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TERMINOLOGY AND CONCEPT CLARIFICATION

This policy includes comprehensive concept clarification and terminology fto ensure clarity and

understanding. While not all definitions are directly referenced in operational sections, they provide

essential context and promote a common understanding of key terms and principles related to substance

abuse. This approach supports transparency, education, and compliance with regulatory standards across

our organisation.

Term/ Concept ‘ Meaning/ Clarification

Accident An undesired event giving rise to death, ill-health, damage or other loss
Affected Persons whose lives are changed in any way by chronic and life-threatening
conditions due to the broader impact of the illness.

Aids The Acquired Immunodeficiency Syndrome, a cluster of medical conditions,

often referred to as opportunistic infections, for which to date there is no cure.

Chronic lliness

A chronic condition is a long-lasting health condition lasting more than three
months. Examples include arthritis, asthma, cancer, COPD, diabetes, Hepatfitis

C, and HIV/AIDS. Most chronic ilinesses are non-contagious.

Communicable Diseases

Transmifted by microorganisms, communicable diseases spread through

methods like direct contact, insect bites, contaminated substances, or
exposure to bodily fluids. TB, influenza, HIV, and hepatitis are examples, posing

a major concern in Africa with numerous undiagnosed cases.

Disclosure of disability

A voluntary noftification whereby an employee informs the employer of a

disability that impacts or may impact the employee’s work performance.

Disease management

Focuses on prevalent chronic condifions and minimizing future complications.
Disease management enhances understanding of life-threatening illnesses

and fosters vital attifude shifts.

Disease management | A disesase management program empowers employees to handle their health

programme issues. It offers personalized guidance for self-care during various stages of
disease or addiction, backed by a healthcare expert for tailored support.

EHW practitioner The designated wellness expert overseeing Employee Wellness initiatives,
providing guidance to employees and managers on wellness matters in the
department.

Employee An individual who works part-time or full-time under a contract of employment

within the WCG and has recognized rights and duties.

WCG Employee Health and Wellness Policy




Term/ Concept ‘ Meaning/ Clarification

Employees Wellness Employee wellness encompasses holistic well-being across emotional, social,
physical, financial, occupational, intellectual, and environmental dimensions.
It involves workplace structures, programs, and practices empowering
employees. These programs raise awareness, offer counselling, and foster
healthy behaviours for enhanced well-being at individual, team, and

departmental levels.

Employer Refers to the Western Cape Government

Environment The surroundings in which the organisation operates which includes the natural
environment (air, land, water, natural resources, fauna and flora) as well as the
community (social, cultural and economic contextual factors) being serviced.
This includes the concept of societal well-being, emphasising the ability of
employees to actively participate in a thriving community, culture, and

environment."

Exposure The condition whereby an employee is subjected to a factor (e.g. noise, fumes

or radiation), which could harm their health, and the degree (extent) thereof.

Financial wellness The ability fo develop and maintain a plan to manage financial matters that is

integrated with a person’s values and goals.

Harassment Harassment is unwanted or unsolicited conduct which is unacceptable
behaviours, practices or threats, whether a single occurrence orrepeated, that
aim aft, result in, or are likely to result in physical, psychological, sexual or
economic and or financial harm. Workplace harassment includes amongst
others, for the purposes of this policy, sexual harassment, gender-based
violence, workplace bullying and violence. For more detail on the
management of harassment in the workplace refer to the WCG Harassment

Policy.

Health Risk Assessment A health risk assessment measures and monitors factors impacting
departmental performance. It informs workplace health improvement plans by
analysing employee health data and identifying risk factors. The assessment
evaluates intervention effectiveness and produces an integrated report for

developing risk reduction plans.

HIV The Human Immunodeficiency Virus, a virus that weakens the body's immune

system, ultimately causing AIDS.

lll-health retirement The discharge or refirement of an employee who has become permanently

unable to work due to medical reasons.
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Term/ Concept ‘ Meaning/ Clarification

Incident An undesirable event that has the potential to lead to an accident or harm to

people or the environment

Infectious disease vs An infectious disease stems from microorganisms and can spread infinitely to
communicable disease new individuals. It might or might not be communicable. Non-communicable
diseases arise from factors like food toxins or environmental hazards, like
tetanus. Conversely, a communicable disease is contagious, passed on by

infectious bacteria or viruses.

Injury on duty A personal injury sustained in an accident occurring during the performance
of an employee’s work, including any actions taken in the course of ensuring

the safety and smooth operation of the work environment.

Life Threatening lliness Life-threatening illnesses are chronic, often incurable conditions significantly
limiting life expectancy. Examples encompass cancer, diabetes, neurological

conditions, coronary heart iliness, and HIV/AIDS.

Management Senior management, executive management or management teams.

Occupational health Focuses on the presentation of factors that adversely affect employee health

and cause them to become ill

Organisational Health Organizational health is the capacity to adapt and uphold high-performance
culture. Negative employee experiences harm this, affecting service and

strategy. Positive well-being and satisfaction enhance organizational health.

Organisational Health | Used to indicate how optimal the organisation is from a wellness and
Index performance perspective.

People Manager A line manager/supervisor who has employees reporting fo him or her.
Physical wellness Entails caring for the body's health and function. Achieving and maintaining it

involves doctor visits, illness prevention, and self-managing medical conditfions.

Pre- and post-test Pre/post-test counselling guides understanding of HIV test's nature and
counselling purpose. It assesses test pros/cons and result impact on individuals, whether

positive or negative. It's conducted through face-to-face interaction.

Psycho-social wellness A dynamic state of mind that is influenced by psychological and social factors

which a person experience.

Reasonable refers to any changes or adjustments made to a job or work environment that
Accommodation enable an employee with a disability to perform their job duties effectively. This
may include modifications to the work area, adjustments to work schedules,
providing assistive devices, or altering job responsibilities. The goal is to ensure
that the employee can work on an equal footing with others, while maintaining

a balance that does not place an excessive burden on the employer.
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Term/ Concept ‘ Meaning/ Clarification

Risk The probability that injury or damage will occur

Safety The condition of being safe from undergoing or causing hurt, injury, or loss and
the state of not being exposed to danger

Temporary incapacity | A leave benefit that can be applied in the event where normal sick leave has

leave been exhausted in the three-year sick leave cycle

Unfair discrimination

Unfair discrimination is direct or indirect bias based on certain grounds outlined
in the Constitution and Employment Equity Act (55 of 1998). In this policy, unfair
discrimination happens when an employee's real or perceived HIV-positive
status is used fo freat them in a way that violates their human dignity.

Discrimination isn't unfair if it's linked to job requirements.

Voluntary
and Testing (VCT)

Counselling

Taking a medical test to determine a person's HIV status.

Voluntary Counselling
and Testing Service
(VCTS)

Voluntary Counselling and Testing Service (VCITS) offers HIV testing for
employees, often with voluntary counselling. It's based on the idea that

knowing one's HIV status is crucial for protection and proper care.

Vulnerable employee

A vulnerable employee is at risk of harm, impacting their performance. Signs

include frequent absences, lower performance, emotional outbursts,

withdrawal, and relationship issues. If job demands can't be met

Wellbeing

Well-being is the blend of health, happiness, prosperity, social bonds, and
purpose. It involves sound mental health, life satfisfaction, meaning, and stress
management. In essence, well-being is feeling good and holds intrinsic value.
It's what's beneficial and self-interested in someone. Well-being covers both

positive and negative aspects.

Wellness Ambassador

The formally appointed person within Provincial departments who assist in

driving the workplace prevention programme in the workplace.

