where not feasible, should not be made to 

interact directly with members of the public. Medical certificates that 

confirm their vulnerability should be filed with their line managers 

who must treat the matters with the necessary confidentiality. Such 

staff members should be placed in other workspaces where their risk 

exposure will be minimized. 

(iv) Every member of SMS who is permitted to work from home must 

submit Weekly Work Plans and Weekly Progress Reports with their 

line managers. 

4.3.7 Employee Health and Wellness 

(a) The COVID-19 continues to induce a lot of stress and trauma amongst some 

employees who may feel unsafe and be worried of contracting the virus.  

(b) In order to support employees who may be worried and anxious, the 

necessary psycho-social services that are private and confidential are 

available through the Employee Health and Wellness. 

(i) Service Provider: CAREWAYS 

(ii) Toll-free number - 0800 611 283 
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(iii) SMS your name to 31581 for a call back service 

(iv) Send an email to ewp@carewaysgroup.com.  

(c)  Some of the services listed below are available for free:    

(i) Stress management 

(ii) Trauma debriefing 

(iii) Counselling  

 

(d) In addition, Line Managers are encouraged to advice officials to contact the 

following helplines within the Department of Health; 

(i) National Health COVID-19 Hotline - 0800 029 999 (call centre for 

information COVID-19) 

(ii) National Health COVID-19 WhatsApp 060 012 3456 (automated 

response on factual information on COVID19) 

4.3.8       Seeking medical treatment when experiencing COVID 19 symptoms 

(a) Members of staff who experience symptoms associated with COVID - 

19 must seek medical treatment as soon as possible. 

(b) Where the presence of COVID-19 is suspected employees are 

encouraged to undergo testing. 

(c) Where the results of the test for COVID-19 infection are positive, an 

EHWP service provider, CAREWAYS, is available to provide telephonic 

and online counseling to staff members before and after testing for free. 
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4.4 Pillar 3: Occupational Health, Safety & Environment  

 4.4.1 Steps to be taken in case of a person showing COVID 19 symptoms 
 

(a) The compliance officer of a facility must, with immediate effect, be informed 

in the event any person is showing any symptom of COVID - 19 infection.  

(b) The Compliance Officer must immediately liaise with a health official on site 

at the nearest Department of Health centre for purposes of handling the 

matter in accordance with the health protocols including undertaking the 

necessary testing, self-isolation and quarantine procedures.   

4.4.2 Designation of COVID - 19 Chief Compliance Officer and Compliance 
Officers  
(a) The Chief Director responsible for Service Delivery Improvement 

Programme who has also been assigned the responsibilities for Risk 

Management shall be designated as a Department’s COVID - 19 Chief 

Compliance Officer. 

(b) There shall be, for every facility, court house and justice service point a 

COVID - 19 Compliance Officer duly designated by the Head of 

Department or designated official. 

4.4.3 Functions and responsibilities of Compliance Officers 

(a) The following are the functions and responsibilities of Compliance 

Officers- 

(i) Ensuring the functionality of their respective Occupational Health 

and Safety (OHS) Committees; 

(ii) Inspecting and monitoring compliance with COVID-19 

Regulations and related occupational health and safety matters;  

(iii) Recommending the number of officials who may work in an office, 

and the number of members of the public who may be in an office, 
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a court house, a court room or justice service point to ensure 

adherence to the 1,5m physical distancing requirement;  

(iv) Ensuring that there are visible markings to guide queuing and 

sitting arrangements in every facility, court house or justice 

service point;  

(v) Take steps to ensure that persons queuing inside and or outside 

the premises maintain a distance of 1,5m from each other; 

(vi) Assign officials who will be responsible for sanitizing the court 

rooms e.g. benches, microphones, main entrance & exit doors, 

public gallery etc. immediately after use and during the intervals; 

(vii) Ensure adequate supply of Personal Protective Equipment 

(PPEs), cleaning materials and protective clothing/gear which will 

be used by the sanitizing team when sanitizing court rooms and 

public galleries; 

(viii) Ensure compliance with health protocols including observance to 

the wearing of masks and sanitizing of hands; 

(xi) Ensure that all directions in respect of hygiene conditions and 

limitation of exposure to persons with COVID-19 are adhered to;  

(x) Ensure that all the relevant forms and registers are completed as 

prescribed, filed and stored safely in line with relevant Codified 

Instructions; and 

(xi) Ensure compliance with provisions of the RAP at a facility, court 

house or justice service point as the case may be. 
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4.4.4 Reporting by Chief Compliance Officer and Compliance Officers 

(a) Every compliance officer must submit weekly reports to the Chief 

Compliance Officer regarding the implementation of the COVID 19 RAP 

in accordance to the template attached as Annexure K. The process for 

reporting is outlined in Annexure L; 

(b) The Chief Compliance Officer must report regularly to the Chief 

Inspector of the Department of Employment and Labour and the Head 

of Department.  

4.4.5 Vulnerable Groups 

 Heads of Offices must ensure that members of the public classified as 

vulnerable groups are given priority treatment upon arrival at any justice 

service point, court house or facility.  

4.4.6 Compulsory covering of nose and mouth 

(a) Every person who works and/or comes in any facility, court house 

or justice service points must wear a mask, scarf or any other 

fabric to cover their mouth and nose.  

(b) Anyone who comes to any of the justice service points, facilities 

or court house without covering their nose and mouth will be 

denied access.  

 

4.5 Pillar 4: Facilities & Security management  

4.5.1 Access to facilities, court houses and justice service points 
  

(a) All facilities, court houses and justice service points shall be opened to the 

public subject to controlled access and provision of information in respect of 
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each member of the public visiting such premises for purpose of contact 

tracing.  

