
           
         

 
 
 

4.1 LMAT 

4.1.1 MANAGEMENT SKILLS DEVELOPMENT 
PROGRAMME (MSDP) L 01  

 
1. TARGET AUDIENCE  
 
Levels 7 to 12, targeting Supervisory and MMS Levels.  
 
2. PROGRAMME PURPOSE 
 
The purpose of the programme is to develop managerial 
skills for first line mangers MMS Members.  
 
The skills, knowledge and understanding demonstrated 
within this skills programme are essential for the creation of 
a talent pool of experienced and effective first line 
managers. 
 
The focus of this skills programme is to enable Learners to 
develop competence in a range of knowledge, skills, 
attitudes and values including:  
  
 Initiating, developing, implementing and evaluating 

operational strategies, projects and action plans, and 
where appropriate, recommending change within 
teams and/or the unit so as to improve the effectiveness 
of the unit.  

 Monitoring and measuring performance and applying 
continuous or innovative improvement interventions in 
the unit in order to attain its desired outcomes, including 
customer satisfaction, and thereby contributing towards 
the achievement of the objectives and vision of the 
entity.  

 Leading a team of first line managers, by capitalising on 
the talents of team members and promoting synergistic 
interaction between individuals and teams, to enhance 
individual, team and unit effectiveness in order to 
achieve the goals of the entity.  

 Building relationships using communication processes 
both vertically and horizontally within the unit, with 
superiors and with stakeholders across the value chain 
to ensure the achievement of intended outcomes.  

 Enhancing the development of teams and team 
members through facilitating the acquisition of skills, 
coaching, providing career direction, and capitalising 
on diversity in the unit.  

 
3. SKILLS PROGRAMME DETAILS 
 
This skills programme is aligned to the National Certificate: 
Generic Management, SAQA 59201, and NQF Level 5. The 
skills programme consists of the following unit standards: 
 Apply a systems approach to decision making. SAQA: 

252026, NQF level 5, 6 credits. 
 Formulate recommendations for a change process. 

SAQA: 252021, NQF level 5, 8 credits. 
 Monitor and evaluate team members against 

performance standards: SAQA id: 252034, NQF level 5, 
credits 8. 

 Manage and improve communication processes in a 
function. SAQA: 264408, NQF level 6, 3 credits. 

 Total Credits: 25.  
 
4. SKILLS PROGRAMME OUTCOMES 
 
Apply a systems approach to decision making. SAQA: 
252026, NQF level 5, 6 credits. 
 Apply a systems approach to decision making;  
 Applying critical and analytical skills to analyse and 

issue or a problem; 

 Engage with stakeholders in analysing the issue/problem 
and developing solutions; 

 Selecting feasible solutions through a systems approach; 
 Formulating and communicating the decision. 
 
Formulate recommendations for a change process. SAQA: 
252021, NQF level 5, 8 credits. 
 Formulate recommendations for a change process; 
 Demonstrate knowledge of and insight into the need for 

change within a context of environment change; 
 Analysing an area requiring a change process; 
 Selecting a model for implementing a change 

management process; 
 Formulating recommendations on implementing the 

change process. 
 
Monitor and evaluate team members against performance 
standards: SAQA: 252034, NQF level 5, credits 8. 
 Monitor and evaluate team members against 

performance standards; 
 Formulating performance standards for team members 

in a unit; 
 Establishing systems for monitoring performance of team 

members; 
 Preparing for performance review of a team member; 
 Conducting performance review interviews. 
 
Manage and improve communication processes in a 
function. SAQA: 264408, NQF level 6, 3 credits. 
 Manage and improve communication processes in a 

function; 
 Establish communication processes to promote positive 

relationships within the policies and procedures of the 
entity; 

 Evaluate the effectiveness of the communication 
process; 

 Recommend improvements to the effectiveness of 
communication processes. 

 
5. MINIMUM ENTRY REQUIREMENTS 

 
 Communication at NQF Level 4. 
 Mathematical Literacy at NQF Level 4. 
 