Workplace trauma

A psychological, emotional, or physical response to a distressing or disturbing
event that occurs in the workplace. This can include, but is not limited fo,
incidents such as accidents, violence, harassment, bullying, or exposure to
hazardous environments. Workplace trauma can affect an employee's mental

and physical health, impacting their ability to perform their duties effectively

WCG Employee Health and Wellness Policy




ABBREVIATIONS

Abbreviation Meaning

AIDS Acquired Immune Deficiency Syndrome

DPSA Department of Public Service and Administration
EAP Employee Assistance Programme

EAPA Employee Assistance Programme Association
EH&WSF The Employee Health and Wellness Strategic Framework for the Public Service
EHW Employee Health and Wellness

GBV Gender-Based Violence

HIV Human Immunodeficiency Virus

NGO Non-Governmental Organization

NSP National Strategic Plan

PEAP Provincial Employee Aids Programme

PEP Post Exposure Prophylaxis

PILIR Policy and procedure on incapacity and ill health
SABS South African Bureau of Standards

SHERQ The Safety, Health, Risk and Quality management policy
SOP Standard Operating Procedure

STI Sexually Transmitted Infection

T8 Tuberculosis

VCT Voluntary Counselling and Testing

VCITS Voluntary Testing Services

WCG Western Cape Government
\
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WESTERN CAPE GOVERNMENT CORE VALUES

The Western Cape Government (WCG) identified six (6) core values that embody a common
understanding of the expected behaviour of all WCG employees. These values also serve as the primary
underlying policy principles' to guide all decisions and actions on The WCG Workplace Wellness Policy.

These are:

Caring
To care for those we serve and work with.

Competence
The ability and capacity to do the job we were employed to do.

Accountability
We take responsibility.

Integrity
To be honest and do the right thing.

Innovation
To be open to new ideas and develop creative solutions to problems in a
resourceful way.

Responsiveness
To serve the needs of our citizens and employees.

O
C
&
g
&
©)

! The WCG subscribe to the policy objectives is contained in the DPSA Employee Health and Wellness Strategic Framework for the
Public Service. See Annexure A
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1. INTRODUCTION

1.1. The WCG pirioritize the wellbeing of our employees as a strategic imperative. We believe that a
healthy and thriving workforce not only benefits individuals but also enhances the overall service

delivery experience for our valued customers and residents.

1.2. Aligned with the Constitution of South Africa and the rights enshrined in Section 24(a), which
guarantees the right to a healthy environment, we are committed to creating an organizational

culture that promotes employee health and wellness.

1.3. In developing this WCG Workplace Wellness Policy, we have taken into account the national
Employee Health and Wellness Strategic Framework (EH&WSF), addressing key areas such as HIV,
TB, STl management, health and productivity, and wellness management and SHERQ However,
we recognize that employee wellbeing encompasses more than just these pillars, and we have

adopted a holistic approach that considers the multidimensional nature of employee health.

1.4 We acknowledge that life-threatening illnesses, including cancer, diabetes, neurological
conditions, coronary heart disease, HIV/AIDS, and TB, have a significant impact on the lives of our
employees. Therefore, our policy includes provisions for supporting individuals facing such

challenges.

1.5. Understanding the complexity of employee health and wellness, we embrace the eight
dimensions of wellbeing: physical, emotional, social, intellectual, occupational, environmental,
spiritual, and financial. By addressing these dimensions comprehensively, we aim fo create a
harmonious and fulfilling work environment where employees can thrive personally and

professionally.
1.6. This WCG Workplace Wellness Policy serves as a guide to support our employees' health and
wellbeing, enabling them to perform at their best while overcoming personal difficulties,

navigating career adjustments, and adapting to organisational fransformations.

1.7. Together, we can foster a culture of wellness, where each employee's wellbeing is valued, and

the whole organisation benefits.
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PURPOSE

The purpose of this policy is to outline the Western Cape Government's (WCG) commitment as a
responsive and caring employer. We:

Value our employees,

Foster compassion actively,

Advocate for a healthy workforce, and

Promote working environments that prioritize health, safety, and wellbeing. This conftributes to a
positive work culture and enhances service delivery to the residents of the Western Cape.

Please note that this policy should be read alongside the relevant Departmental Occupational

Health and Safety Policy.

SCOPE OF APPLICATION

This policy applies to all Western Cape provincial departments.

OBJECTIVES

As an esteemed employer of choice, our objectives are to provide comprehensive employee
health and wellness interventions that go beyond addressing surface-level issues. We aim to:
Foster holistic wellbeing, championing positive workplace experiences that enhance employee
engagement and emphasize work-life balance for both individuals and the organization.
Increase awareness of illnesses, promoting an inclusive environment where employees can thrive
with their health conditions.

Support overall employee wellbeing to enhance service delivery.

Provide professional assistance for personal concerns that may affect performance.

Support and assist victims of harassment.

REGULATORY FRAMEWORK

This policy has been drafted with due regard to the following regulatory framework.
Employee Health and Wellness Strategic Framework for the Public Service, 2019.
Wellness Management Policy for the Public Service, 2023

Protection of Personal Information Act (Act 4 of 2013).

Employee Assistance Programme Association (EAPA) of South Africa Standards, 2002.

People Management Strategy



5.2. The provision of this policy has a direct link to the following Policy Instruments related to
occupational health and safety must be read ftogether to inform further implementation
protocols:

5.2.1.  WCG Harassment Policy

52.2. Special Leave Policy

5.2.3.  Provincial Gym Policy

5.2.4.  WCG Work Arrangements Policy

5.2.5. Performance Management and Development System (PMDS).

5.2.6. Current process flow on reasonable accommodation

5.2.7.  CSC disability disclosure and reasonable accommodation (including assistive devices)

5.2.8. Employee Health and Wellness Service- User Guide

5.2.9.  Management of Sick Leave - A Guide for People Managers

5.2.10. Management of Substance Abuse: A Guide for People Managers

5.2.11. Management of Incapacity due to ill Health

5.2.12. WCG Occupation Health and Safety Policy

6. THE EMPLOYEE WELLNESS IN THE WESTERN CAPE
6.1. General
6.1.1.  The Western Cape Government prioritizes employee wellbeing through a holistic approach that

focuses on Employee Wellness, Organisational Wellness, and Il Health Management. We have
identified mechanisms and resources to foster a healthy workforce environment.
6.1.2.  Through awareness, education, and professional counselling strategies, employees will be

empowered to develop behavioural skills and coping mechanisms, nurturing self-care and

resilience.
6.2. Employee Wellbeing: The WCG's Holistic Approach
6.2.1. We embrace an interdisciplinary approach, incorporating psychology, educatfion, design

thinking, and advertising to promote wellbeing in the workplace. Creative solutions bring
research-based theories to life.

6.2.2. As a caring employer, we prioritise the comprehensive wellbeing of our employees. Therefore,
fostering Employee Wellness is not only a priority but an integral part of our commitment to
ensuring the holistic health and success of our workforce.

6.2.3.  Meaningful leveraging of workplace factors influences employee wellbeing in four key areas:

a) Individual: Health behaviours, risk factors, and current health status.

WCG Employee Health and Wellness Policy e



b) Interpersonal Relationships: Social networks, support systems, and mentoring.

c) Organizational Factors: Workplace structure, culture, policies, and practices, including
health promotion programs and leadership support for health and safety initiatives.

d) Environmental: Physical workplace conditions and access to community-based health

promotion opportunities.