 

(b) Sanitizer dispensers must be installed at all entrances and lifts in all 

facilities, court houses and justice service points and they must be refilled 

regularly.  

  

(c) All witness stands, accused stands and microphones must be sanitized 

regularly after being occupied or used by another person.  
 

(d) Holding cells must be disinfected every morning and every time there’s a 

change of inmates.  

4.5.2 Cafeteria / Canteens   

(a) All justice service points with canteens, cafeteria etc. must ensure that 

social distancing and hygienic standards are observed.  

(b) No cooked food shall be served in any canteen in the DOJ&CD facility, 

court house or justice service point.   

4.5.3 Public waiting and lifts 

(a) Public waiting and service areas should be clearly marked with stickers 

that show where they should queue and/or wait for services and should 

comply with the social distance norms. These places should be cleaned 

every 2 hours.  

(b)  In order to avoid over-crowding in lifts, stickers and notices must be 

installed that indicate the permissible number of people allowed. 
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4.5.4 Re-arrangements of office accommodation 

    (a) Office accommodation must be rearranged to ensure that it is in 

compliance with social distancing norms, and to be able to accommodate 

1/3 of workforce as recommended for Level 4 lockdown restrictions. 

 

(b)  Boardrooms, consultation rooms should be reconfigured to adhere to 

prescribed physical distancing.  

 4.5.5 Cleaning Services  

  (a) Cleaning of commonly used or touched surfaces must be done as 

frequently as possible. Employees are encouraged to regularly sanitize 

and use a soapy cloth to clean their work stations.  

   (b) The cleaning process should involve amongst others the following:   

(i) The sanitization of courtrooms/offices e.g. benches, 

microphones, main entrance & exit doors, public gallery, etc. by 

the DPW cleaners in accordance with the contract and in line with 

the intervals prescribed by the DPSA. 

(ii) Where there is a confirmed positive case of the corona virus in an 

office, immediate deep cleaning should be effected; (Deep 

cleaning is the use of handheld electrostatic sprayers with 

chemical disinfectant product approved by Department of Health 

and vaporized Hydrogen Peroxide (VHP) Mist/Fogging to 

disinfect areas suspected). 

(iii) All ablution facilities must be kept clean and in hygienic 

conditions. They should be equipped with soap, toilet paper, she-

bins, paper to dry hands and should be cleaned at least three 

times per day.  
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4.5.6 Isolation Areas  

(a) The service delivery points/offices will identify an area where people with 

a high temperature can complete the relevant form as directed by 

Security Officers. This area should not be inside the building for health 

risk reasons where practically possible. Also, this area should not be 

nearer the queue areas.  

(b) Compliance Offices must ensure that this area is disinfected on a regular 

basis. 

4.5.7 Ventilation 

(a) Every workplace must be well ventilated by natural or mechanical means 

to reduce the SARS-CoV-2 viral.  

(b) Where reasonably practicable, have an effective local extraction 

ventilation system. The ventilation system should be cleaned and 

maintained in accordance with manufacturer’s instructions. 

4.5.8 Social distancing 

(a) The physical distance of 1,5 metre must be observed between people. 

Stickers marking such social distance should be used in all queues, 

waiting areas and on benches within the courts.  

(b) Where markers are not available, the rule of thumb of stretching both 

your arms to create the social distance must be used.  

 

4.6 Pillar 5: Budget & Procurement of PPEs 

4.6.1 Budget for COVID 19 

(a) The Chief Financial Officer must ensure that adequate budget is 

allocated for the implementation of the RAP and the procurement of 
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Personal Protective Equipment in accordance to the need of each 

facility, court house and service point. 

(b) It is the responsibility of every fund holder to ensure that expenditure in 

relation to COVID-19, the Regulations, Directions and this RAP is 

authorised in terms of the PFMA and the DFI; 

(c) Expenditure must be incurred within the allocated budget and the normal 

accountability measures and consequences for irregular, wasteful and 

unauthorised expenditure under the PFMA apply.  

 

4.6.2 Procurement 

(a) Fund holders below must use utilise the existing delegations for 

procurement and provision of PPEs to employees, members of the 

National Prosecuting Authority and the Judiciary.   These delegations 

are: 

(i) Up to R50 000 for Court Managers and Office Manager; 

(ii) Up to R75 000 for Area Court Manager; 

(iii)       Up to R200 000 for Director; 
 

(iv)       Up to R400 000 for Chief Director; and 

 
 

(v)       Up to R500 000 for Regional Control Committee 

 

 (b) The Fund holder must use the delegations in accordance with the PFMA 

and departmental prescripts.  

 

4.6.3 Procurement and provision of PPEs and services 

(a) The PPEs to be procured include: 

(i) Sanitisers (at least 70% alcohol) for use at entry points; 
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(ii) Non-Contact Inferred Thermometers (Temperature Scanners) for 

use at entry points only. 

(vi)  Liquid Soaps for ablution facilities. 

 

(b) Services for the de-contamination, disinfection and sanitization of every 

facility, court house or service point or a portion thereof must be acquired 

where evidence of the presence of a person that has tested positive to 

COVID-19 has been confirmed. 

(c) Every fund holder must adhere to Circular No. 17 of 2020 and comply 

with Supply Chain Management (SCM) Regulations and the DFI when 

procuring PPEs and services associated with or relating to COVID 19. 

