2 9 MAY 7p1

NORTHERN CAPE DEPARTMENT OF EDUCATION

POLICY ON EMPLOYEE HEALTH & WELLNESS



ABREVIATIONS

SECTION A:

1.

AcCronyms
Definifions
Declarafion o Infent
Motivation

Scope of application

. Sources of Authority

Purpose
Objective

Policy Provisions

10. Role Players

SECTION B:

[}

TABLE OF CONTENTS

11. HIV/AIDS Management (Piliar 1)

12. Health and Productivity (Pillar 2)

13. SHERQ Management (Pillar 3}

14. Weliness Management (Pillar 4)

15. Financial implication

16. Implementation

17. Monitoring and evaiuation

18. Review

12

12

13



1.

ACRONYMS

—

A AT L C

[N N TR NG T N TR N T N e
h b W N — O 0 0O ~N O 0 B W N — O

. AlDS:

AU
CEDAW:
COIDA:
DG

DoH:
Dol
DPSA:
EAP:

. EH&W:

. EH&WSF:
.HR:
O

JR:

. 18O:
CHIV:
.HOD:

. HPM:

. HRD:
.MDG's:

. M&E:

. NEPAD:
. NCDoE:
. OD:

. OHS:

26.
27.
28.

PILIR:
SHERQ:
TB:

SECTION A

Acquired Immune Deficiency Syndrome

African Union

Convention on the Elimination of All Forms of Discrimination Against Women.
Compensation for Occupationdl Injuries and Diseases Act
Director General

Department of Health,

Department of Labour.

Depariment of Public Service and Administration
Employee Assistant Programme

Employee Health and Weliness.

Employee Health & Weliness Strategic Framework

Human Resources.

International Labour Organisation

indusirial Relations.

Infernational Standardization Organisation

Human Immunodeficiency Virus

Head of Department

Hedalth and Productivity Management

Human Resource Development

Millennium Development Goals

Monitoring and Evaluation

New Partnership for Africa’s Development

Northern Cape Department of Education

Organisational Development

Occupational Health and Safety

Policy and Procedure on Incapacity Leave & lli-Health Relirement
Safety, Health, Environment, Risk, and Quadlity

Tuberculosis



2. DEFINITIONS

" In this policy any term to which a meaning has been assigned in the Public Service Act bears
that meaning, unless the confext indicates otherwise:

Wellness;

Physical Weliness:

Social Weliness:

Psychological Wellness:

Spirifual Wellnes;:

intellectual Weliness:

Financial Weliness:

ts an active process through which organizations become aware of, and
make choices fowards o more successful existence. For both
the individual and ihe organization, the concept of wellness is one
where active steps can be token to reduce chronic disease and
mifigate its debilitating impact on personal lives and organizational
productivity.

promotes faking care of your body for optimal health and
functioning.

emphasizes the positive and interdependent relatfionship with others
and nature.,

is a dynamic siate that is influenced by and influences our physicai,
intellectudal, spiritual and social lives

refers 1o infegrating our beliefs and values with our actions: it
enhances the connection between mind, bodyland spirit.

is the ufilization of human resources and leaming resources to
expand knowiedge and improve skills.

is the ability fo maintain a fully developed and well balanced pian
or managing one's financial life that is integrated with personal values
and goails,

Health and Wellness Coordinator: is an employee tasked with the responsibiiity fo coordinate

Head of Department:

the implementation of welness programmes. The Weliness
Coordinator can be professionally trained and registered with a
relevant statutory body to perform therapeutic interventions, i
noft, such cases should be referred.

means head of the Education Depariment, the Office of the
Premier, Provincial department, or a Head of a national or
Provincial component, and includes any employee acfing in
such post.

Designated Senior Manager: means a member of the Senior Management Services {SMS)

who is tasked with championing the Welness Management
programme within the Public Service workplace.