6.3. The DPSA Four Pillars of EH&WSF expanded to include the Eight Dimensions of Employee Wellbeing:

We believe that employee wellbeing extends beyond physical health. The holistic approach
encompasses eight dimensions of employee wellbeing: Physical, Emotfional, Environmental,
Financial, Intellectual, Occupational, Social, and Spiritual and it has been integrated with the Four
Pillars of the DPSA EH&WSF

Visual representations of the four priority areas (pillars) mandated by DPSA EH&WSF (Figure 1), and

the WCG's approach with 8 dimensions? and its connection to the 4 Pillars (Figure 2).3

Pillar 1: HIV/Aids & TB prevention

* Prevention

« Treatment Care and Support

* Human Rights and Access to Justice

* Monitoring and Evaluation & Research

Pillar 2: Health & Productivity Management

+ Disease Management and Chronic lliness
* Mental Health/ Psychosomatic llinesses

Pillar 3: SHERQ: Safety, Health, Environment,
Risk & Quality Management )

+Injury on Duty & Incapacity due to lIlFHealth
*Occupational Health Education and Promotion

Pillar 4: Wellness Management

sIndividual Wellness (physical & psycho-social)
«Organisational Wellness
*Work life Balance

Figure 1: The four priority areas (i.e. pillars) as well as the
strategic objective as required by DPSA EH&WSF

2 Workplace Wellness That Works: 10 Steps to Infuse Well-Being and Vitality info Any Organisation
by Laura Putnam John Wiley & Sons © 2015 Citation

3 DPsA Employee Health and Wellness Strategic Framework for the Public Service
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EMOTIONAL

Coping effectively

with life and

creating satisfying

relationships

Maintain good health
by occupying
pleasant, stimulating
environment that
support well-being

FINANCIAL

Reduce siress by
building current &
future financial
security

SOCIAL

Fostering social
relationships to
provide a sense of
connecfion, care &

EMPLOYEE

WELLNESS

INTELLECTUAL et

Recognising creative
abilities and finding
ways fo expand
knowledge

& skills

Acknowledge th
importance of
physical activity,

utrition & sleep

SPIRITUAL

Becoming self-aware,

hopeful & agile in
dealing with life
changes

Figure 2: lllustrating the Four Pillars expansion to the

8 dimensions of wellness recognised by the WCG

Itis important fo nourish and focus on all 8 dimensions of wellness as all the aspects are connected

and impact each other4.

Achieving positive improvements in employee wellbeing is not a short-term goal.

It is best

regarded as a journey towards the long-term objective of creating an organisation in which

employees are empowered to perform to the very best of their abilities because they are as

healthy as they can be and because they feel valued, and thus motivated. All these outcomes

will be advantageous to the employer who will ultimately reap the benefits of a more efficient

4 Footnote Substance Abuse and Mental Health Services Administration (SAMHSA). (2016, April 28). The Eight
Dimensions of Wellness. Retfrieved from http://www.samhsa.gov/wellness-initiative/eight-dimensions-wellness
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and productive workforce, with less time off due to sickness, and a consequent reduction in the

direct and indirect costs of such absence.

6.3.1.  Physical Wellbeing

a) Workplace stress can lead to all sorts of unhealthy habits and problems that affect our
employees ‘bodies. Weight gain, poor eating habits, heart problems, trouble sleeping,
depression, and anxiety are just a few of the common things that employees can
experience because of workplace stress. This keeps them from doing and being their best
at work and at home. Organisations around the world are acknowledging this shift and
are doing all sorts of things fo help keep employees' minds and bodies healthy. Employees
should prioritize both physical and mental well-being and WCG encourages employees to
make healthy choices in relation to nutrition, physical exercise p stress management, and
financial planning.

b) Absences on account of stress-related conditions are increasing every year, and stress is
now thought to be the single most common cause of employee absence from work
(outstripping the fraditional ‘bad back’). However, the management of employees'
wellbeing goes far beyond the single issue of managing stress, notwithstanding the
importance of measures implemented to reduce or prevent it in the workplace.

c) Departments need to manage employee health issues by conducting health risk
assessments, taking prompt action, conducting awareness and communication
campaigns where needed, which could address fears and prejudice to promote
openness around life threatening illnesses as a workplace issue.

d) Departments will be required to determine the occurrence of chronic ilinesses, including
but not limited to life-threatening illnesses, amongst its employees and devise strategies
that will assist in mitigating the impact on employee productivity and work behaviours, as
it franspires in absenteeism and work performance. Presenteeism (i.e. being at work, but
because of iliness or other health condition, not fully functioning) is another lost productivity
indicator departments to consider in measuring the impact of employee wellness on

productivity.
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h)

A workplace health risk assessment can help make connections between the various types
of risk factors affecting employee health at the individual, intrapersonal, organisational,
and environmental levels that are supported through multiple pieces of data.

The first step is to be aware of several important issues relevant to employee risk
assessment. Since health risk assessment is the cornerstone of a good risk management
plan, it is imperative to explore practical, cost-effective assessment and evaluation
protocols and methods that would generate solid, strategic information measuring the
impact of employee wellbeing has on work behaviour that will deliver accurate, reliable
results.

To ensure a proactive response to emerging and apparent health and productivity
matters affecting employees and organisational culture, departmental health risk
assessments will be conducted periodically.

Health and wellness programmes will aim to safeguard and enhance employees' overall
well-being by addressing physical health, mental health, emotional well-being, and social
support. These programmes aim to assist employees to lower health risk factors, provide
disease management support, and promote, healthier lifestyles. Examples of such health
and wellness programmes are the following:

Provincial Campaigns driven by EW components informing on the importance of receiving
vaccinations and sharing information on how to strengthen the immune system

HIV screening services will be made available regularly within provincial departments
providing employees with the opportunities to voluntarily be tested to determine their HIV
status. The HIV screening will include pre- and post-test counselling, especially where
employees have tested positive. HIV screening will be conducted by competent,
registered health professionals. HIV screening will form part of the programme of
interventions (EW calendar) of provincial departments.

Education and training on infection control protocols must be conducted within provincial
departments, especially where there is a high risk of occupational exposure to HIV and TB,
such as in the health sector. Detailed standard operating procedures must be developed
and shared as part of the departmental induction programme.

The Department of Health and Wellness, through its Provincial Employee AIDS Programme
(PEAP) Committee, will drive workplace prevention programmes within provincial
departments, in alignment with the transversal workplace strategy and implementation
programme for Life threatening llinesses, inclusive of HIV and AIDS & TB.

The external organisational strategies will be responded to through the National Strategic
Plan for HIV, TB and STI's and Provincial Strategic Plan for HIV, STI's and TB. Each provincial
department is responsible for identifying and implementing external mainstreaming

initiatives as it relates to the department’s core function (external focus).
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Vi. Wellness Ambassadors will be responsible for the implementation, review and progress
reporting of the workplace prevention programmes within their respective provincial
departments. Wellness Ambassadors will submit monthly progress reports to the PEAP
Committee as well as a quarterly progress report to the Head of Department

i) Provincial awareness programmes in relation fo increased physical wellbeing must be
developed in partnership with the EW components and other departments, where
required. Examples of sport and recreation initiatives available to employees are the
following:

i. The Provincial Gymnasium® is accessible to all employees. Access is easier for those
working in the city, but the facility can also be used by employees who are willing to
drive there.

Annual Provincial Sports Days will be hosted where employees can participate in a range of inter-

departmental sporting activities.

i) In support of Nutrition, healthy eating is encouraged whenever catering is arranged for

workplace events involving employees (such as meetings, workshops strategic planning

sessions, conferences etc.) that healthy, nutritious meals are provided.

6.3.2.  Emotional Wellbeing

a) Engaging with, acknowledging and accepting personal emotions can help to manage
stress and build resilience and create satisfying relationships.

b) The WCG provides its people with an Employee Wellness (EW) programme, contracted
to a specific service provider that offers an appropriate range of health and wellness
services to provide employees with work life support, frauma counselling, substance
abuse management, family counselling, relationship counselling, financial and legal
advice and mental health and wellness support. Marital, family and relationship

problems.