(d) The Chief Financial Officer and the Internal Audit must ensure that 

adequate internal controls are put in place to promote sound financial 

management in respect of COVID 19 including: 

(i) early detection of corruption and fraud; and 

(ii) effective and proper delivery and distribution of the PPEs and 

services relating to COVID 19. 

4.7 Pillar 6: Governance (National, Regional and Area/District) 

4.7.1  Governance structures to coordinate the implementation of the COVID 
RAP 

(a) The following governance structures have been established in terms of 

DPSA Circular 7 of 2020: 

(i) Justice Operations Steering Committee (JOSC) at National level 

to develop operational guidelines and monitor implementation 

thereof; and 

(ii) Regional Operational Steering Committee (ROSC) at provincial 

level to oversee the implementation of the operational at Regional 

and District level. 
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(b) In terms of the DPSA Circular, the responsibilities of the JOSC are assigned 

to the health and safety committee established in terms of the Occupational 

Health and Safety Act (OSHA).  

 

(c) The JOSC shall be comprised of representatives of organised labour, Court 

Services, Masters, Corporate Services, Legal Services and Office of the 

Director- General.  

 

(d) The JOSC shall be responsible for: 

(i) The coordination of the inputs for consideration in relation to this RAP 

and its annexures; 

(ii) Make comments and inputs in relation to any sub-plan or work plan 

contemplated in this RAP; and 

(iii) Consider reports of the compliance officer and make inputs thereon. 

 

4.7.2 The JOSC and ROSC must keep proper minutes and record of its work and 

must make such available for auditing and inspection purposes. 

4.8 Pillar 7: Risk Management 

4.8.1 Risk Management strategy 
(a) The Chief Directorate for Service Delivery Improvement (SDI) which has 

also been assigned Risk Management functions must, within three weeks 

develop a COVID 19 Risk Management Plan for the effective management 

of –  

(i) risks associated with the SDIP; 

(ii) risks relating to the COVID - 19; and 

(iii) risks of the implementation of the Regulations, the Directions and 

this RAP.  

 

(b) The Risk Management Plan must comply with the directions issued by the 

National Treasury; 
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(c) Internal Audit must audit the COVID -19 Risk Management Plan and submit 

the plan to the Audit Committee for its consideration. 

4.8.2 Risks identified   
(a) The following risks are identified and must be managed in terms of the risk 

management strategy contemplated under paragraph 4.8.1: 

 

(i) Opportunistic corruption and fraud on a massive scale in the procurement 

of goods and services required for the purpose of preventing the spread 

of COVID - 19; 

(ii) Non-compliance with the protocol on prevention, control and 

management of the COVID-19 (Disaster Management); 

(iii) High rate of absenteeism by essential employees; 

(iv) Increased number of court cases on non-compliance with National    

instructions by the President; 

(v) Service delivery interruptions/disruptions; 

(vi) Exposure of departmental frontline employees at service points to 

COVID-19 (Business continuity); 

(vii) Delayed procurement processes (Supply Chain Management); 

(viii) Possible re-infections among officials after the lifting of the lockdown 

(one official infecting other officials). 

(ix) increased number of Gender based/ domestic violence. 

(x)   Possible under- performance by Branches. 
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4.8.3 Complaints handling mechanism 
(a) Call Centre  

(i) A call centre established in the national office must be used 

optimally for the handling of complaints from members of the 

public on the standard of service delivery at any facility, court 

house or service point. 

(ii) Calls and inquiries made by members of the public must be 

responded to promptly and feedback must be given within five (5) 

days where the request involves a matter that requires further 

research or validation 

(iii) The following is the toll-free number for registering complaints or 

making enquiries related to service delivery issues at any facility, 

court house or service point: 0800 020007. 

(iv) Enquiries may also be made via emails at the following email 

address: servicedelivery@justice.gov.za 

(iv) The Call Centre Operators are supported by a team of subject-

matter experts behind the scenes who can deal with technical 

questions. 

4.9 Pillar 8: Communication Strategy  

4.9.1 Members of the media 

(a) All members of the media must be granted access to the court rooms 

except in matters that involve children or are held in camera; 

(b)    Where a matter before court attracts considerable media interest, the court 

manager may limit the number of media practitioners allowed into the 

public gallery of the court. 

(b) No video recordings court proceedings shall be made except with the 

permission of the Presiding Judicial Officer.  
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4.9.2 Public education and awareness campaigns  

(a) In order to keep the public informed about developments within the 

department and the justice services points in particular, a robust 

communications strategy will be developed that will use the following 

platforms: 

(i) Radio (local, regional and national) 

(ii) Newspapers (local and regional and national) 

(iii)Posters and pamphlets  

(iv)Television  

(v) Social media (facebook, instagram, twitter, etc.) 

(vi)Website  

 

(b) Important information pertaining to COVID-19 must be posted on notice 

boards or any other conspicuous places to create awareness.   

4.9.3 Justice Service Points Contact Details  

All justice service points contact details may be accessed on the following 

website address: www.justice.gov.za 
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ANNEXURE A 

 

BRANCH: OFFICE OF DIRECTOR-GENERAL 

Permitted Services Categories of Persons required to 
perform permitted services 

1. Management functions of EXCO 
 

SMS members in the ODG 
ODG support personnel 

2. Strategy Development 
 

SMS in the Chief Directorate: Strategy 

3. Policy Development Function 
 

Senior State Law Advisers 

4. Internal Audit Functions 
 

Audit Executive 

5. Service Delivery Improvement 
Programme & Risk Management 
Functions 
 

SMS members in the CD: Service 
Delivery Imp Programme & Risk 
Management 
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ANNEXURE B 

BRANCH: INFORMATION SYSTEMS MANAGEMENT 

 

  

Permitted Services  CATEGORIES OF PERSONS PERFORMING SERVICES  

Officials work in offices, 
court, service point and 
issued with permit 
(regularity / hrs of work) 

Officials working from home 
(including those with 
vulnerabilities and issued with 
tools of trade to work 
remotely) 
 

1. Information and 
Communication 
Technology Services 
for all private and 
business customers 

ICT Infrastructure and 
Operations 

All personnel not working 
onsite must be able to work 
remotely. 
 