Employee: medns a person appoinied in terms of the Public Service Act
1994 and Empioyment of Educators Act No. 74 of 1998,

Health and Weliness Commitiee: is a committee that is established by the HOD 1o initiate, develop,
promote, maintain and review measures fo ensure the wellness of
employees at the workplace. This is o mulii-discipiinary team
consisting of relevant representatives as indicated by different
Departments.

Peer Educaior: is an employee who'is frained in working with his/her peers,
sharing information and guiding o discussion using his/her
peer experience and knowledge.

Steering Commitiee Is a committee established by DPSA, for all components of
Human Resource

Work-Life Balance: the achievement of equality between time spent working
and one's personal life.

DECLARATION OF INTENT

Employee Health and Wellness is a continuous improvement process that looks at environmental
improvement {Physical, psychological, organisafional and economic), personal empowerment,
personal growth. [ is also a series of strategies and related activilies that the Department of
Education provides continually to improve or maintain the hedlth of its employees.

Wellness Management emerged as a priority due to increasing recognition that the healih and
wellbeing of employees directly impacts on productivity of the entire organization. As employees
are the life-blood of the organization it is vitat io help them produce at their optimum levels. The
World Health Organization’s Global Plan of Action on Workers Health 2008-2017 states that workers
represent half the world's populaiion and they are major conftributors to economic development. It
calls for effective interventions to prevent occupational hazards and to protect and promote
health ai the workplace and access to occupational health services,

Work is central fo people's well-being, in addition to providing income; work can pave the way for
broader social and economic advancement, strengthening individuals, their families and
communities. The Public Service seeks to contribute fo the Decent Work Agenda to achieve
sustainable development that is centered on people. Decent Work is a key element to build fair,
equitable and inclusive societies being based around the principles of employment creation,
workers' rights, equality between women and men, social protection and sociat dialogue. This
Agenda addresses the four priority areas of tackling unemployment, underempioyment and
poverty; the role of social protection in poverty-reducing developmenti: social exclusion and the
eifects of HIV & AIDS; and tackling HIV & AIDS in the world of work.
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The ILO Promotional Framework for Occupational Safety Convention No.187 June 2006, provides
for the creation of a National Policy on occupational safety and health; a National System for
Occupational safety and health; a National Programme on Occupational safety and health: and a
National Preventive safety and health culture in which the right fo a healthy and safe environment
s respected at all levels. In accordance with the ILO Promotional Framework, the Public Service
seeks fo develop policies, systems, programmes and a preventative culture to promofe the
wellbeing of Public Servants.

Both personal and workplace factors influence overall wellness and employee performance.
Individual wellness in this poiicy is viewed as the promotion of the physical, social, emofional,
occupational, spiritual, financial, and intellectual wellness of individuals. This is attained by creating
an organisafional climate and culture that is conducive to weliness and comprehensive
identification of psycho-social health risk.

The policy seeks to strengthen and improve the efficiency of existing services, programmes and
infrastructure and infroduce additional inferventions based on recent advances in knowledge. The
poiicy should be read in conjunction with the EH&W Strategic Framework {2008), Step-by-Step
Implementation Guide and the Systems M&E Tool.

3. MOTIVATION

A hedlthy work environment is defined as one whose culture, climate and organisaiional
practices creaie an environment, which promotes employee mental, physical heatlth, as well
as productivity and organisational effectiveness.

4. SCOPE OF APPLICATION
This policy is applicabie to ALL employees of NCDoE Enéiuding contfract workers and ensures
that employees at all levels have the opportunity to obtain professional help in an
atmosphere of privacy and confidentiality excluding family members. This policy is effective
from 1< April 2013.
5. SOURCES OF AUTHORITY ~
This policy is based on the mandate received from the Minister of the Department of Public
Service and Administration.
3.1, Occupational Health and Safety Act, 1993 (Act No. 85 of 1993)
5.2.  Labour Relations Act, 1995 [Act No. 64 of 1995}
2.3.  Basic Condifions of Employment Act, 1997 (Act No. 75 of 1997}

5.4, Compensation for Occupational Diseases and Injuries Act, 1993
(Act No.130 of 1993}

