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8.1

6.2

THLE OF THE PoOLjcY:

GDE Human Resource Transfer-Polloy

EFFECTIVE DATE

The Implementation of this policy shall be éffective from the first day of the
second month following the date of approval by-the Hop,

DATE OF NEXT REVIEW

This pofley may be reviewed when there is a change In the relevant leglslative or
policy framework: and or after every thres ysars when deemed hecessary,

REVISION HISTORY

Asamendsd on: ;
26 September 2676 ' f

PREAMBLE

The employees of any organisation. are Tegarded as most valuabfe asssis. In
order to improve operatlonal effectlveness and ensure that the D"epartment

achieves Its objectives, employees can-be transferred to any office or school. In

addition to this, employees may aiso have personal challenges that necessitatgs
them to request transfers, thus the Depariment makes a provision In terms of this
policy that they shalt also be allowed to request a fransfer fo any office or schaol
Inthe Department, and or across Government Departmants,

it Is within that context that the Department intends to ensure the implemsntation
of a transfer policy that put in place procedurally falr mechanisms that covers the

Tollowing aspects;

6.2.1. Horizontal transfers or Concernltan! fransfers;
5.2.3. Inter-provingial ttansfers;.and
5.2.4. Inter-Govemmental Transfers,
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PURPOSE AND OBJEGTIVES OF THE POLICY

6.1,

Purpose

The purpose of this policy is to:

(@)

(b}

8.2,

provide condiffons and procedures through which employees appolnted In
ferms of Publls. Service Act, 1824 {as amended) and Employment of

Educators Act, 1998 (Act No. 76 of 1998), (as amended) may be
transferrad within and outside the Department; and

ensure thal all employess who requested transfers or who are (o be
transferred ate not disadvantaged or unfalrly prejudiced as a result of the
transfer processes,

Objectives

The objactives of this policy are to:

{a)

{b)

grant employees with opporlunities for personal development and growth
through skills {ransfer where needad, and

Provide condilions and procedures for management of (iransfer

applications.
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7. DEFINITION OF TERMS AND ACRONYMS

g o :
nsfer Is ahorizontal movenient by two permanent goverriment

employees within the province or across the: province or
the Department. who are on-the same post class or-post
level or salary level.

Competency neans the combination of knowledge, skills, behavior !

'Lnnd aptitude that a person can apply in the work
Ienvironmg_an‘t, which indicates a person's ability to meet
' i‘the requirement; of a specific post.
epartment rmeans Gauteng Department of Education

SDE and any other Governments Department or state |

714 A‘Bepar‘iments E)r the purposes of this policy means transfer betweer he
' ! ' rgan, S | |
,7?‘1.5 Employee means a person appointed in the posts on the
I establishment of the Gauteng Department of Education

and constitutes  staff employed in terms of the
Employment .of Educators Act and those 'employed in
terms of the Public Service Act. (This definition shall also
include those employees appointed additional on the
establishment of the Departrment). 4{
| Head of Department means the administrative. Head of the Gauteng
Departmenit of Education,

Horizonta or | means lateral movement of an employee from one post
Concomitant | to another post
Transfers
Inter Departmental o | means & fransiar between government departments ;
| inter Provincial ;
! Transfers .
’?1'9 Manager refers to Deputy Director or equivalent rank or equal |
graded posts within components or directorates or
i B offices or schools, - i
7.4.10 Offices “means District or Head Offices.
_7.1.11 ' Seniior Manager refers to an individual person occupying a post on salary |
level 13 and above. ‘
F
7.1.12 iJM:S“ing'le"- Transter | refers o a horizonial movement by a permanent
: gove:?mer;t empkz%lee withip t?.;: tprovi‘nce. or within ;:re
epariment or office or institutions, or across the
i o __l prcfvinces_or between institutions. ‘

Page 3 of 16



7.2.  Acronyms

ﬁ S v_%ﬁ’ =

Specialist

2990 cV Curriculum Vitae .
723 | DCES Deputy Chief Education Specialist
794 GDE Gauteng Department of Education
795 | HoD Head of Department
7.2.8 | HRP Human Resource Provisioning
7.2.7 PLA | Post Level 1 - -
7.2.8 PL2 Post Level 2

7.2.9 PS Public Servant .

| 7.2.10 PSA Public Service Act
7.2.11 SES | Senior Education Specialist
7.212 SGBR | School Government Bady

8. APPLICATION AND SCOPE OF THE POLICY

This policy applies to all employees or educators appointed on the approved post
establishment of the Department and to the prospective employees requesting a

transfer to the Department.
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841,

9.2,
8,3,
9.4,

9.5,

9.5,
8.7,

8.8,

9.9.