Service Providers: rendering 
services remotely.  
 
 
 
 
 
 

Business Application 
Support and Service 
Delivery Management. 

ICT Business Solutions 
Delivery (Project teams 
involving COVID 19 
response) 

ICT Finance and Officials 
required for purposes of 
AG Audits 
Operating Hours for ICT 
Help Desk and Support: 
08:00 to 17:00 

DOJ&CD Staff: As 
required and as per 
defined schedule per 
directorate. 

ISM Management to be 
onsite at least once a 
week (every 
Wednesday) 

Service Providers: 
Operating 1/3 capacity 
onsite.  
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ANNEXURE C 

 

BRANCH: OFFICE OF THE SOLICITOR - GENERAL 

 

Permitted Services  CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, 
court, service point and 
issued with permit 
(regularity / hrs of work) 

Officials working from 
home (including those 
with vulnerabilities and 
issued with tools of trade 
to work remotely) 
 

Remarks:  
1. Litigation 

(Only urgent 
applications) 

 Head of office 
 Deputy State 

Attorneys 
 Senior Assistant 

State Attorneys  
 Secretaries 

 

 Assistant State 
Attorneys 

 Messengers 
 
All officials will work from 
home and come to the 
office only if it is 
necessary to do so. 

2. Debt collection  Chief debt 
collection clerk 

 Debt collection clerk 
 Assistant State 

Attorney 

 Debt collection 
clerks 

 Messengers 
 
All officials will work from 
home and come to the 
office only if it is 
necessary to do so. 

3. Payment of legal 
fees (only 
accounts received 
before lockdown) 

 Office manager 
 Attorneys (to come 

to the office only 
when they have an 
account to process) 

 Deputy State 
Attorneys 

 Head of the office 
 Chief accounting 

clerk 
 Accounting clerks 

 Assistant State 
Attorneys 

 Messengers 
 Admin clerks 

 
All officials will work from 
home and come to the 
office only if it is 
necessary to do so. 



28 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

4. Record 
management 
(receiving of legal 
processes and 
filing) 

 Office manager 
 Chief registry clerk 
 Registry clerks 

 

 Messengers 
 Admin clerks 

 
All officials will work from 
home and come to the 
office only if it is 
necessary to do so. 

5. Procurement (only 
procurement of 
PPE supplies) 

 Office manager 
 Admin officer 
 Admin clerks 
 

All officials will work from 
home and come to the 
office only if it is 
necessary to do so. 
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ANNEXURE D 

 

BRANCH: LEGISLATIVE DEVELOPMENT 

COMPONENT: SALRC 

Permitted Services  CATEGORIES OF PERSONS PERFORMING 
SERVICES  

B1.Officials work in offices, 
court, service point and 
issued with permit 
(regularity / hrs of work) 

B.2 Officials working from 
home (including those 
with vulnerabilities and 
issued with tools of trade 
to work remotely) 

 

1. Conducting research and 
development of research 
papers 

Secretary, Assistant 
Secretary, State Law 
Advisors, Copy Editor, 
Administrative staff 

 

Two SLAs and one Admin 
officer over 60 years of 
age 

 

 

2. Workplans for SALRC, 
incorporating 
deliverables for each 
professional member of 
staff (State Law Adviser) 
finalised by 8 May 2020  

Secretary, supervisor SLA 
and Project Leader, 
Branch Head   

 

3. Monitoring of work-plans 
on a weekly basis 

Secretary, Assistant 
Secretary, Branch Head 

 

4. Security, guarding  and 
cleaning services 

Security personnel, 

Cleaning Personnel 

 

5. Virtual meetings of 
Advisory Committees  

Commission 

Public Consultation 

SLA, Project Leader  and 
Advisory Committee 
members 
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6. Publication of Papers 
and Public Consultation 
thereon 

SLA and members of the 
public 

 

7. Development of the 
SALRC 2019/2020 
Annual Report 

Secretary/ Assistant 
Secretary/ SLAs 

 

8. DOJ reporting and 
preparation of plans and 
reports 

Secretary/ Assistant 
Secretary/ SLAs 
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COMPONENT: LEGISLATIVE DEVELOPMENT 

Permitted Services  CATEGORIES OF PERSONS PERFORMING SERVICES  

Officials work in offices, court, service point 
and issued with permit (regularity / hrs of 
work) 

Officials working 
from home 
(including those 
with 
vulnerabilities 
and issued with 
tools of trade to 
work remotely) 

 

1. Investigation and 
development of 
legislation, and 
preparation of all 
documents   

Deputy Chief State Law Adviser; Principal 
State Law Advisers, State Law Advisors 
(DCSLA/All PSLA/SLA) 

Office admin on rotational basis 

 

One PSLA/ One 
SLA  

 

2. Workplans for LD, 
incorporating 
deliverables for 
each professional 
member of staff 
(State Law 
Adviser) finalised 
by 8 May 2020  