5 The Provincial Gym policy, guidelines and protocols regulating the use of the Provincial Gym should be read in
conjunction with this document.

WCG Employee Health and Wellness Policy a


https://www.goodtherapy.org/learn-about-therapy/issues/relationships
https://www.goodtherapy.org/blog/psychpedia/confidence

c) These professional counselling services are provided free of charge to employees and
their immediate family members. Professional counseling can take the form of
telephonic/virtual or through face-to-face sessions with a registered counsellor or
therapist.

Employees who are dealing with conditions impacting on their physical health (e.g.,
communicable disease(s), chronic, life-threatening illnesses and addictions) are
encouraged fo follow a disease management programme that will enable them to
proactively manage their disease/illness or addiction. These services can be accessed
through various channels including telephonically, digitally and face-to-face. The
programme can be accessed 24 hours a day, 7 days a week, including public holidays. The
programmes might be customised for departments who have occupational categories who

work in high-risk areas if so provided by the relevant service provider

6.3.3. Environmental Wellbeing

a) As a caring employer, the WCG strives to assist our employees in maintaining good health
by occupying pleasant, stimulating environment that support the wellbeing of our
employees.

b) It is all about creating clean, safe, and healthy surroundings. Environmental wellness is
focused on avoiding injuries, infections, or chemical exposures.

c) In its strive to be an employer of choice, the WCG follows a holistic approach to
employee wellness in providing support to our employees to make a positive impact on
the quality of their home and work environments, community and overall, the world our
employees live in.

d) The impact of modern living for people employed in the WCG remains a reality and the
challenge of achieving work-life integration is recognised. The capability of employees
to maintain good performance at work can be severely constrained by psycho-social
factors that detract the employees’ focus from work deliverables. In keeping with the
principle of holistic wellbeing, the WCG is cognisant of the fact that employees lead
multi-faceted lives. The environments where a person lives, work and relax can have a
significant impact on the person’s mood and overall well-being. A poorly managed work
environment can make it difficult for employees to manage their health condition and

work, contributing to flare-ups, sickness absence and in some cases an exit from work. A
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balance must be struck so that work and life domains receive attention in such a way
that it enables the employee to remain productive.

e) The WCG understands that work often forms an important part of an individual’s identity,
which can lead to an increase in self-respect, self-esteem, mental wellbeing and social
inclusion, and therefore commit to, as far as possible, provide reasonable
accommodation to qualifying employees.

f) Employees with a qualified disability who need assistance to complete their work can
apply for a reasonable accommodation and/or the provisioning of assistive devices.
Employees can begin the process by disclosing their disability filing a Disability Disclosure
forme.

e)) Diversity, Equity, Inclusion and Belonging. The WCG is committed to diversity and non-
discrimination and supports individuals, regardless of to providing a safe, inclusive, and
respectful working environment free from stigma or unlawful discrimination based on
protected categories, such as race, sex, religion, and disability. The WCG Harassment
Policy provides the employee with the means to address concerns of harassment, and

sexual and related misconduct.

6.3.4.  Financial Wellbeing

a) The managing of finances is an important skill that should continuously be developed
throughout life and the WCG recognises the need to provide guidance to employees
empowering them to, withing heir available financial means, to reduce stress - building
current and future financial security and peace of mind.

b) The WCG recognises that personal financial burdens may place psychological strain on
employees and supports the notion that employees must be empowered to deal with
financial issues more effectively.

c) Through the sub directorate Employee Wellness in the Chief Directorate Organisatfion
Development, the WCG offers provincial programmes focused on helping employees to
manage personal finances by transferring knowledge, skills, fechniques and fools that
enable them to proactively take confrol of their financial burdens. Any

programme/intervention related to improved financial wellbeing will be provided to

6 Refer o Annexure B for more information.
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provincial departments through the EW programme. The EW programme shall not make
use of the services of financial institutions to present financial management workshops

and/or sell/market financial solutions to employees.

6.3.5. Intellectual Wellbeing

b)

WCG Employee Health and Wellness Policy

The WCG acknowledges the importance of cultivating curiosity by engaging in
challenging activities that will provide the depth and meaning needed for frue

intellectual wellness.

Heads of Department will ensure that regular educational workshops and briefing
sessions regarding proactive personal lifestyle strategies, as it relates to the 8 dimensions
of employee wellbeing are provided for to employees.
Each provincial department is required to have an annual programme of interventions
(EW project plans drafted in consultation with EW Practitioner), which comprise of
appropriately targeted interventions to address workplace behaviours and health risk
issues. The modality of interventions can include topical workshops, health checks,
screenings as well as awareness campaigns that address key wellness issues emanating
from the EW reports which contain current needs and trends. Interventions will focus on,
but is not limited to, the following wellness aspects:

i Information sessions on EW services.

ii. Relationship management.

iil. Work-life infegration.

iv. Dealing with mental health issues.
V. Managing personal finances.
Vi. Parenting styles.
vii. Coping with and navigating change.
Vii. Dealing with addictive behaviour.


https://www.goodtherapy.org/blog/psychpedia/creativity

iX. Building resilience.

X. Team development.
Xi. Leadership support.
Xii. Management Capacity Building.
d) The purpose of the workplace prevention programme is to ensure that each employee

in the department receives appropriate and accurate education on all aspects
affecting health and weliness.

e) Awareness campaigns and distribution of information on the 8 dimensions impacting
employee wellness can be distributed via posters, brochures, pamphlets, electronic
mails, articles, efc.

f) Workshops that provide information on life-threatening illnesses management, promote
health-seeking behaviour and discourages high-risk behaviour.

a) Socio-emotional support to change behaviour and social norms that drive Gender-

Based Violence (GBV) with key groups using a variety of approaches.

h) The programme of interventions will also synchronise with commemorative days as per
the National and Provincial Health Calendar for which more specific interventions and
events can be arranged.

i) The relevant EW practitioner will conduct a needs analysis/ assessment referring fo frends
and departmental operational requirements and linking that to the planned
interventions forming a partnership with the CRU Office for the execution of the
interventions in the department. These interventions will be based on the needs and
frends analysis and regular feedback will be provided in terms of its implementation and
utilisation to the Head of Department.

i) The Head of Department must endorse the programme of interventions at the start of the
financial year. The programme of interventions is a dynamic plan and can be adapted
fo respond to emerging wellness frends within the department.

k) The annual departmental programme of interventions can be further supported by other
behaviour-based interventions that focus on fostering productive workplace behaviour.

l) These awareness campaigns will form part of the WCG's Employee Wellness Programme.

Additional information will be displayed on notice boards and public areas.
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6.3.6.  Occupational Wellbeing

a)

b)

d)

Engaging in meaningful work allows an employee to live out his/her/their values.
Provincial programmes and resources will focus on helping employees to find personal
satisfaction, enrichment and excitement in doing their work.
The WCG is dedicated to not only offering fulfiling employment opportunities but also
ensuring a safe and healthy work environment. This includes safeguarding the physical
and emotional well-being of all staff members while they are at work.
The employer must provide and maintain as far as reasonable and practicable an
environment that is safe and without risk fo the health of employees.
Therefore, a commitment to embed a “safety conscious” mindset at all levels is the first
step. The WCG and employees, as organisational stakeholders, need to actively
participate in securing a safe and healthy working environment through a system of
defined rights, responsibilities and duties. The SHERQ management policy proposes a
formalised process of managing the intangible and tangible factors linked to safety,
health, environment, risk and quality issues in the workplace.
Heads of Department must ensure that the following statutory obligations in terms of the
Occupational Health and Safety Act, 1993 are met:
i A Departmental Occupational Health and Safety (OHS) Committee is
established and is functional.”
Hazard Identification Risk Assessment (HIRAs)8 and Safety Audits? are conducted
on an annual basis by frained occupational health practitioners or
occupational hygienists.
A departmental risk register must be in place where the health, risk and safety
audit outcomes will be officially documented and monitored.
Risk Reduction Action Plans are implemented as part of risk mitigation measures.
To prevent the occurrence of occupational injuries, create a catalogue of all

the occupational categories that fall within their ambit and identify the

7 WCG Occupational Health and Safety Policy
8 WCG Occupational Health and Safety Policy
® WCG Occupational Health and Safety Policy
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environmental hazards, safety issues and risks associated with each
occupational category.