In the event that an applicant has not completed Grade 11 
or 12 they are required to complete an IEB (Independent 
Examinations Board) / UMALUSI Assessment Centre 
Evaluation (Placement Assessment). 
 
6. TRANSFER-IN CREDITS (CREDIT ACCUMULATION 

TRANSFER - CAT) 
 
Justice College allows Learners with completed credits from 
recognised education institutions to apply for credit 
accumulation transfers.  
 
Credit transfers will only be considered if accompanied by 
an original certified certificate and statement of results 
containing the SAQA specifications of programmes / 
qualifications achieved.  
 
7. DURATION OF STUDY 
 
The Management programme comprises of thirty (30) % 
contact learning and seventy (70) % workplace learning.  
 
The skills programme is presented in two (2), five (5) day 
periods (phase 1 & phase 2).   
 
8. RECOGNITION OF PRIOR LEARNING (RPL) 
 
Recognition of Prior Learning (RPL) is the principles and 
processes through which the prior knowledge and skills of a 
person are made visible, mediated and assessed for the 
purposes of alternative access and admission, recognition 
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and certification, or further learning and development 
(SAQA; 2013:05).  
RPL consists of a range of educational and training activities 
and services through which the principle of RPL is applied 
and Learners are supported in different contexts as they go 
through the RPL process. Admission of RPL Learners will be 
considered individually by the Justice College Academic 
Committee based in Pretoria in consultation with respective 
Branches.  
 
Learners will be required to present a Portfolio of Evidence 
(a file of evidence submitted by the RPL candidate and 
which is assessed for competency purposes (DPSA, 2012). A 
Portfolio of Evidence will validate the applicant’s learning 
by providing a collection of materials that reflect prior 
learning and achievements (Cohen, in Harris, 2000: 148–
149). 
 
9. PROGRAMME ASSESSMENT  
 
Learners must obtain a minimum of fifty percent (50%) in the 
knowledge (summative) assessment and demonstrate 
competence in all the outcomes of the experiential 
assessment for the same skills programme to be found 
competent overall.  
 
Learners will be allowed two additional opportunities to be 
reassessed if they are Not Yet Competent.  
 
In the event that the Learner is unable to achieve a unit 
standard or the skills programme after the third attempt, the 
Learner will be required to repeat the unit standard or skills 
programme.   Cost implications will be specified in the DoJ 
& CD Bursary Policy and the Justice College Assessment 
Policy.  
 
10. TYPES OF ASSESSMENTS 
 
This Skills Programme has a formative1 assessment which 
assesses the Learner’s readiness for the summative2 
assessment. A Learner may only write the summative if s/he 
achieves fifty percent (50%) or more for the formative 
assessment.  
 
If not, a further formative assessment must be written. This 
Skills Programme has a summative assessment and an 
experiential3 assessment. These are both compulsory and 
together give the final result for the Skills Programme. 
Learners are required to complete formative and 
summative assessments in both knowledge and experiential 
aspects. 
At the end of the programme, the Learner is required to 
write a final summative assessment; on condition s/he has 
successfully completed the module.  
 
This final assessment determines whether the Learner will 
qualify for the National Certificate: Paralegal Practice. The 
competency requirement for this final assessment is fifty 
percent (50%). 
 
11. PORTFOLIOS OF EVIDENCE (POE) 
 
All occupational qualifications require a Learner to compile 
a Portfolio of Evidence (PoE) which contains personal 
information, (copies of ID, certificates, CV etc.) as well as all 

                                                      
1 Formative assessment is an assessment conducted as a 
developmental tool, to assess whether the Learner is ready to write 
the summative assessment. 
2 Summative assessment is an integrated assessment conducted, 
usually at the end of a module, to assess whether the Learner has 
achieved the outcomes of the module. 
3 Experiential assessment is an integrated assessment that assesses 
the Learner’s ability to apply the knowledge and skills to practical 
situations and to reflect and demonstrate understanding. 

the evidence (Assessments) compiled over the duration of 
the programme.  
It is the responsibility of each Learner, with administrative 
assistance from Justice College to ensure his/her PoE is 
complete and compliant in all respects and contains all the 
work s/he has produced during the programme. The PoEs 
must be kept securely at the Regional Office but the 
Learner will have access to them for revision purposes and 
to add evidence.  
Failure to submit the required forms, to supply all the 
necessary ‘evidence’ or to sign off work as required will 
result in Learners’ portfolios being rejected or in unnecessary 
delays in moderation and certification. 
 