DCSLA, PSLA, SLA, Branch Head    

3. Monitoring of 
work-plans on a 
weekly basis 

DCSLA/ PSLA/Branch Head  

4. Publication of  
Bills and Public 
Consultation 
thereon 

DCSLA/PSLA/SLA and members of the 
public 

 

5. Virtual meetings 
of teams, 
Portfolio 
Committee,  

DCSLA/PSLA/SLA/PC/Stakeholders  
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Stakeholders, as 
required 

6. DOJ reporting 
and preparation of 
plans and reports 

DCSLA/PSLA/SLA  
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COMPONENT: RULES BOARD 

Permitted Services  CATEGORIES OF PERSONS PERFORMING 
SERVICES  

B1.Officials work in offices, 
court, service point and issued 
with permit (regularity / hrs of 
work) 

B.2 Officials working 
from home (including 
those with vulnerabilities 
and issued with tools of 
trade to work remotely) 

 

1. Research and 
development of Rules 
of Court 

Principal State Law Advisers, 
State Law Advisors and 
Administrative staff 

 

One Principal State Law 
Adviser (Acting 
Secretary to the Rules 
Board) over 60 years of 
age and with comorbidity 

 

 

2. Workplans for Rules 
Board, incorporating 
deliverables for each 
professional member 
of staff (State Law 
Advisers) finalised by 
8 May 2020  

Principal State Law Advisers, 
State Law Advisors and 
Administrative staff 

 

Principal State Law 
Adviser/Acting Secretary 
to the Rules Board (over 
60 years of age and with 
comorbidity) 

 

3. Monitoring of work-
plans on a weekly 
basis 

Acting Secretary,  Branch Head  

4. Security, guarding  
and cleaning services 

Security personnel, 

Cleaning Personnel 

 

5. Virtual meetings of 
Rules Board and 
Committees  

 

Principal State Law Advisers, 
State Law Advisors 

Principal State Law 
Adviser and Acting 
Secretary to the Rules 
Board (over 60 years of 
age and with 
comorbidity) 
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6. Publication of Rules 
of Court in the 
Gazette 

SLA s  

7. DOJ reporting and 
preparation of plans 
and reports 

DCSLA/PSLA/SLA  
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COMPONENT: SEIAS 

 

 

 

 

  

Permitted Services  CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, 
court, service point and 
issued with permit 
(regularity / hrs of work) 

Officials working from 
home (including those 
with vulnerabilities and 
issued with tools of trade 
to work remotely) 

 

1. Finalisation of Socio-
economic Impact 
Assessment Reports for 
the processing on of 
legislation, rules of court 
and legislative and policy 
proposals; as per 
workplans of the SALRC, 
Legislation and Rules 
Board components of the 
Branch 

 Director 

 

 

2. DOJ reporting and 
preparation of plans and 
reports 

Director  
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ANNEXURE E 

 

BRANCH: OFFICE OF THE CHIEF STATE LAW ADVISOR 

 

Permitted Services CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, court, 
service point and issued with 
permit (regularity / hrs of 
work) 

Officials working from 
home (including those 
with vulnerabilities and 
issued with tools of trade 
to work remotely) 
 

1.  Drafting and 
certification of 
national legislation  

Acting Chief State Law 
Adviser 

Every employee in the 
Branch will be issued with 
a permit to physically 
come to the office 
whenever necessary to 
ensure all functions of the 
Branch members are 
carried out; 

2. Translation of 
legislation  

Deputy Chief State Law 
Advisers 

 

3. Drafting legal 
opinions on any 
question of law  

Principal State Law Advisers  

4. Scrutiny of and 
provision of legal 
opinions relating to 
all international 
agreements   
including extradition 
agreements entered 
into by organs of 
state  

State Law Advisers  

5. Scrutiny of and 
provision of legal 
opinions relating to 
draft subordinate 
legislation  

Senior Managers  

6. Serving as 
consultants to 
organs of state  

Legislative Language 
Practitioners  
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7.  Perform any other 
function referred to it 
by the National 
Executive  

Key Administrative Staff 
(Legal Admin and 
Procurement) 
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ANNEXURE F 

BRANCH: OFFICE OF THE CHIEF FINANCIAL OFFICER 

 

Permitted Services CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, court, 
service point and issued with 
permit (regularity / hrs of 
work) 

Officials working from home 
(including those with 
vulnerabilities and issued 
with tools of trade to work 
remotely) 
 

1. 
 

Systems Control – 
User Support 

Senior Managers, DD: SCM, 
Assistant Director: SCM 
Administration Clerks 
Call Centre Operators 

Officials deployed at home 
with the necessary tools 
(equipment and data etc.) – 
53. These officials will report 
periodically (on weekly basis 
to national office)  

Bids and acquisitions 
management 

Officials at home with no 
assigned functions - 48 

Contract 
Management 

 

Logistics and Fleet 
Management 

 

Call Centre 
 

2. 
 