8.10.

10,

10.1.
10.2.
10.3.
10,4,

LEGISLATIVE FRAMEWORK

The Constltutlon of the. Republic of South Afrlea, 1996 (Aot No, 108 of 1§96), as
amiended.

National Education Poljcy Act, 1698 (Act No.27 of 1998), as amended.

South African Schools Act, 1998 {Act No.B4 of 1996} as gmended.
Employment of Educators Acl, 1998 (Act No, 78 of 1998), as amendad.

The South African Goundlj of Educators Act, 2000 (Act No.31 of 2000), &s

amended,
Employment Equity Act, 1698 {Act No, 55 of 1898), as amended.
Public-Service Act, 1994 (Proclamation No. 103 of 1984}, as amended.

Public Servica Regulafions, 2016 (GN No. R877 of Government Gazette No.
40167).

Labour Relalions Act, 1995 (Act No, 86 of 1895), as amendad.

Edycation Labour Relations Coungil, Collective Agreemant 2 of 2003 and or
Applicable PSCBC Resolutions.

RELEVANT POLIGIES AND CIRCULARS

GDE Recruitment and Selection Policy

GDE Employment Equity Policy

GPE Employee Health and Wellness Programmsa Management Policy

Gulde on Transformation and Restruciuring (1/10/1 dated 13 June 2008, DPSA),
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11,

POLICY STATEMENT

111, Peinciples

The following principles shall apply to all requests for transfers:

(®)

(b)

(©)

()
(e)

U

(%)

employees -shall not be favouted or prejudiced when considering
applications for fransfer;

all app!icaiioné for transfer will be consltdered on the basls of merit due to
operational requirements of the Depariment, and affer oarefully
considering the applicant's personal clrumstances:

no employee shall be transferred to & post unless he or she meets the
minimurs requirements of the post;

transier application should bs in & form of a letler, slgned by the applicant;

employees appointed on a fixed term contract shall not be allewed to apply
for.a transfer;

the Department shalf be resporsible for resetilement costs relating fo the
employer initiated transfers;

the employee who requasted a single or cross-transfer will Incur all costs
for relocation; and

a transfer must not be used to move slaff on the basls or petsona!
preference or prejudics or filing a vacant post through recruitment
processes,
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11.2. Conditions ang Precedures for Transfers

(a)

(b)

()

(a)-

(e)

(

(Y

(9

(h)

An employee that infends fo fequest for a transfer should, in the finst
instance, discuss his or her Intention with their supstvisor and the
recelving Senlor Manager:to Jdentify possible fransfer opportunities.

The Senjor Manager/ Principal and SGB shall tpon receipt of the fransfer
application letter from the employes, prepare and sign a letter fo
recommend or decline the transfer application.

The transfers for educators or PS employess may only be considered after
ensuring that there are no additional educators or PS -employees {o the
post establishment,

The fransfer application shall not be considered or approved If there are
bursary holder graduates on the Gps register where considsration for
appolntrient will need e made,

Employees that are addltlonal t¢ the approyed post establishment df the
Institution: of departmantal office and those from the merged schools are
only eligible to apply for a single transfor.

A single transfer mnay only be implemented where & permanent vacant
position exists, and the receiving Senior Mdnager or Principal and SGB
agrees to flll the vacancy hy fransfer. This provision Is only applicable to
P8 posts thal are bejow salary level 7,

An emplayee shall only be transferred if, the Department has oblalned
employse formal consent for transfer initiated by the employsr of when the
Department has ensured that dus conslderation of any representation by
the employee, has been provided,

The school-baged educator must meet the needs of the schaol in which
they Intend te apply for a single or ¢roas transfer.
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0

(k)

()

(

{p)

A transfer shall be effective only after the applicant has recelved an
official authorization or approval from relevant dslagated authority,

Inter-provincial transfers must be signsd off by both the HoD's of the
réleasing arid recelving Deparfmén(s of rélevant delegated authorities from
both Depatiments,

The approved applicailon of the Interprovinclal transfer must be submitted
through a letter of releass on a deparimienta! letiethead.

Notwithstanding, the provision in clause 1.3 {m), the Inter - Provincial
Transfers to the Deparimient for school educators offering scarce skilis
subjects shall be consldered,

Employses who are on probation shall not qualify for a single transfer
unless Hf the transfer is inltiated by the employer. The HRP unifs in the
District or the Direclorate: Recruitrent and Selection shall varify the status

of employment bafore processing the transfer request;

Employess or educators transferred by the employer while on probation
shali confinue serving the probation perlod.

if the transfer application has been declined and ihe applicant Is not
sallsfied by the oulcome, such applicant may lodge a grievance 1o
Diractorate; Dispute Managément.