12. MODERATION AND CERTIFICATION 
 
Upon successful completion of the curriculum and the 
compulsory workplace experience, the skills programme is 
subject to both internal and external moderation.  
 
Completed Portfolios of Evidence (PoEs) will first be 
internally moderated by Justice College. Hereafter, the 
SSETA (QCTO’s Learning and Quality Assurance) (LQA) body 
conducts External Moderation.  
 
Results are only final after Justice College has received the 
external moderation report from SSETA.   
 
Justice College will liaise with SSETA regarding uploading of 
Learners’ results and issuing of official Certificates and 
Statements of Results from SSETA.  
Learners need to be mindful that, as there are several 
processes to take place, both internal and external, 
moderation and certification can take up to six months to 
complete. Justice College will issue an interim statement of 
credits whilst the SSETA finalises their processes. 
 
13. MODE OF DELIVERY 
 
Participatory approach (e.g. using facilitation, teaching, 
role playing, simulations, case studies, group discussions, 
peer learning, sharing of experiences, etc. 
 
14. MATERIAL 
 
Justice College will provide all prescribed manuals, 
programme outlines, timetables, assessments, workbooks 
(where applicable) and electronic study material for each 
skills programme.  
 
15. ACADEMIC SUPPORT 
 
Justice College Lecturers will provide Learner guidance and 
support wherever possible. Learners may contact Lecturers 
by e-mail or telephone after any L&D intervention.  Face-to-
face appointments may also be arranged where 
practicable.  
 
16. ARTICULATION OPTIONS  
 
The scope of generic management covers five domains: 
leadership, managing the environment, managing 
relations, managing knowledge and the practice of 
management.  
 
This skills programme is part of the National Certificate: 
Generic Management, NQF Level 5, which allows Learners 
as part of a learning pathway of management 
qualifications across various sectors and industries. It is 
specifically designed to develop management 
competencies required by Learners in any occupation, 
particularly those who manage first line managers. 
 
17. REGISTRATION/APPLICATION 
 

53



           
         

 
 
 

Nominations will be received from regional HR Directorates, 
Branches and Heads of Office.  Learners must be mindful of 
the entry requirements of this programme.   
 
18. TRAINING DETAILS  
 

 04 TO 12 MAY 2020    
 01 TO 09 JUNE 2020 
 06 TO 14 JULY 2020 
 31 AUGUST TO 08 SEPTEMBER 2020 
 05 TO 13 OCTOBER 2020 
 02 TO 10 NOVEMBER 2020 
 15 TO 23 FEBRUARY 2021 

 
 
4.1.2 SERVICE EXCELLENCE PROGRAMME 

L02 
 
1. TARGET AUDIENCE   
 
Front-line employees (levels 2–8), including but not limited to 
reception, security, clerks, supervisors, PAs, secretaries, etc. 
 
2. PROGRAMME PURPOSE 
 
The purpose of the programme is to ensure that the front-
line staff/ supervisors are given the knowledge and 
practical know how in terms of how to deal with 
clients/customers, complying with policies, circulars and 
instructions in the functions.  
 
Service Excellence uses a holistic approach and does not 
focus on the work related issues only but on personal issues 
as well, as these have a bearing on the individual’s 
performance.  
The approach used is unique to Service Excellence and 
takes officials on a journey of self-discovery, self-knowledge, 
understanding of self, self-acceptance, identification of 
one’s attitude and dealing with that attitude.  
  