Financial Reporting – 
AFS(SCM and 
Assets) 

Senior Managers, Deputy 
Director, Assistant Director, 
Chief Accounting Clerk, 
Senior Accounting Clerk, 
Accounting Clerk 

 

Payroll management 
and processing 
Annual Financial 
statement  
compilation and 
submission , Audit 
Facilitation 
Payment processing 
– payment to 
suppliers/claims 
Bookkeeping Petty 
cash, Accounts 
control and journals 
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Banking 
 

3. AFS Financial 
Reporting. 

Senior Managers,  
Deputy Directors, Assistant 
Directors, Administration 
Officers 

 

Customer Payment 
processing 

Accounts Control 

Exceptions and risk 
management 
Systems control, 
customer and client 
Services and support 

4. Budget and 
expenditure 
corrections 

Senior Managers, Deputy 
Director, Assistant Directors 
 

 

 

 

 

 

Finalise inputs to AFS 

Internal Control 
Review and conduct 
costing 
Consolidated 
management reports 

Appropriation 
statement 
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ANNEXURE G 

BRANCH: COURT SERVICES 

1. All services published in the Annexure to the Directions  
2. Services listed in the Table below  

Permitted Services 
 

CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, court, 
service point and issued with 
permit (regularity / hrs of 
work) 

Officials working from home 
(including those with 
vulnerabilities and issued 
with tools of trade to work 
remotely) 
 

CRIMINAL MATTERS 

1. First Court 
Appearances  

 

), Vote and TPF Clerks, 
Family Advocates, Family 
Counsellors Judiciary, 
Prosecutors, 
Interpreters, CRT Operators, 
Maintenance Officers, 
Intermediaries, Maintenance 
Investigators, Clerks of court 
(Family, Civil, Children and 
Criminal 

 

Postponement in 
absentia where is 
possible to inform 
accused persons / 
witnesses of future 
trial date  

 

Bail applications 

 

Proceedings under 
section 63A of the 
Criminal Procedure 
Act 

Postponements of 
trials through Audio 
Visual Remand 
System (AVR) 



41 
 

  

Guilty Plea 
proceedings 

 Trials limited to: 

(a) Corruption, 
Sexual offences, 
Gender Based 
Violence and 
Femicide (GBVF), 
serious violent crimes, 
robbery, murder and 
Violation of COVID-19 
Regulations  

(b) Cases where 
accused persons are 
in detention; 

(c) Finalization of 
partly-heard matters 
which can be 
completed;  

 Applications for leave 
to appeal, Appeals 
and reviews. 
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CIVIL LAW PROCEEDINGS 
 
2. Civil matters dealt 

with online, 

telephonically or in 

writing 

Judiciary, Prosecutors, 
Interpreters, CRT Operators, 
Maintenance Officers, 
Intermediaries, Maintenance 
Investigators, Clerks of court 
(Family, Civil , Children and 
Criminal), Vote and TPF 
Clerks, Family Advocates, 
Family Counselors 

 

Urgent motion 

applications 

Urgent civil trials 

including COVID-19 

related cases 

Alternative Dispute 

Resolution 

Mechanisms 

Taxations 

Debt Review 

applications and trials 

Divorce Proceedings, 

including Rule 43 

applications in the 

High Court and Rule 

58 applications in the 

Regional Court, as 

well as uncontested 

interlocutory 

applications and 

uncontested trials 

Issue of all court 
proceedings and 
proceedings and filing 
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of papers relevant to 
pending proceedings 

Applications for leave 
to appeal, Appeals 
and reviews 

 

All uncontested civil 
actions or motions; 

Ex parte applications; 

Endorsement of 
powers of attorney. 

FAMILY LAW MATTERS 
3. Child and spousal 

maintenance 

proceedings 

Judiciary, Prosecutors, 
Interpreters, CRT Operators, 
Maintenance Officers, 
Intermediaries, Maintenance 
Investigators, Clerks of court 
(Family, Civil , Children and 
Criminal), Vote and TPF 
Clerks, Family Advocates, 
Family Counselors 

 

Protection orders in 

terms of the Domestic 

Violence Act no 116 of 

1998 or the Protection 

from Harassment Act 

no 17 of 2011 

Foster care 

applications and 

hearings  

Care and contact, 

care and protection 

proceedings in 

respect of children, 

including removal to 

temporary safe care 
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SERVICES OF THE JUDICIAL COMMISSION OF INQUIRY INTO ALLEGATIONS OF 
STATE CAPTURE, CORRUPTION AND FRAUD IN THE PUBLIC SECTOR INCLUDING 
ORGANS OF STATE 

Services as determined by the Chairperson of the Judicial Commission of Inquiry into 

allegations of State Capture, Corruption and Fraud in the Public Sector including Organs of 

State. 

SPECIAL TRIBUNAL APPOINTED IN TERMS OF THE SPECIAL INVESTIGATING 
UNITS AND SPECIAL TRIBUNALS ACT, 1996 (ACT NO. 74 OF 1996) 

Services as determined by the President of the Special Tribunal. 

 

and placement in child 

and youth care 

centres 

International child 

abduction cases 

Adoptions 

applications and 

hearings 
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ANNEXURE H 

BRANCH: MASTER OF THE HIGH COURT 

1. All services published in the Annexure to the Directions  
2. Services listed in the Table below  

Permitted Services 
(Human Resources) 

CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in 
offices, court, service 
point and issued with 
permit (regularity / hrs 
of work) 

Officials working from home 
(including those with vulnerabilities 
and issued with tools of trade to 
work remotely) 
 

1. 

Reporting and issuing 
of letters of 
appointments in all 
deceased estates 
matters; 
 
 

Master, Deputy 
Master, Assistant 
Master, Estate 
controller, support 
staff i.e. 
administration, 
including 
administration 
officers, helpdesk 
operators, registry, 
scanning clerk and 
messengers 

SMS members, staff of the Office of 
the Chief Master  

2. Reporting and issuing 
of appointments in all 
Insolvency matters 

As above As above 

3. Lodgment of 
requisitions by way of 
e-mail 

As above As above 

4. Examination of L&D 
accounts in all 
deceased estates 
matters lodged by e-
mail 

As above As above 

5. Examination of L&D 
accounts in all 
Insolvency matters 
lodged by e-mail 

As above As above 
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6. Reporting and issuing 
appointments in only 
urgent Trust matters 
for the benefit of 
COVID-19 relief 
measures lodged by 
e-mail 

As above As above 

7. Reporting and issuing 
appointments in only 
urgent curatorship 
matters lodged by e-
mail 
 

As above As above 

8. 