3.5.  Employment Equity Act, 1998 (Act No.55 of 1998}

5.6, Discster Management Act, 2002 (Act No. 57 of 2002) and Nationai Disaster
Management Framework

5.7.  Tobacco Products Control Amendment Act, 1999 (Act No. 12 of 1999}



2.8.  Promotion of Equdiity and the Prevention of Unfair Discrimination Act, |
Act No.4 Of 2000)

5.9.  Mentdl Health Care Act, 2002 (Act No.17 of 2002)

3.10.  National Sports and Recraation Act, 1998 (Act No. 110 of 1998)
5.11.  National Strategic Plan on HIV&AIDS 2007-2011

3.12. Nationdl Sirategic Framework on Stigma and Discrimination
5.13. National Occupational Health and Safety Policy of 2005

5.14. EAPA-SA Standards 2002

5.15. Mentdl Health Care Regulations 14 February 2003

3.16.  Public Service Regulations, 2001 as amended.

. PURPOSE

This programme aims to contribute, to support and other wise improve EHW activities that will
results in healithy lives

. OBJECTIVES

To focili’fc;re the provisioning of HIV and AIDS & TB management in consultation with the
relevant stakeholders,

To implement, manage and monitor Health and Productivity Management.

To implement programme that will ensure compliance with SHERQ Management and OHS
Act.

To impiement, manage and moniior Weliness Management in consultation with
stakeholders.



8. POLICY PROVISIONS

The Wellness Management programme is underpinned by the following principles:

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

8.7.

8.8.

Employees utilizing the Weliness Management progrorﬁme are assured of
confidentiality, except in cases of risk to self and others or in terms of legislation.

Only registered professiondls will be allowed to provide therapeutic interventions.

As far as possible the generic principles of respect for autonomy, non- malfeasance,

beneficence, and distributive justice will guide the actions of all professionals working
in the field of Weliness Management.

Focus on all ievels of employment.

Cohesiveness with HRD processes.

Policy coherence: policy measures should not contfradict the measures of other
related policies in the Public Service.

Coherence of models: the service delivery models should offer the same package to
Public Servants in spite of it being in-house, outsourced or Departments of Health
collaboration.

Programme coherence: The programme/ proiocols that are offered should not
coniradict each other in various Departments.

9. ROLE PLAYERS

This policy involves the following role players:

10. HEAD OF DEPARTMENT shall :

10.1

10.2

10.3

10.4

Ensures development and implementation of a written policy on managing inhe
wellbeing of both the employees and the organization.

Appoints a designated Senior Manager 1o champion the Wellness
Management programmes in the workplace

Ensures the provision of resources for the implementation of Wellness
programmes in the Department

Establishes a Wellness Management commiitee that will oversee the
implementation of Weliness programmes in the workplace and consult with the
committee with a view of initiating, developing, promoting, maintaining and
reviewing measures 10 ensure the wellbeing of empioyees at work.



10.2 DESIGNATED SENIOR MANAGER:

10.2.1 Structures, strategize, plan and develops holistic employee wealiness programmes.

10.2.2 Manages employee wellness strategies and policies, e.g. wellness promotion and
wellness facilifies within budgetary guidelines.

10.2.3 Aligns and inferface organizational weliness policy with other relevant policies and
procedurss.

10.2.4 Licises with, manage and monitor external employee weliness service providers.

10.2.5 Plans inferventions based on risk and needs analysis.

10.2.6 Monitors and evaluates implementation of wellness interventions.

10.2.7 Establishes a Peer Education programme.

10.2.8. Promotes capacity development initiaiives fo:

al
b

c)

10.2.9.

Promofe competence development of practifioners.

Improve capacity development of auxiliary functions {OD, HR, Skills
Development Change Management efc.) fo assist with welliness promotion at
an organizational level,

Establish e-Health and Wellness information systems.

Establishes organizational support inifiatives to:

a) Establish an appropriate organization sfructure for Weliness Management.
b] Ensure Human Resource planning and management.