3. MINIMUM ENTRY REQUIREMENTS 

 
 Learners must be competent in: 
 Communication at NQF Level 4. 
 Mathematical Literacy at NQF Level 4. 
 
4. DURATION OF STUDY 
 
The training programme is presented over 5 days.   
 
5. TOPICS COVERED DURING THE PROGRAMME 
  
 Towards service excellence.  
 Service excellence through performance management. 
 Service excellence through fluency. 
 Effective communication. 
 Telephone etiquette and techniques. 
 Office etiquette. 
 Time management. 
 Conflict management. 
 Stress management. 
 Emotional intelligence. 
 
6. PROGRAMME OUTCOMES 
 
The Learner will be able to: 
 Deliver services to both internal and external clients 

timeously.  
 Improved relationship with both self and both clients. 
 Apply the Batho Pele principles. 

 Basic knowledge and understanding of own KRAs and 
the interrelatedness of same to the strategy of the 
component/unit and DoJ&CD. 

 
 
 
7. MODE OF DELIVERY 
 
Participatory approach (e.g. using facilitation, teaching, 
role playing, simulations, case studies, group discussions, 
peer learning, sharing of experiences. The delivery model 
includes a Balance of contact learning, self-study and 
workplace learning. 
 
8. MATERIAL 
 
Justice College will provide all prescribed manuals, 
programme outlines, timetables, assessments, workbooks 
(where applicable) and electronic study material for each 
skills programme.  
 
9. ACADEMIC SUPPORT 
 
Justice College Lecturers will provide Learner guidance and 
support wherever possible. Learners may contact Lecturers 
by e-mail or telephone after any L&D intervention.  Face-to-
face appointments may also be arranged where 
practicable.  
 
10. ASSESSMENT 

 
 Pre-Assessment on the first day of the programme. 
 Written assessment at the end of the programme. 
 Impact assessment within three months of the final day 

of the programme. 
 
11. POST L&D IMPACT ASSESSMENT EVALUATION 
 
Learners must lodge a L&D post impact assessment 
evaluation with Justice College within three months of 
completing a programme. Both the Learner and his / her 
supervisor must complete and sign the post impact 
evaluation and submit same to Justice College.  
 
A Learner will not receive a programme certificate unless 
Justice College has received the referenced post impact 
assessment evaluation. 
 
12. REGISTRATION/APPLICATION 
 
Nominations will be received from regional HR Directorates, 
Branches and Heads of Office.  Learners must be mindful of 
the entry requirements of this programme.   
 
13. TRAINING DETAILS  
 

 04 TO 08 MAY 2020 -            NW 
 08 TO 12 JUNE 2020 -            PE 
 6 TO 10 JULY 2020 -              NC 
 24 TO 28 AUGUST 2020 -       EL 
 07 TO 11 SEPTEMBER 2020 -  LP 
 26 TO 30 OCTOBER 2020 -    WC 
 09 TO 13 NOVEMBER 2020 - KZN 
 23 TO 27 NOVEMBER 2020 - MP 
 7 TO 11 DECEMBER 2020 -    BLOEMFONTEIN 
 08 TO 12 FEBRUARY 2021 -    GP/PTA 
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4.1.3 SERVICE DELIVERY IMPROVEMENT 
PROGRAMME (LEAN TOOLS AND 
TECHNIQUES) L03 

 
1. TARGET AUDIENCE   
 
All clerks or administrative personnel in the Courts, Family 
Advocates, Masters Offices and State Attorneys.     
 
2. PROGRAMME PURPOSE 
 
The purpose of the programme is to: 
 Develop knowledge and skills, required by employees 

working at the operational facilities in order to meet the 
service standards and performance levels.  

 Develop frontline staff to know how to identify and solve 
problems in their function.  

 Teach frontline staff the LEAN Principles, tools and 
techniques. 

 Enable the individual employee to be self- aware of 
their capabilities, talents, and goals, theirs and the 
department.   