Vi. Business Continuity and Disaster Management Plans are in in place to ensure the
safety of their employees if a disaster occurs while employees are on duty.

f) As part of its oversight roles, the Department of Police Oversight and Community Safety
and the Department of Local Government will provide support to departments in
relation fo OHS measures and the development of disaster management plans. for
each provincial department.

a) Each provincial department must develop more detailed implementation protocols for
the above policy provisions accordingly.

h) As a future policy provision, the WCG commits to the institutionalisation!® of a health
safety environment management system that provides for standards relating to the
following main areas:

i. Premises and housekeeping.
i. Mechanical, electrical and personal safeguarding.
iii. Management of fire and other emergency risks.
iv. Incident recording and investigation.
v. Waste management.
vi. Organisational management.

i) EW components and departmental OHS committees must collaborate to ensure that
an integratfed, holistic analysis of employee health and workplace health is provided in
the annual report.

i) EW practitioners will exiract the trends from the health risk assessment to inform the
annual programme of inferventions (EW calendar) and facilitate interventions related

to health and productivity matters that are most prevalent in a specific Department.

6.3.7.  Social Wellbeing

a) Developing a sense of connection, belonging and support with others is important. The

WCG understands that when our employees are feeling safe, supported and

10 This institutionalisation will require an integrated management system to ensure that a structured approach to
SHERQ is adopted within the province.
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b)

d)

appreciated at work not only performance and productivity/service delivery is
improved but social interactions also decrease stress, anxiety, and depression while
increasing feelings of happiness and calm.

As employer the WCG recognises that we need other people in our lives. Social support
is one of the most fundamental human needs. Provincial programmes and resources
will focus on helping employees cultivate and foster social relationships which could
assist the employee feeling connected and cared for.

The WCG identified six (6) core values that embody a common understanding of the
expected behaviour of all WCG employees. Knowing and actively living these values
will assist employees to develop a sense of connection, belonging and support with
other employees.

A proper onboarding process will help an employee at adapting to the workplace and
improve the overall employee experience, which could contribute an improved service
delivery and the retention of talent. The WCG Onboarding Guide will also infroduce a
buddy system, whereby a new employee will be infroduced to the new work
environment in an informal way and be assisted in forming networks!!.

The WCG encourages Diversity and Inclusion and shall not tolerate any conduct which
directly or indirectly constitutes a form of harassment that discriminates against any of
its employees and/or negatively affects its work environment and/or service delivery
obligations. Any employee who has been subjected to harassment in the workplace
during the execution of such employee’s official duties, is encouraged to seek
assistance and support from the departmental Harassment Contact Advisor to report
suchiz,

In acknowledging that substance abuse, as part of social wellbeing, can be
determinantal to an employee’s health, productivity and safety in the workplace the
WCG has developed a guide that provide direction to People Managers when
addressing employees who is under the influence of an intoxicating substance when

reporting for and/or whilst being on duty.

6.3.8.  Spiritual Wellbeing

11 Refer to Annexure A for more information
12 Refer to Annexure A for more information
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a) Spirituality is the search for personal meaning and purpose. A healthy spiritual life can
help an employee to feel more connected to him/her/themself, others and the world
around him/her/them. Regular reflective activities that allow the practice of an
employee’s value and belief system will help employees with self-awareness,
hopefulness, and agility in dealing with life changes.

b) The WCG acknowledges the need to be away from work to rest/rejuvenate, cultivate
caring relationships at home, and/or spend fime recovering form medical conditions for
people to be physically and mentally at their peak to deliver a professional service.
Therefore, in enhancing the wellbeing of employees and maximise the quality of work/life
while minimising the negative impact of illness/disability, the WCG provides employees
with various leave options, including paid vacation leave, Maternity, pre-natal, Paternity,

Surrogacy and Adoption Leave and Family Responsibility Leave, etc.
6.4. Organisational Wellbeing

6.4.1. The WCG People Management Strategy already recognises our employees as value un-lockers
driving every aspect of a departmental operations, from technology to service delivery.

6.4.2. Nurturing organisational wellbeing through fostering a healthy workforce culture as a strategic
priority, will positively impact employee wellbeing, the delivery of services and ultimately result in
a positive resident’s experience. The latest research shows that employee health, work behaviour
and the value of our employees’ contribution to service delivery, are linked. Put simply, employee
health status directly affects the residents experience, through work behaviour, work attendance
and performance.

6.4.3. The WCG, in understanding the health-and-work-behaviour equation will, as a strategic priority,
actively promote the fostering a culture of wellbeing, which will not only result in a more
productive workforce but also assist the WCG to be an employer of choice (i.e., aftract and retain

talent in a competitive labour market).
6.4.4. The impact of Corporate Culture on employee wellness
a) Considering that workplace culture contributes to profitability, sustainability and other

success measures, it's not surprising tfo find that most organisations’ cultures value

profitability, customer service and innovation.
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b) There is an infimate connection between corporate culture and the mental health of
employees, and the level of service delivery experienced by the residents. Company
culture can affect the wellbeing of employees in all sorts of ways and studies have found
that organisational happiness is associated with increased task persistence, creativity,
retention, and customer satisfaction.

c) Corporate culture generally refers to the beliefs and behaviours that determine how a
company's employees and management interact and develops organically over time
from the cumulative traits of the people the company employ.

d) A company's culture will be reflected aspects such as its dress code, work arrangements,
business hours, office setup, employee benefits, turnover, recruitment decisions, residents
satfisfaction/experience, and every other aspect of operations. Building a healthy
organisational culture involves both the physical work sfructure and the employees’

perception of that work environment.
If not ME, then WHO? If not NOW, then WHEN?

e) The People Manger/Supervisor is instrumental in influencing the employee’s experience
and/or perception. Itis not acceptable to be aggressive, hostile, or unduly harsh towards
employees, as well as being over-controlling. The degree to which employees are (or
perceive) they are respected (or not) can have a big impact on their mental health.

f) When People Managers/Supervisors act as bullies, a toxic company culture is created.
It can increase levels of stress, anxiety and low self-esteem among employees not only
impacting on employee wellness aspects, but also give rise to high staff turnover rates

and negative employee experience.

“If we leave the human factor out of our business calculations, we shall be wrong every

time."” - William H. Lever, founder of Lever Brothers

a) The WCG, as a caring and responsible employer, recognises that employees have
personal and social lives outside the workplace and respecting an employee’s need for
work-life-balance can improve employee wellbeing and, as a result, employee
experience, productivity, job safisfaction, commitment and ultimately the residents’
experience.

h) People Mangers/Supervisors are expected to guard against placing undue pressure (i.e.,
being sensitive to understand the fine line when reasonable expectations are no longer

reasonable) on employees or creating the expectation that working unusually long hours
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(and employee burnout) is a “*normal” element of a company’s culture. Such practices
can lead to increases in worry, anxiety, stress, irritability, depression amongst employees,

negatively impacting on service delivery.

i) People Mangers/Supervisors should strive to actively promote a cooperative culture
where employees feel they can depend on their team for support for both their work and
emotional wellbeing in the workplace.

i) In a mentally healthy workplace people at all levels have a shared vision of, and
commitment to, positive mental health. Work demands are redlistic in a way that
balances the needs of the staff and the employer and do not pose an unreasonable risk
fo the mental health of individuals. Everyone in the workplace feels comfortable to speak
openly about mental health and mental health conditions, without fear of stigma or

discrimination. This creates a culture of respect and inclusivity.