Receiving of 
applications and 
payments of funds 
from the Guardian’s 
Fund 

As above also 
including financial 
staff, i.e State 
accountants (all 
ranks), verifiers, 
assistant directors 
and accounting 
clerks. 

-  

9. 

Issuing of letters of 
executorship and 
endorsement of 
powers of attorney. 

Master, Deputy 
Master, Assistant 
Master, Estate 
controller, support 
staff i.e. 
administration, 
including 
administration 
officers, helpdesk 
operators, registry, 
scanning clerk and 
messengers 

-  
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ANNEXURE I 

 

BRANCH: CONSTITUTIONAL DEVELOPMENT 

 

  

Permitted Services  CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, 
court, service point and 
issued with permit 
(regularity / hrs of work) 

Officials working from 
home (including those 
with vulnerabilities and 
issued with tools of trade 
to work remotely) 
 

1. Conducting 
research and giving 
advice regarding 
the constitutionality 
of COVID 19 
measures 

Acting Secretary, 
Secretaries, State Law 
Advisors, Administrative 
staff and Researchers 

DDG and SMS members 

2. Urgent reports and 
responses to 
international legal 
relations and 
human rights work  

Acting Secretary, 
Secretaries, State Law 
Advisors, Administrative 
staff 

DDG and SMS members 

3.  Monitoring of work-
plans on a weekly 
basis  

Secretary DDG 
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ANNEXURE J 

 

BRANCH: CORPORATE SERVICES 

Permitted Services 
(Human Resources) 

CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in 
offices, court, service 
point and issued with 
permit (regularity / hrs 
of work) 

Officials working from home 
(including those with vulnerabilities 
and issued with tools of trade to 
work remotely) 
 

1. 

Processing of acting 
appointments  

Acting DDG 
Corporate Services. 
Chief Director: HR, 
Director CMC,  
Deputy Directors, 
Assistant Directors, 
Administration 
Officers 

Other officials operating from home 
with the necessary tools (equipment 
and data etc.). 

Processing of 
permanent and 
contract 
appointments  

As above 70% of HR officials at home with no 
assigned functions 

Support line in the 
recruitment process 
of urgently matters 

As above As above 

Termination of 
contracts and pension 
processing  

Director CMC 
Deputy Directors, 
Assistant Directors, 
Administration 
Officers 

As above 

Processing of critical 
PERSAL transactions 

As above As above  

2.  
 COVID 19 - Weekly 

Report 

Acting DDG 
Chief Director 
Director HRM  

Deputy Directors operating from 
home with the necessary tools 
(equipment and data etc.). 

Circulars on DPSA 
COVID 19 related 
guidelines 

Chief Director 
Director HRM  

As above 

3. 
 
 

Handling of 
grievances cases 
(raising during COVID 
19) 

Chief Director 
Director ER 

Officials operating from home with 
the necessary tools (equipment and 
data etc.). 
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Handling of urgent 
dispute matters 

As above  As above  

Handling of urgent 
suspensions 

As above  As above 

Facilitation of Union 
engagement on 
COVID-19 related 
matters 

Acting DDG 
Chief Director 
Director ER 

As above 

4. Managing of EHW 
service provider & 
PILIR contracts 
payments 

Chief Director 
Director EHWP 

ASDs assisting and operating from 
home with the necessary tools 
(equipment and data etc.). 

Monthly reporting on 
Employees utilisation 
of EAP services 
(COVID-19 
emphasis). 

Director EHWP 
Deputy Director 

As above 

Coordinate the 
sanitisation/ 
workplace readiness 
of all HR offices 

Director EHWP 
Deputy Director 

As above 

5. Issuing of guidelines 
on how to handle 
Interns during 
lockdown 

Director EHWP 
Deputy Director 

Director HRD, ASD assisting and 
operating from home with the 
necessary tools (equipment and 
data etc.). 

6. 

Support Acting DG on 
the development of 
the organisational 
structure 

Acting DDG 
Chief Director 
Acting Chief Director 
ODG 
Deputy Director 
Assistant Director 

Practitioners assisting and 
operating from home with the 
necessary tools (equipment and 
data etc.). 

Change Management 
analysis and 
programme proposal, 
and communication 
w.r.t. COVID-19 re-
orientation of the 
DoJ&CD and officials 
(“The Way of Doing 
Work”/”Working from 
Home”) 

Chief Director 
Deputy Director 

ASDs assisting and operating from 
home with the necessary tools 
(equipment and data etc.). 
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Permitted Services 
(Access to Information 
& Records 
Management) 

CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, court, 
service point and issued with 
permit (regularity / hrs of work) 

Officials working from 
home (including those with 
vulnerabilities and issued 
with tools of trade to work 
remotely) 
 

1. Office Services Officials to be divided into 
three (3) groups. Each group 
will report weekly  

None 

2. PAIA & Interception Deputy Information Officer The DIO is available to 
attend to applications that 
are sent through our PAIA 
email 
(paia@justice.gov.za) and 
those that come directly to 
my email address. 

Officials report as when 
required by the Judge 

3. Archives & Library 
Services 

Receiving, Maintaining and 
Issuing of records (mainly HR 
related) that have been 
archived. 
Allocating Circular and 
Reference numbers. 
 