  
3. MINIMUM ENTRY REQUIREMENTS 
  
 Learners must be competent in: 
 Communication at NQF Level 4.  
 Mathematical Literacy at NQF Level 4. 
 
4. DURATION OF STUDY 
 
The training programme is presented over 5 days.   
 
5. PROGRAMME OUTCOMES 
 
The Learner will be able to: 
In service delivery: 
 Understand and analyse the functions of a specific 

business. 
 Understand and analyse the focus of a specific business. 
 Differentiate between the types of management 

structures. 
 Identify and utilise the resources of a specific business. 
 Understand that legislation governs your business. 
 Understand the importance of effective service delivery. 
 Recognising customer needs. 
 Implementation of customer service models. 
 
In Self-Management: 
 Understand the concept Self-Management 
 Understand the difference between responsibility and 

accountability. 
 Understand the importance of trust. 
 Understand the importance of values and ethics. 
 Identify personal goals. 
 Develop effective time management skills. 
 Understand and manage stress. 
 
In Lean Principles, Tools, Techniques and DMAIC Problem 
Solving Methodology: 
 Apply critical and analytical skills to analyse an issue or 

problem.  
 Learn and apply lean tools and techniques such as 

process mapping, fish- bone diagrams, Pareto charts, 
check sheets, affinity diagrams. 

 Develop measurement systems. 
 Data collection and analysis techniques. 
 Formulate solutions to the problem and develop action 

plans. 
 
6. CASE STUDY AND PRESENTATION BY TEAMS 

 
 Identify a case study. 

 Implement the DMAIC methodology. 
 Prepare and present the report. 
 
7. MODE OF DELIVERY 
 
Participatory approach (e.g. using facilitation, teaching, 
role playing, simulations, case studies, group discussions, 
peer learning, sharing of experiences. The delivery model 
includes a Balance of contact learning, self-study and 
workplace learning. 
 
8. MATERIAL 
 
Justice College will provide all prescribed manuals, 
programme outlines, timetables, assessments, workbooks 
(where applicable) and electronic study material for each 
skills programme. 
 
 
9. ACADEMIC SUPPORT 
 
Justice College Lecturers will provide Learner guidance and 
support wherever possible. Learners may contact Lecturers 
by e-mail or telephone after any L&D intervention.  Face-to-
face appointments may also be arranged where 
practicable.  
 
10. ASSESSMENT 

 
 Pre-Assessment on the first day of the programme. 
 Written assessment at the end of the programme. 
 Impact assessment within three months of the final day 

of the programme. 
 
11. POST L&D IMPACT ASSESSMENT EVALUATION 
 
Learners must lodge a L&D post impact assessment 
evaluation with Justice College within three months of 
completing a programme. Both the Learner and his / her 
supervisor must complete and sign the post impact 
evaluation and submit same to Justice College.  
 
A Learner will not receive a programme certificate unless 
Justice College has received the referenced post impact 
assessment evaluation. 
 
12. REGISTRATION/APPLICATION 
 
Nominations will be received from regional HR Directorates, 
Branches and Heads of Office.  Learners must be mindful of 
the entry requirements of this programme.   

 
13. TRAINING DETAILS  
 

 20 TO 24 APRIL 2020 -  EC 
 18 TO 22 MAY 2020 -  MP 
 22 TO 26 JUNE 2020 -  KZN 
 20 TO 24 JULY 2020 -  LP 
 14 TO 18 SEPTEMBER 2020 -  NW 
 19 TO 23 OCTOBER 2020 -  NC 
 16 TO 20 NOVEMBER 2020 -  GP 
 07 TO 08 DECEMBER 2020 -  WC 

 
4.1.4 NATIONAL SCHOOL OF 

GOVERNMENT COMPULSORY 
INDUCTION PROGRAMME L04 

 
1. TARGET AUDIENCE   
 
DoJ&CD officials in the following catagories:  
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 CIP 1- 12 is targeting all the officials at level 1 -12 
employed after July 2012 

 CIP 13 -14 is targeting all the SMS level 13 -14 employed 
after July 2012 

 EIP 15 -16 is targeting all DDGs and DG  
 Mandatory Training for SMS (13 14)  
 
2. PROGRAMME PURPOSE 
 
The purpose of the programme is to instil a culture of 
continuous development and to promote professionalism 
among all public servants. Public servants entering different 
levels of employment need to be equipped with 
knowledge, skills, values and attitudes regarding 
Government administration, strategic management and 
leadership. 
 