6.5. The Management of Il Health
6.5.1.  The following categories of lll Health are identified:
a) Chronic/terminal iliness.
b) Accident/injury on duty.
c) Substance abuse.
d) Excessive absenteeism.
e) Poor performance.

6.5.2. The WCG Guide on the Management of Incapacity due to lll Health sets standards for People
Managers/supervisors to proactively identify and manage incapacity due to ill health by
providing practical steps to conduct crifical conversations and action with employees, fo
ultimately assist in achieving a sustainable reduction of absenteeism.

6.5.3.  Where possible an injury on duty (including but not limited to obtaining HIV infection) has occurred
due fo occupational injury, the employee must immediately report the incident to their relevant
People Manager and occupational health and safety representative.

6.5.4. Insuch incidents, employees will be provided with freatment care and support services which will
include access to the following:

a) State health facilities for freatment.
b) On-going counselling and psycho-social support through the EW programme (including

advice on financial planning).
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c) Information on referral to appropriate resources and community or home-based support.
d) Information and advice on employee benefits.

6.5.5. People Managers will be responsible to ensure that treatment care and support services are
provided to infected and affected employees, where such employees have indicated that they
require it. Wellness Ambassadors will support the People Manager by facilitating the requests from
provincial departments for access to freatment, care and support services.

6.5.6.  People Managers may utilise the EW programme to gain insight and guidance on how to support
the employee during and after incidents of occupational exposure.

6.5.7. A standard operating procedure (SOP) must be in place that provides appropriate information
on how to report such incidents as an occupational injury, how to gain immediate access o
medical intervention Post Exposure Prophylaxis (PEP) as well as listing counselling and support
options. The Department of Health and Wellness will be the lead department in the development
of such a guideline.

6.5.8. People Managers are responsible and accountable for the early detection of problems and
address behavioural concerns noted in the workplace. Therefore, People Managers may utilise
the EW service to refer vulnerable employees who are frequently absent from work and/or
struggling to cope with personal circumstances. Although an employee cannot be forced or
instructed fo use the EW service People Managers may continuously encourage vulnerable
employees in a supportive manner to access the programme out of their own volition, in which
case such action will be considered as informal/assisted referral on the part of the People
Manager.

6.5.9. People Managers are expected to use the EW service if they need advice or guidance on how
fo deal with individual, team or workplace challenges. This includes the option of sound-boarding
possible action plans or strategies to mitigate these workplace issues accordingly.

6.5.10. In cases of non-performance/poor attendance/conduct and where ftraining and skills
development have not yielded expected results, the People Manager may use the EW
programme to support the employee in addressing the reasons for non-performance, where once
again the principle of personal agency is applicable.

6.5.11. Where the People Manager has encouraged the employee to engage with the employee
wellness programme as a form of assistance, such engagements must be documented and
recorded

6.5.12.  An employee’s contfinued refusal to utilise or be referred into the employee wellness programme
for reasons of poor performance/poor attendance/conduct, will result in them being held fully
accountable for their conduct, work standards and overall performance and will be dealt with

under the normal performance management and disciplinary procedures.

WCG Employee Health and Wellness Policy e



6.5.13. Employees who are referred intfo and participating in the EW programme remain subject to the
same performance standards that existed before their involvement with the programme and

remains subjected to the existing performance management procedures.
6.6. Reasonable Accommodation

6.6.1.  Should an employee require reasonable accommodation from the People Manager, the
employee will need to disclose sufficient information to allow the People Manager to
accommodate him/her accordingly.

6.6.2. While accommodating employees with life-threatening illinesses and other disabilities, the WCG
also recognises its obligations to provide a safe work environment for all employees. Therefore,
although employees with life-threatening ilinesses are permitted to contfinue to work as long as
acceptable performance standards are met, People Managers/supervisors should obtain
appropriate medical direction, when necessary, to ensure that an employee’s condition does not
pose a significant risk of substantial harm to himself/herself/their self or to other employees.

6.6.3. The HOD may consider providing reasonable accommodation in relation to reviewing job
responsibilities (i.e., re-design of job) where possible. Should the employer, due to its own
operational requirements not be able to provide reasonable suitable alternative employment, the
termination process based on Il Health (PILIR), as contained in the Labour Relations Act, 1995 will
apply.

6.6.4. Where necessary, the services of an occupational therapist will be enlisted tfo conduct a
functional workplace assessment, ergonomic workstation evaluation or ajob access investigation.
The occupational therapist will provide professional advice in terms of reasonable
accommodation recommendations in the form of a written report. If there is a management
decision to opt for any of the recommendations, the relevant provincial departments will be
responsible for the implementation of all recommendations made for reasonable
accommodation, including all cost implications.

6.6.5. Employees that have been diagnosed with Communicable Diseases such as but not limited to
Tuberculosis (TB) and Hepatitis must always ensure that they take the necessary precautions as
prescribed by their physician as to ensure that they do not infect other employees. This includes
taking medication as prescribed by a registered medical practitioner, observing and adhering to
personal hygiene standards and informing co-workers of possible contamination risks. Should it
be found that an employee has made him/ herself guilty of not taking the necessary precaution
to prevent infection, disciplinary action may be taken against such an employee.

6.6.6.  People Managers may not conduct random drug testing as part of their re-integration plan with

employees who have returned from rehabilitation for addictions and substance abuse.
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7. GRIEVANCES

7.1 Where interpersonal conflict emanates from issues related to poor performance, discrimination,
harassment, workplace bullying and victimisation, such matters must be dealt with through
relevant Performance Management and Employee Relations components in departments that
will provide toolkits, intferventions and advice, as well as support the People Manager through such

processes to assist in creating a more tolerant workplace.

7.2. All grievances about issues related to life-threatening illnesses will be handled according to the

grievance procedure in the Public Service.

8. NON-DISCRIMINATION

8.1. Employees living with communicable diseases, chronic, or life-threatening ilinesses shall be treated
without discrimination, ensuring fairness, compassion, and a life-affirming approach. They shall be

granted equal rights, privileges, and responsibilities as other employees.

8.2. Discrimination, whether direct or indirect, on the grounds of communicable disease(s), chronic
and life-threatening ilinesses shall be considered serious misconduct as stipulated in the legislative

framework.

8.3. The WCG is committed to reviewing current workplace policies and practices to identify any
aspects that would lead to unfair discrimination and stigmatisation of employees either infected
or affected by chronic and life-threatening diseases as well as those who would fall within the

vulnherable groups.

8.4. Should an employee, after reassurance and with all appropriate health and safety precautions
being taken and supplied by the WCG, remain unwilling to work with an employee who is affected
by a life-threatening illness, she/he will be warned that such reaction is unreasonable and
scientifically unjustified. Disciplinary action shall be taken against such a person on the grounds

of victimisation as set out in the Employment Equity Act.
9. CONFIDENTIALITY AND DISCLOSURE

9.1. In terms of the provisions of the Protection of Personal Information Act No. 4 of 2013 (as amended),

the confidentiality of all medical information of all employees must be maintained.
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9.2. WCG employees or a prospective employee, have the constitutional right to confidentiality about
their medical status and is under no obligation to inform management or any person about
his/her/their medical staftus. All information on an employee's medical status shall be treated as
confidential and shall not be disclosed without the employee's written consent and any breach

of confidentiality shall be subject to disciplinary measures.