All infernal fransfers’ requests niust be finalised within fwa months after an
smployse has submitted hls or her applications;
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{Q)

0

®

(u)

Notwithstanding the provision on paragraph 11.3 (n), the school based
educators on promotional post who due fo certain circumstances need to
deviate from the provision that they are not allowed to apply for a transfer,
must submit their deviation requests or submissions for recommendation

to the following for approval:

0] In the case of the Departmental Head at a particular school and the
Deputy Principal who are on Post Levels 2 and 3, the application for
a transfer should be recommended by the school principal and the
SGB. '

(i In case of the schoo Principal, the application should be
recommended by the Cluster Leader in consultation with Circuit
Manager and the District Director, The dluster leader must inform
the Circuit Manager and the District Director in writing before

making. a recommendation.

Employees appointed in terms of the Public Setvice Act on salary level 2
lo & who apply for a single trarisfer must be on the same rank or post or

salary level to the vacant position,

The single transfer to PS posts on salary level 7 and above shall not be

allowed except transferring outside the department.

The cross transfer of employees or educators who meet the requirements
and competencies of the post shall be allowed only if both the releasing
and receiving managers recommends the application or requests for
approval by the HoD or relevant delegated authority.

The receiving or releasing office will be informed of the outcome of the

application as follows: -

(i) in the case of employees in the District by the HRP units, and
(i) in the case of employees at Head Office by the Directorate;
Recruitment and Selection.
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11.3.

{a)

(b)

{c)

()

An educator shall not be allowed to transfer to the posts in the PS post.
However, in extraordinary circurnstances, the Head of the Department may
deviate from this provision based on the affected educator agreeing to

accept the change in the employment conditions and conditions of service.

General Provision Regarding Transfer,

Any unofficial transfefs that are discovered by the Department will result in
disciplinary processes being instituted against the responsible employees.
The Department will not be held responsible for any unpaid salaries due to

the unofficial transfers.

Employees shall be required to serve a notice period in line with the
applicable policy frameworks, or a lesser pefiod as agreed with the

relevant supervisors.

A comprehensive CV and original certified copies of obtained qualifications
or academic transcripts. Moreover, transfer applicants are expected to
submit all required documents in terms of the checklist herein attached as
Annexure A. In a case of an educator, subjects offered must be clearly
indicated in the CV. An employee transferring from any other Government
Department shall be required to submit proof regarding the nature of their

appointment or signed service record to the Department.

A Deputy Principal may be transferred to a concomitant post in the District
Office, subject to the approval of the HoD.

Page 10 of 16



(e}

0

(@

(h)

{i

)

in order to minimkze disruption in teaching and learning In schosls, cross
transfers. of edycators may only be Jmplemented 4t the beginning of-each
school term, unless compelling reasons dictate ofherwise, Educators are
encouraged to submit thelr request for transfers at feas! two months before
the commencement of the new term,

SES educators appolnted In offices dre regarded as entry level ang
therefore can apply for a single or cross fransfer if they meet the

requirements of the affeoled post,

An educator, the Departmental Head of a padleular school and the
Principal cannot be transferred to any post in the District Office due fo the
fact that there is no concomltarit post equivalent to thelr post level. The
ELRC Collective Agreement 4 of 2003 and Coflective Agresment 1 of 2008
makes similar differenttation on post structure of educators, and thus this

policy provision,

The employse considered for fransfer fo lmprove office opgrational
effectivenass must possess the hesessary competencies unless additional
on'the post establishment,

No employee shali be transferred fo the post higher than their current
salary level,

Employees appointed in fstms of the Public-Service Act on salary levels 2
fo & must be on the equivalent post or salary level with the post they intend
lo apply for transfer, However, if employses o request to be. transferred to
a fower Jevel post, it shall be approved based on them agreeing to the
demotion from thelr current salary level to the lower (ave post, This clause
shall bs Implemented to ensure that the salary commensurate with the job

welght of the lower [evef post,
Page 11 of 18



(k)

()

{n)

11.4,

Employees transferring to lower level posts shall be pald on the maxifnum
nofch applicable to the salary scale of iower level posts, It must ba noted
that an employes who requested a transfer to a lower post shall not be
enlifled to a pay progression, unless such a fransfer s initiated by the
employer,

The i'n'ter»provinclal transfers shall for purposes of salary payment be
Impiemented on the first day of the month irrespectlve of the opening day
of school.