3. DURATION OF STUDY 
 
 CIP 1- 12: five weeks 
 CIP 13 -14 1 week 
 EIP 15 -16: 1 week 
 Mandatory training: 8 courses per 3-year cycle 
 
4. TOPICS COVERED DURING THE PROGRAMME 
 
The topics are programme dependent and determine by 
NSG from time to time. 
 
5. PROGRAMME OUTCOMES 
 

COMPULSORY INDUCTION PROGRAMME (CIP) 
 
 Know the information necessary to operate as a public 

servant  
 Understand the context within which you operate  
 Know African context 
 African leadership  
 Being mentored and coached in my department 
 Leading and managing service delivery in my 

department 
 Presenting a case study on my probation 
 

MANDATORY TRAINING 
 

 Strategic Capability and Leadership 
 People management and Empowerment 
 Programme and Project Management 
 Financial Management 
 Change Management 

 
6. TRAINING DETAILS 
 

 25 TO 29 MAY 2020 -             WC 
 01 TO 05 JUNE 2020 -                      NATIONAL OFFICE 
 27 TO 31 JULY 2020 -               LP 
 31 AUGUST TO 04 SEPTEMBER 2020-  KZN 
 05 T0 09 OCTOBER 2020 -         EC 

 
 
 
4.1.5 FOUNDATIONAL PROJECT 

MANAGEMENT L05 
 
1. TARGET AUDIENCE  
 
All Justice Officials  

 
2. PROGRAMME PURPOSE 
 
To provide foundational, practical and reflexive 
competency to effectively apply project management 
principles in the work place  

 
3. MINIMUM ENTRY REQUIREMENTS 
 
This course is intended for officials on level 7 and above 
involved in project related work (Supervision). If the above 
criteria are not met a motivation must be submitted by the 
line Manager for consideration  
 
4. DURATION OF STUDY 
 
The training programme is presented over 5 days. 
 
 
5. TOPICS COVERED DURING THE PROGRAMME  
 Overview of PM  
 Project management process groups and knowledge 

areas  
 Project Planning  
 Project Budgeting  
 Project Risk Management  
 Project management tools  
 Developing various PM graphing techniques such as 

PERT Gannt Chart  
 PM communication and reporting  
 Developing of WBS 
 
6. PROGRAMME OUTCOMES 
 
At the end of this training session the delegate will be able 
to: 
 Understand what a project is all about  
 Plan and develop a PM schedule  
 Develop a statement of work, project charter and a 

business case  
 Develop a project schedule  
 ID project risks and develop a project management risk 

plan  
 Develop a communication pan  
 Develop project status reports  
 Use various PM tools and techniques  
 Develop a WBS. 

 
7. LANGUAGE POLICY  
 
English is the language of communication, instruction and 
assessment at Justice College. Language support will be 
offered where possible 
8. MODE OF DELIVERY  

 
 Participatory Approach (e.g. facilitation, teaching, 

simulations, group discussions, peer learning, and 
individual assessments) 

• Using multi-disciplinary approach 
• Using both cognitive and experiential training 

techniques 
 
9. MATERIAL 
 
Justice College will provide all prescribed manuals, course 
outlines, timetables, assessments, workbooks (where 
applicable). Consequently, there will be no requirement to 
purchase any additional prescribed materials. 
 
10. ACADEMIC SUPPORT 
 
Justice College has appointed qualified and experienced 
Lecturers to provide support to learners. Lerners may 
contact Lecturers by e-mail, or alternatively telephonic 
appointments. Face-to-face appointments can also be 
arranged but these will be by appointment only and will 
take place when the Lecturer is in the region.  
 