9.3. The WCG will ensure that People Management records are confidential.

9.4. The EW counselling service is a confidential resource. All information that is shared in the
counselling or infervention space remains privileged information of the employee/manager and
the professionals. When making a formal referral, feedback to the referring manager after the

intervention will relate only to information pertaining to the management of the employee.

9.5. No personal information will be communicated without the written consent of the employee or
unless the law requires disclosure in the following instances: suspected child abuse; threats of

physical harm to self or others; fraud; risk to organisation safety or property.

9.6. All employees who are involved in the management of this matter must complete and sign the

Declaration of Confidentiality.
10. AUTHORISATION & DEVIATION

10.1. This policy underwent an extensive consultation process with all stakeholders in accordance with
the WCG Policy Mandating Protocol and was subsequently declared mandated. The Director-
General determined this as a transversal policy under Section 7(3)(c)(iii) of the Public Service Act

to be effective from the date of its signing.

10.2. No mandate has been delegated to deviate from National Policy Prescripts (e.g. The PSA, PSR,
Minister for Public Administration (MPSA) determination or Collective Agreement); only the MPSA

may approve such deviation.

11. DATE OF IMPLEMENTATION AND TRANSITIONAL ARRANGEMENTS

11.1. The Western Cape Government Employee Health and Wellness Policy, as previously approved in
2016, will be deemed repealed with effect from date of implementation, noting that the SHERQ
provisions as contained in the 2016 policy remain relevant, until revised by the Department of

Police Oversight and Community Safety.
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11.2. All approvals or deemed approvals granted to employees in ferms of the previous WCG Employee
Health and Wellness Policies prior to the date on which the new policy is implemented shall, unless
otherwise specified, remain valid and continue to run their course. Employees with ongoing or
indefinite wellness arrangements will only be required to re-apply for approval under the revised

WCG Workplace Wellness Policy within six (6) months after the implementation date of the new

policy!3.

11.3. All managers must ensure that all members of staff are aware of and understand the content of
this policy.

11.4. All employees will be held responsible and accountable for complying with this policy.

11.5. New employees will receive a copy during the Induction Process

11.6. All employees are expected to be vigilant and proactive to ensure that communicable ilinesses

are dealt with in a manner that ensures the health and safety of all employees.

12. ROLES AND RESPONSIBILITIES

12.1. Employee Wellbeing thrives through shared support from colleagues and the organization.
Collective accountability fosters trust and cohesion, optimizing human performance. Physically
and mentally healthy employees, backed by company support, excel for the company.

12.2. The Chief Directorate: Organisational Development must communicate awareness, educational,
and counselling programs to employees. An annual project plan for such initiatives should be
accessible.

12.3. Employees

12.3.1.  Allemployees must adhere to the provisions of this policy

12.3.2. Employees in departments should aftend and actively join planned events.

13 This provision is intended to standardise implementation while avoiding unnecessary administrative or financial
burden on employees who may otherwise be required to obtain updated medical documentation immediately
upon implementation of the new policy. Departments should therefore allow existing approved wellness
arrangements to continue uninterrupted during this fransition period.
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12.3.3. Employees must act upon learning about life-threatening ilinesses, safeguard themselves, and
seek counselling if unsure.
12.3.4. Employees should manage their health conditions through a program, seeking support, medical

appointments, freatment, and life skills to sustain well-being and productivity.

12.4. Support by the Department of the Premier

12.4.1. The Chief Directorate: Organisational Development in the Office of the Premier in its transversal
role, is responsible to conduct the health risk assessments and provide feedback to Heads of
Department; and

12.4.2.  monitor departmental responses, ensuring risk reduction strategies and plans align with health risk

assessments.
12.5. Employee Health and Wellness Practitioners
12.5.1. These practitioners will analyse health risk assessment frends to shape the annual intervention

program (EW calendar) and lead interventions addressing prevalent health and productivity
concerns within specific Departments.

12.5.2. The EHW components will join the provincial task team for annual sport days and spearhead all
health and wellness initiatives, taking the lead in the province.

12.5.3. Collaborate with People Managers to implement this policy and regularly share information about
communicable diseases, chronic, and life-threatening illnesses with all employees.

12.5.4. The EW components will monitor quarterly operational plan implementation in each department
and report progress to the DPSA.

12.5.5. The relevant EHW practitioner will coordinate with departments to smoothly execute the
intervention program without disrupting regular work.

12.5.6. EHW practitioners will collaborate with provincial Corporate Communication and departmental
communication units to promote upcoming events through electronic and print wellness
materials, as well as conduct awareness campaigns, including competitions, as needed.

12.5.7. The EHW Program will establish a Monitoring and Evaluation Framework to assess the outcomes

and impact of the EW program on culture change.

12.6. Heads of Department/ Provincial Departments
12.6.1. Heads of Department ensure EW program is in Departmental Strategic plan and effectively
executed.
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12.6.2. Provincial departments must create and execute annual interventions (EHW project plans with
EHW Practitioner input), addressing workplace behaviours and health risks. This can involve
workshops, health checks, screenings, and awareness campaigns from EW reports highlighting
current needs and frends.

12.6.3. Heads of Department guarantee implementation of workplace prevention programs and
targeted interventions, supporting their rollout within their departments.

12.6.4. All provincial departments must complete the annual systems monitoring & reporting tool for
policy compliance. Due to DPSA annually or as DPSA determines.

12.6.5. Once the monitoring & reporting tool is completed, provincial departments need to create
operational plans to address idenfified implementation gaps. These plans are due annually to
DPSA or as decided by DPSA.

12.6.6. Additionally, correspondence and reporting on fransversally applicable EW matters to the
Department of Public Service and Administration will be coordinated via the Department of the
Premier.

12.6.7. The Director-General monitors policy implementation via WCG People Management Strategic
Committee (PMSC).

12.6.8. The Department of Cultural Affairs and Sport (DCAS) leads and organizes sports days and fitness
programs, working with representatives from each department. DCAS ensures compliance with
relevant regulations.

12.6.9. The Department of Health and Wellness and the Department of the Premier will cooperate to
acquire or offer inferventions for inclusion in provincial departments’ workplace prevention
programs.

12.6.10. The Department of Health and Wellness will be responsible for guiding healthy meal options in
cafeterias, which will become a specification requirement for catering contracts as awarded and
managed by the Department of Transport and Public Works. Heads of Department and senior
managers must emphasize healthy eating, ensuring nutritious meals for workplace events like
meetings, workshops, and conferences.

12.6.11. The Department of Health and Wellness sources health professionals for HIV screenings and
manages relationships between WCG Departments and NGOs.

12.6.12. The Departments of the Premier, Health and Wellness, and Education manage EW program
procurement and contracts in the Directorate: Organisational Behaviour, outsourcing services.
Minimum provision includes counselling and advisory services as part of the EW program.

12.6.13. The Department of Health and Wellness collects monthly fransversal Voluntary Counselling and
Testing (VCT) statistics (internally focused). It ensures received NGO VCT data is suitable forinternal
and external reporting per service level agreement. This report is sent to the Department of the
Premier, responsible for transversal EW reporting in WCG. The Department of the Premier submits

monthly VCT statistics to the Department of Public Service and Administration.
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12.6.14. Department of Health and Wellness monitors/reports external mainstreaming initiatives to DPSA,
requiring departmental cooperation.