Officials on rotational basis 

Permitted Services 
(Public Education and 
Communication) 

CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, court, 
service point and issued with 
permit (regularity / hrs of work) 

Officials working from 
home (including those with 
vulnerabilities and issued 
with tools of trade to work 
remotely) 

1. 
Update departmental 
website 

Chief Director 
Director 
Deputy Director 

ASDs and assisting and 
operating from home with 
the necessary tools 
(equipment and data etc.). 

Issue departmental 
internal publications 
and notices 

Director 
Deputy Director 

Ditto 
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2. Update departmental 
social media 
platforms 

Chief Director 
Director 
Deputy Director 

As above 

Respond to media 
enquiries  

Chief Director 
Director 
Deputy Director 

As above 

Draft/issue/produce 
departmental 
information  

Chief Director 
Director 
Deputy Director 

As above 

Permitted Services 
(Safety and Security 
Management) 

CATEGORIES OF PERSONS PERFORMING 
SERVICES  

Officials work in offices, court, 
service point and issued with 
permit (regularity / hrs of work) 

Officials working from 
home (including those with 
vulnerabilities and issued 
with tools of trade to work 
remotely) 
 

1. Provision of 
integrated 
Compliance and 
Common Risk and 
Quality Management 
System 

Chief Director 
Director 
Deputy Director 

ASDs and assisting and 
operating from home with 
the necessary tools 
(equipment and data etc.). 

Facilitation of 
compliance with 
SHER policies 

Director 
Deputy Director 

As above 

Implementation of 
Business Continuity 
Programme (BCP) at 
offices, in terms of 
Circular 92 of 2013 

Director 
Deputy Director 

As above 

2. Facilitation of safe, 
secure and protected 
working environment 
to all members of the 
Judiciary, 
prosecution, staff 
members and the 

Chief Director 
Director 
Deputy Director 

As above 
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public visiting the 
Department 
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ANNEXURE K 

REPORTING TEMPLATE 

PILLAR 1: Information Technology and the Digitization of Business      
Processes 

Reporting Responsibility: ISM 
Focus Area Progress/ Status Report 

Process to create electronic application 
forms @ service points 

  
Utilisation of the Audio - Remand 
System    
Roll-out of the AVR link systems to 
additional courts  

  
Phasing-out the acceptance of cash  

  
Microsoft Teams solution rolled out to 
service points for purposes of virtual 
meetings   
Procurement of the requisite hard-ware 
and soft-ware to ensure reliable and 
operational ICT systems  
Deployment of an electronic and digital 
signature solution 

 
 

PILLAR 2: Human Resource capability   
Focus Area Progress/ Status Report 

Number of employees that are back at 
work    
Hours worked 

 
Number of employees working from 
home   
Number of employees working from 
home provided with appropriate tools of 
trade    
Rotational work, where feasible 
arranged   
Number of employees that are 60 years 
& above and/or with co-morbidities 
working from home    
Number of employees back in the office 
that are 60 years & above and/or has 
co-morbidities   
Employees required to work at the 
offices been issued with work permits 
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Employees working from home, have 
submitted the progress reports on 
workplan 

  

 

PILLAR 3: Occupational Health, Safety & Environment 
Focus Area Progress/ Status Report 

Compliance officer has been designated  
  

Weekly compliance reports submitted 
  

Frontline staff wear masks 
  

Inmates wear masks 
  

Members of the public wear masks 
 

Social distancing of at least 1,5m 
observed   

 

PILLAR 4: Facilities and Security Management 
Focus Area Progress/ Status Report 

Offices, where required, re-arranged in 
line with the RAP    
Public/ officials access control 
questionnaire or register maintained   
Screening of all people entering the 
premises   
Number of cleaners 

  
Public waiting and service areas should 
be clearly marked with stickers that 
show where they should queue  
Social distancing of at least 1,5m 
observed by members of the public   
Sanitiser provided at entry points, lifts, 
etc.  
Offices, ablution facilities and public 
waiting areas cleaned & sanitized in line 
with RAP  
Deep cleaning conducted where a 
positive COVID-19 case reported  
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PILLAR 5: Budget & Procurement of PPEs 
Focus Area Progress/ Status Report 

Budget to procure PPEs available 
    
Adequate PPEs procured 

  
Expenditure in relation to COVID 19 
consumables authorised in terms of the 
PFMA and the DFI 
   

PILLAR 6: Governance 
Focus Area Progress/ Status Report 

Justice Operations Steering Committee 
(ROSC) operational  Attach minutes as POE  

Regional Operational Steering 
Committee (ROSC) operational   
District Operational Steering Committee 
(DOSC) operational   

 

PILLAR 7: Risk Management 
Focus Area Progress/ Status Report 

COVID 19 risk management strategy 
developed  Attach minutes as POE  

Regional Operational Steering 
Committee (ROSC) operational   
District Operational Steering Committee 
(DOSC) operational   

 

PILLAR 8: Communication 
Focus Area Progress/ Status Report 

Where applicable, granted access to the 
court rooms except in matters that 
involve children or held in camera   

COVID 19 Communication Strategy 
developed    
District Operational Steering Committee 
(DOSC) operational   
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ANNEXURE L 

REPORTING PROCESS (REGIONS) 

 

Service Point/ 
Court house

Regional

National
CD: Service 

Delivery 
Improvement 

Directors Legal 
Admin/ Court 

Operations/ HR 
(per Region)

Compliance 
Officer (Facility)

Compliance 
Officer (Service 

Point)

Compliance 
Officer (Court 

house)

W

E

E

K

L

Y 

R

E

P

O

R

T

N

G  