11. ASSESSMENT 
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• POE is compulsory, and the must be submitted as per 
the stipulated date. 

 Individual and group activities will take place during 
the course  

 
 Class test Assessment Tool: 
         Class test, individual and group activities  

 
 Assessment Standards:  

Learners must be found compliant against the 
identified unit standards 120380,120388 and 120378 

 
 Content of Portfolio of Evidence: 
 Submission of POE is compulsory 
 Follow-up Evaluation: 

A participant must lodge a training effectiveness form 
with Justice College three months after completing 
the course. Both the participant and his or her 
supervisor must complete and sign the training 
effectiveness form. The purpose of the form is to 
measure the improvement in the participant’s work 
performance since attending the course. A 
participant will not receive a course certificate unless 
Justice College has received the training effectiveness 
form. 

 
12. REGISTRATION  
 
Nominations will be received as per DoJ & CD normal 
procedures. 
Learners must be mindful of the entry requirements of the 
qualification.  
 
 
13. TRAINING DETAILS 
 
The course will be limited to 25 delegates. 
 

 08 TO 09 JUNE 2020 -           MP & LP 
 27 TO 31 JULY 2020 -         GP & NW 
 14 TO 18 SEPTEMBER 2020 -   BLOEM & NC 
 12 TO 16 OCTOBER 2020 -   KZN 
 16 TO 20 NOVEMBER 2020 -   WC 
 30 NOVEMBER TO 04 DECEMBER 2020   EC 

 
 
4.1.6 WOMEN IN MIDDLE MANAGEMENT 
 DEVELOPMENT PROGRAMME L06 

 
 
1. TARGET AUDIENCE  
 
Women in middle management posts. 
 
 

 
2. PROGRAMME PURPOSE 
 
To empower all women in middle management to 
manage, lead, motivate and organise themselves in 
executing their leadership mandate. 

 
3. MINIMUM ENTRY REQUIREMENTS 
 
This course is intended for officials on level 9 to 13.  
 
4. DURATION OF STUDY 
 
The training programme is presented over 5 days. 
 
5. TOPICS COVERED DURING THE PROGRAMME  

 
•    Leadership and Motivation 

•    PMDS 
•    Change Management 
•     Management Principles: Leadership and Motivation 
•     Relationship Management 
•     Team Development  
•     Management Principles: Planning, Control and    
       Organising 
•     Self-Management 
•     Creative Problem Solving and Decision making 
•     Motivational Talk 
 
6. PROGRAMME OUTCOMES 
 
At the end of this training session the delegate will be able 
to: 
 
 Better execute her managerial functions  
 Improve her decision-making skills, both functional and 

critical 
 Better motivate her team to ensure optimal 

performance. 
 

 
7. LANGUAGE POLICY  
 
English is the language of communication, instruction and 
assessment at Justice College. Language support will be 
offered where possible 
 
8. MODE OF DELIVERY  

 
 Participatory Approach (e.g. facilitation, teaching, 

simulations, group discussions, peer learning, and 
individual assessments) 

• Using multi-disciplinary approach 
• Using both cognitive and experiential training 

techniques 
 
9. MATERIAL 
 
Justice College will provide all prescribed manuals, course 
outlines, timetables, assessments, workbooks (where 
applicable). Consequently, there will be no requirement to 
purchase any additional prescribed materials. 
 
10. ACADEMIC SUPPORT 
 
Justice College has appointed qualified and experienced 
Lecturers to provide support to learners. Lerners may 
contact Lecturers by e-mail, or alternatively telephonic 
appointments. Face-to-face appointments can also be 
arranged but these will be by appointment only and will 
take place when the Lecturer is in the region.  
 
11. ASSESSMENT 

 
Individual and group activities will take place during the 
course, as well as inter-active strategic discussions. 
12. REGISTRATION  
 
Nominations will be received as per DoJ & CD normal 
procedures. 
Learners must be mindful of the entry requirements of the 
qualification.  
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