12.6.15. Handling policy-related complaints falls under the relevant Employee Relations Unit, ensuring fair
and consistent grievance procedure application.

12.6.16. The Department of Police Oversight and Community Safety (DPOCS) heads the provincial
Transversal OHS committee, meeting quarterly to coordinate OHS matters. Orientation programs
on the OHS Act, 1993 legal requirements are mandatory for all role-players. This includes essential
induction and orientation for senior managers and People Managers, as violating the OHS Act
can result in fines or imprisonment. DPOCS is also responsible for the fransversal implementation of
the SHERQ policy

12.6.17. Provincial departments implement OHS Act requirements, aligned to the tfransversal SHERQ policy

and their own OHS policies and procedure

12.7. People Manager/Supervisor and Management

12.7.1. Managers foster health culture through physical activity and healthy eating, promoting employee
participation in approved programs.

12.7.2. Lead, support, and engage in Wellness Initiatives to create a safe, supportive environment for
those affected by diseases.

12.7.3. Stay informed about communicable, chronic, and life-threatening illnesses and their
prevention/treatment.

12.7.4.  Monitor working hours to help employees balance work-life integration, identifying burnout risks.

12.7.5. Oversee wellness service use, aligning behaviours with medical recommendations.

12.7.6. Address suspected relapses formally, encouraging self-care and documented discussions.

12.7.7. Embrace WCG's vision/mission on health issues.

12.7.8. Communicate and manage policy implementation, oversee wellness program.

12.7.9. Advocate project plans, supporting event attendance.

12.7.10. Set up performance measures to ensure a productive 40-hour work week, discouraging excessive

hours.
12.7.11. Ensure policy distribution, compliance, and corrective actions as needed.
13. INTERDEPARTMENTAL COORDINATION AND COOPERATION
13.1. Provincial Employee Wellness Steering Committee
13.1.1. The Provincial EW Steering Committee must be established as the primary platform where

wellbeing issues, management of the EW programme and policy matters are addressed.
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13.1.2. Such a commifttee must be chaired by a senior manager, and all provincial departments and
relevant stakeholders must be represented.
13.1.3.  ATerms of Reference to ensure proper governance of the Provincial EW Steering Committee must

be in place.
13.2. PEAP Committee

13.2.1. The Provincial Employee AIDS Programme (PEAP) is established and convened by The Department
of Health and Wellness. The PEAP Committee shall establish partnerships with other stakeholders
to coordinate and combine all efforts to address all issues related to health and wellness
management.

13.2.2. The Head of The Department of Health and Wellness will appoint a provincial health and wellness

coordinator on a senior management level, who will chair the Committee.

13.2.3. All provincial departments must be represented on the Committee. A Terms of Reference to
ensure proper governance of the Committee must be developed and implemented.

13.2.4. The role of the Committee is to develop a fransversal, a holistic, inclusive health and wellness
workplace strategy and programme for implementation at a departmental level. The Committee
must also facilitate interdepartmental cooperation and coordination in the implementation of

workplace prevention programmes and strategies.
13.3. Wellness Ambassadors

13.3.1. Create a WCG Wellness Ambassador network to aid policy implementation, including EHW
interventions and peer education on HIV, STI, AIDS, and TB. Heads of Departments nominate
ambassadors fo assist colleagues.

13.3.2.  Wellness ambassadors share wellness program and intervention information, provide initial support
during emergencies, with basic debriefing fraining.

13.3.3. A role description must be provided to those employees identified as wellness ambassadors to
clarify what is expected. The role description is not a job description and should rather be
considered as a reference document outlining the important activities the wellness ambassador
will need to fulfil as additional duties that can be added to their performance agreement.

13.3.4. Wellness ambassadors collaborate with EHW practitioners & PEAP co-ordinators. They'll escalate
cross-departmental concerns to the Provincial Employee Health and Wellness Steering Committee
and PEAP committees. Core fraining supports wellness ambassadors in their role.

13.3.5. Wellness ambassadors will facilitate policy matters' consultation, coordination, and cooperation

among provincial departments. Mutual concerns in employee health and wellness will be
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13.3.6.

escalated from the Provincial Employee Health and Wellness Steering Committee to the WCG
People Management Strategic Committee for resolution.

Wellness ambassadors ensure that matters requiring the Director-General's consultation with
Provincial Top Management follow prior consultation with the WCG People Management

Strategic Committee as stipulated in this document.

14. BUDGETARY ARRANGEMENTS

14.1.

14.2.

14.3.

14.3.1.
14.3.2.
14.3.3.
14.3.4.
14.3.5.
14.3.6.
14.3.7.
14.3.8.
14.3.9.

WCG Employee Health and Wellness Policy

Due to the partial corporatisation of shared services in the WCG, Heads of Department must take
special cognisance of the provisions of the WCG Workplace Wellness Policy, as it relates to
departmental roles and responsibilities and ensure that sufficient budget is made available for

such provisions.

Budget provision has been centralised in the Department of the Premier to cover the costs of the
fransversal EW confract's EW services for Corporate Services Cenfre (CSC) departments as
described in this policy. The Departments of Health and Education provide budget for these

services independently.

In terms of the transversal contract for the EW programme, the specific budget allocation for the
EW services of the EW contract is agreed to after consultation with departmental chief financial
officers (CFOs). The agreement will be guided by utilisation frends, emerging department-specific
health, and wellness issues, as well as department size. The EW services offered through the EW
confract must be described in the service level agreement(s) with the external service provider.
The EW services budget allocation must be monitored, managed, and coordinated by the EW
components within the province. The EW service provider must provide for a holistic service which
includes the following:

Counselling (telephonic/face-to-face/online).

Managerial capacity and support.

Trauma and critical incident support.

Conflict Mediation.

Life management services (financial, child & family care and legal).

Occupational Therapeutic services.

Psycho-Social Development Interventions.

Communication and Advocacy campaigns including an EHW Portall

Group Therapeutic Sessions.



14.4. Provincial departments are responsible for ensuring budget allocations for the implementation of
a Communicable Disease Management policy, Wellness policy, Health and Productivity
Management policy and SHERQ management policy respectively. CFOs must ensure that such
budget allocations are reflected on the Standard Chart of Accounts (SCOA) of their department.
It should be noted that in terms of the Communicable Disease Management policy, activities and
services will flow from the National Provincial Strategic Plan (NPSP) and Provincial Strategic Plan
(PSP) that are associated with a department’s core function, which will also have to be funded

by each provincial department.

14.5. Departments must also take the necessary steps to adjust their budget allocations to provide for

the WCG Workplace Wellness Policy provisions above and reflect the said financing in their annual

reports.
15. MONITORING AND EVALUATION
15.1. The component responsible for rendering support in the Wellness Process will ensure the efficacy

of this policy framework by assuming responsibility for the continuous monitoring of the

implementation of the policy framework.

15.2. The management of employee wellness status of our employees will be monitored on a regular
basis, using the following indicators: -

15.2.1.  Absenteeism

15.2.2. Sick Leave

15.2.3. Early retirement

15.2.4. Performance levels

15.2.5. Statfistics relafing to Employee Assistance Programme (EAP) referrals.

16. POLICY REVIEW
16.1. This policy shall be reviewed as per the Policy Development and Renewal Program when a
specific need is identified, and revision is requested by the PTM or when an amendment to the

Regulatory Framework dictates.

16.2. Should an amendment to a specific policy as contained in this policy framework be required.
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Contact Person

Email: Karen.Scholtz@westerncape.gov.za

Tel: +27 21 483 3081

Department of the Premier

Chief Directorate: People Management Practice

Chief Director: Louise Esterhuyse

www.westerncape.gov.za
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