¢} Develop infegrated weliness information management system.

d) Provide physical resources and facilifies.

e) Ensure financial planning and budgeting.

f] Mobilise management support.~ -

10.2.10 Establishes governance and institutional development initiatives to:

a) Ensure the functioning of a Wellness Management Committee.

b} Obtain Stakeholder commitment and development.

c¢) Develop and implement an ethical framework for Weliness Management.

d} Develop and implement management standards for wallness.

e] Develop and maintain an effective communication system.

f| Develop and implement a system for moniforing, evaluation, and impaoct
analysis,



10.3. WELLNESS COORDINATOR:
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10.3.1
10.3.2

10.3.3
10.3.4

10.3.5

10.3.6

10.3.7

Coordinates the implementation of weliness programmes, projecis and
interventions.

Plans, monitors and manages Weliness programmes according to strategies,
policies and budgetary guideiines.

Makes provision for counseling to individual employees.
Identifies personal development needs for individual employees.

Analyses and evaluates data and communicate information, statistics and
resulis.

Coordinates activities of Peer Educators.

Promotes work-life balance for employees.

10.4 PEER EDUCATOR:

10.4.1 Acts as a focal point for the disfribution of evidence-based and generic health
and wellness promodiional material at the workplace {all functions shall be

performed as far as possible during normal working hours and shall be inciuded
in their performance agreement).

10.4.2 Takes initiative 1o implemeaent awareness aclivities, or to communicate health
and welinass information at the workplace.

10.4.3 Acis as a referral agent of employees fo relevant internal or
externai health support programmes.

10.4.4 Be involved with the identification of employee's needs and health risks at the
workplace.,

10.4.5 Initiaies and arrange siaif fraining with regard to employee health and
weliness.

10.4.6 Submifs monthly reports of activities io the Weliness coordinator.

10.5 HEALTH AND WELLNESS COMMITTEE:

10.5.1 Oversees the implementation of the wellness policy and programmes in the
workplace.

10.5.2 Makes recommendations to the employer regarding any policy matier and

implementaiion procedures including any matters affecting the wellness of
amployess.
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10.5.3 Keeps record of each recommendation made io an employer.

10.5:4 Discusses any incident or condifion at the workplace which might have g
negative impact on the wellbeing of employees

10.5.5 Serve as a vehicle of communication to promote wellness inifiatives within the
workplace.

10.5.6 Establishes harmonised communication of the Wellness Management Poiicy at
provincial level,

10.5.7 Serve as a vehicle of coordination, communication, collaboration, consultation
of issues pertaining employee wellness with other stakehoiders and
Departments,

10.5.8 Creates avenues through which collaborative initiatives can be forged; meets
quarterly fo discuss employee weliness policy maiters.

10.6 EMPLOYEE SHOULD:
10.6.1 Apply his/her knowledge, motivation, commitment, behaviour, self-

management, aititude and skills toward achieving personal fitness, health and
organizational goails.

10.6.2 Look affer his/her body by following a nutritionally baianced diet and
maintaining his/her body mass within a healthy ronge.

10.6.3 Take an active part in improving the world of work by encouraging a healthy
living environment and initiating better communication with those around

him/her.

10.6.4 Make use of wellness faciliiies and services provided ai the workplace.

10.7 LABOUR REPRESENTATIVES (UNJONS):
10.7.1 Represent employees in the workplace.

10.7.2 Ensure that the employer fulfils mandates of Wellness legislation and regulations in
order fo optimize wellness in the workplace.

10.7.3 Attend the Weliness committee meetings and make representation io the empioyer
on agreed issues affecting the wellness of employees at the workplace.
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SECTION B

11. HIV AND AIDS & TBE MANAGEMENT (PILLAR 1)
Aim of the policy:

Objectives of this piliar are to:

a) Creating a non-discriminatory work environment:
D) Promote HIV testing, confidentiality and disclosure:
c) Providing equitable employee benetfits:

d) Dedling with dismissais;

e) Managing grievance procedures.

f) Promote comprehensive counseling services

g) Referrals.

h) Healih Screening.

i} Promote awareness and HIV prevention

j] Promote ethical and legal considerations.