The appraval of educator inttiated, Iransfers will be suspended during the
fmplementation of the schools’ post establishments, to ensure 2 smooth,
objective, and transparent process In the management of the post
establlshments.

The school-based educators an promotional pos! level 24, and the office-
based educators on post level 5 which is Deputy Chlef Educstion
Spaclallst (DGES) and post levet 6 which is Chlef Education Specialist
(CES) are not allowsd to take transfor.

Transfer Applications for School Based Educators on Post Level 1.

The Transfer applications of schookbased educaters on post level 1 shall
be managed as follows:

{a) The school princlpal and SGB shall afier informing  the
Departmental Head recommend the transfer applioation of school-
based educator on post levsl 1,

{b)  The approval shall be made by the Head of Department and or
relevant dslegated authorlty,
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11.5. Application for Single or Cross Transfer by Schoal ~ Based and

{a)

(b}

(c)

Office ~ Based Employees,

The transfar applicatiohs should be submifted fo the following offices.

() Inthe case of schogl and office-based employees In Jhe District, the
applications must be subinitted to the DistHct THRS for delivery to
Head Offics,

(i Ih the' case office-based amployaes at Head Offise, the applications
must be submitied 1o fhe Directorata: Recrultment-and Selection,

Ths office-baseq employees are required fo sybmit. for recommendation
and approval all the relevant dosumentations prescribed in terms of fhe
shackilst,

All transfer requests must pe submitted fo the Directorate: Recruitment &
Selecticn for facifitafion.

12, ROLES AND RESPONSIBILITIES

12.4. The Directorate: Recrultmant and Seléction or HRP In the District Office,

(2)

(b}

()

The Directorate; Recruitment and Selection or HRP Unit at the District
Office shafl malntain a dalabase and a list of vacant posis into which
transfers could be made.

The Directorate: Reetuitment and Selection shall prepare a submisslon for
approval by tha HoD o delegated authority. ]

The Directorats: Recrultment and Selection shall in writihg provide a
feadback fetter regarding the approval or dfsapproval of transfar
application,
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12.2, The Supservisor,

(a) The supenvisors or managers should consider the operallonal
requirsments of the Department prior to releaslng the employee who
Inltiated the transfer.

(b) The supenisor must consider employee's personal circumstances In
determining the declsion for approval or disapproval of the employes
fnitiated transfer.

$2.3, The Employse

The employee(s) requesting a single or 6ross lransfer must, in consultation with

the Dhrectorale: Recruitmant and Seleotion at Head Office or HRP Unif In the _

Districts identify a substanilve vacant and concomitant post into which a transfer
may be implemented.

13,  SHORT TITLE
This policy shafl be callad the GDE Humén Resource Transfer Policy

14, DATE OF APPROVAL,

Iini ST YL
Appraved by GDE!
(HOD)Prnt Name: i

Signaturer —‘/“ @:\/\

‘Date of Appraval

122 2o
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CHECKLIST FOR TRANSFER APPLICATIONS

<, 3 i 3 W A ‘ ¥
al, > i . 1

A letter signed by the applicant (s) providing the reasons for ?un:om:ﬁ
requesting a transfer, |
. A letter signed by the relevant Senior Manager or the School Applicant
Principal and SGB recommending that the educator or an
employee should be transferred. '

. A letter signed by the relevant receiving Senior Manager orthe | Applicant
School Principal and SGB agreeing that the educator or an
employee should be transferred into their school or an office.

U Comprehensive cv and original certified- copies of Tuu:oma
ualifications.

. Supporting documents (eg ID, SACE, HPCSA certificates)

._ Applicant
° Verification of consent forms (criminal check, ID verification, | Applicant
Ocmzmommo:mv and Form 29 ( Only applicable to educators or
employees who have direct contact with school learners).. _ _

B o Post Establishment /Organogram (PERSAL #3.3.4) Tu: * Recruitment and Selection or HRP | I

Office.
. Employment Status (PERSAL #4.3.1- choice 3 &8). Dir : Recruitment and Selection or HRP _
Office .
_ J Confirmation of the existence of the posts from OD and job | Dir : Recruitment and Selection _ |
specification where necessary. |
] A submission for approval of the transfer request by the HoD | Dir: Recruitment and Selection prepare a

submission for Head Office.
HRP Office in the District Office prepare a

submission for school and district based
posts,

or relevant delegated authority,

| NB: Approval for transfers shall be in line
| with the approved delegations of authority.