12. HEALTH AND PRODUCTIVITY MANAGEMENT (PILLAR 2)

The aim of the policy is:

To promote the generul' health of empioyees through awareness, education, risk assessment,
and support.

Objectives of these piliars are to:

12.1. Focus on the areas of Disease Managemeni, Mental Healih Management and injury

on Duly &incapacity due to lihealth and Occupational Health, Education and
Promotion,

12.2. Reduce heatthcare costs and/or improving quality of life for individuals with chronic
conditions by preventing or minimising the effects of a disease, or chronic condition
and medical surveillance

12.3.  Help employees manage their iives successfully, and provide them with
the emotional and spiritual resilience to allow them to enjoy life and deal with disiress
and disappointment

12.4. Reduce absenteeism from work, abuse of sick ieave, injuries on duty, il health
refirements, incapacity leave, occupational diseases and healih risks.

12.5. Enhance the knowledge levels of individuals, help catalyze and reinforce
behaviour change while intentionally leading to improve health and productivity,
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13. SHERQ MANAGEMENT (Pillar 3)

The aim of the policy is to:

Ensure thai the Northern Cape Department of Education is commitied to the provision and
promotion of a heatlihy and safe work environment for employees and clients utilizing
goverment infrastruciure; and assess and control risks through the enforcement of the
occupational Health and Safety Actt993 (ACT No. 85 of 1993).

The objectives of this pillar are fo:

a. Improve occupational health and safety by coniroling health hazards in the
workploce;
b. Promote a healthy and safe working environment that is safe for both

employees and beneficiaries;
C. Have the abiiity to identify and manage risks and improve quadlity of services:
d. Guide the Chief Directorates and Unifs on how to manage risks,
eliminatie iliness, diseases and accidents,
WELLNESS MANAGEMENT (Piliar 4)
The aim of the policy:

Is to promote the health and wellbeing of the Northermn Cape Department of Education
through comprehensive wellness programmes,

The objectives of this pillar are to:

a. Meet wellness needs of the Depariment through preveniaiive and curative
medasures.

b. Promofte the physical, social, emotional, occupational, spiritual, financial, and
intellectual wellness of individuals.

c. Creatle an organizational climate and culture that is conducive fo wellness and
comprehensive identificaiion of psycho-social health risks.

d. Promote Work-Life Baiance through flexible policies in the workplace to
accommodaie work, personal and family needs.
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14. FINANCIAL IMPLICATIONS

15.

16.

The cost associated with the implementation of this policy should be met from the
Depariment’s budget.

IMPLEMENTATION

The Generic Implementation plan for Weliness Management is the alignment of the Iogical-
framework commonly used in policy, programme and project management {inherent in the
result based model) and the 9 components of an effective M&E system and the

organizational structure for impiementation of the EH&W. The implementation of this policy
will follow the result base model.

MONITORING AND EVALUATION

Monitoring and evaluation have a significant role to play in Wellness interventions as it assists

in assessing whether the programme is appropriate; cost effective and meeting the set
objeciives.

The 9 components of M&E:

14.1. Organisational structures.

14.2. Human capacity.

14.3. Partnerships to plan, coordinate, and manage the M&E system.
14.4. Annual costed work plan.

14.5. Advocacy, communications, and cuh‘ure.

14.6. Routfine EH&W programme monitoring.

14.7. Supporiive supervision and data auditing.

14.8. EH&W evdaiuation and research

14.9. Data dissemination and use.

~ Qe 00U

Regular monitoring of prograss on Wellness Management programmes should be conducied
quarterly through reports submitied fo Office of the Premier

17.

REVIEW

This policy shall be reviewed as and when there are new developments or after every three
years.

THE APPROVAL OF THE DEPARTMENTAL EMPLOYEE HEALTH AND WELLNESS POLICY BY THE HEAD OF

T: MR. GT. PHARASI

[%[DE”[ s

SIGNATURE DATE OF APPROVAL
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