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1. INTRODUCTION  

  

DPSA has developed several policy documents in 2007/8 for EH&W in the Public Service to 

coordinate the programmes and services that are offered in a unified manner. These documents 

are the following: 

 

• EH&W Strategic Framework with the following pillars: 

 

o HIV and AIDS & TB Management  

o Health and Productivity Management 

o SHERQ Management (Safety, Health, Environment, Risk, and Quality) 

o Wellness Management 

 

• The following Drafts:  

 

o Policy Generic Implementation Plan 

o Step-by-Step System Implementation Guides  

o System Monitoring Tools  

 

The intention with this HIV&AIDS and TB Management System Monitoring Tool is to provide a 

framework within which Government Departments can develop, maintain and monitor an 

HIV&AIDS and TB Management System.  It is based on the AMS management system standard 

(AMS 16001: 2003).  

  

This HIV&AIDS and TB Management System Monitoring Tool  has been developed to be 

compatible with the ISO 9001:2000 and the ISO 14001:1996 management systems standards as 

well as the OHSAS 18001:1999, in order to facilitate the integration of quality, environmental and 

occupational health and safety management systems of department, should they wish to do so.  

This Monitoring Tool will be reviewed or amended when considered appropriate. Reviews will be 

conducted when new editions of AMS 16001, ISO 9001, ISO 14001 or OHSAS 18001are 

published, to ensure continuing compatibility.   
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The requirements in this Monitoring Tool establish the basic commitment of every department to 

document and sustain an HIV&AIDS and TB management system.  The system must include a 

clearly mapped out departmental structure and documentation covering planning activities, 

responsibilities, practices, procedures and processes for achieving the requirements of the 

HIV&AIDS and TB management system.  Resources must also be provided for developing, 

implementing, achieving, reviewing and maintaining the HIV&AIDS and TB policy.   

  

The AMS management system standard (AMS 16001: 2003) is based on five elements/dimensions 

to which department’s that are developing HIV&AIDS and TB management systems should 

subscribe. These elements are: 

 

 Commitment and HIV&AIDS and TB Policy 

 Planning of the HIV&AIDS and TB system 

 Implementation and operation of the HIV&AIDS and TB management system 

 HIV&AIDS and TB management system evaluation, corrective and preventive action 

 HIV&AIDS and TB management system review 
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2. QUARTERLY /ANNUAL REVIEW ON POLICY IMPLEMENTATION  

 

Name of the Organization/Department…………………………………………… 

Date of review……………………………………………………………………….. 

Responsible Person………………………………………………………………… 

 

RATING SCALE: 

 

 

Value 

 

Description 

 

Award 

25% No evidence/ ineffective 

 

1 red ribbon 

50% Partial evidence/Partial effect 

 

2  red ribbons 

75%. Evidence of delivery/Meets all 

requirements 

3 red ribbons 

100% Evidence above average 

implementation/Exceeded outputs  

4 red ribbons 

 

TOTAL score in % for each quarter 

 

 

Quarters 

 

Score 

 

Continual Improvement plan 

Quarter 1;April-June   

Quarter 2:July-September   

Quarter 3: October -December   

Quarter 4:January-March   

ANNUAL AVERAGE    
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3. THE HIV&AIDS AND TB MANAGEMENT SYSTEM ELEMENTS 

 

The monitoring of the system elements are set out in the table below. The table can be interpreted 

in the following way: 

 

• ELEMENT : The standard including its related intention(s)that should   

                           be maintained and monitored 

• CRITERIA :  The measures that are used to judge performance  

• YES/NO:   Tick yes when system is in place and no when not 

• % or Number:   To be filled where relevant 

• COMMENT:   Any information that might add value to the monitoring 
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1.  COMMITMENT, INITIAL REVIEW AND HIV&AIDS AND TB POLICY 

 

Status/Results  

ELEMENT 

 

CRITERIA YES NO %/ No 

 

COMMENTS 

 

1.1. Commitment 

 

INTENT: Ensure ongoing 

commitment to the HIV&AIDS 

and TB management system, by 

establishing an appropriate 

HIV&AIDS and TB management 

strategy, plan and policies to 

address potential impact of HIV 

&AIDS and TB 

 

 

HIV&AIDS and TB management strategy 

established 

 

Strategy considers needs of affected persons 

beyond the workplace 

 

Risk approach used for determining strategy 

decisions 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

1.2.Initial review  

 

INTENT: To determine the 

current position of the department 

and/or community with regards to 

HIV&AIDS and TB management 

and its impact 

 

Initial management review conducted 

 

Initial review covers: 

 

 Legal and other requirements 

 Determinants and impact 

 Management practices and procedures 

 Identification of existing national policies and 

guidelines 

 
 
 
 
 
 
 
 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

  Status/Results  
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ELEMENTS CRITERIA YES NO % /No COMMENT 

1.3.HIV&AIDS and TB 

Management Policy 

 

INTENT: Develop HIV&AIDS and 

TB management  policy that acts 

as a foundation for the entire 

HIV&AIDS and TB management 

system 

Documented and signed HIV&AIDS and TB 

management policy. 

 

Policy appropriate to department’s risks 

Policy covers :  

 Employees, Spouse and Orphans 

 Employment policies and  practices 

 Working environment and facilities 

 Prevention, education and wellness 

management  

 Availability to all stakeholders 

 Monitoring and review 

 

Policy includes legal requirements 

 

Policy can be integrated with other health related 

policies, 
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2. PLANNING OF HIV&AIDS MANAGEMENT SYSTEM 

 

Status/Results  

ELEMENTS 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

2.1.Identification of HIV&AIDS 

and TB determinants, Impacts 

and evaluation of HIV&AIDS 

and TB related risks 

 

INTENT: Identify and assess 

HIV&AIDS and TB risks through 

a dynamic formal structured and 

holistic process to facilitate 

effective risk reduction plans and 

actions 

 

 

 

 

Documented procedure for ongoing identification of 

HIV&AIDS and TB determinants of the department, 

impact assessment and evaluation of significant risks. 

 

Procedure takes into consideration: 

 Social impacts- e.g. environment, work 

condition, culture etc. 

 SHE impacts e.g. occupational health hazards 

 Psychological impacts 

 Economic impacts 

 Migration 

 

Procedure includes criteria for evaluation. 

 

Evaluation of HIV&TB risks includes: 
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 Prevalence and incidence surveys 

 Survey reports comply with standards 

 Use appropriately accredited laboratories for  

analyzing samples 
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Status/Results  

ELEMENTS 

 

CRITERIA YES NO %/ No 

 

COMMENT 

2.2.Legal and other 

requirements 

 

INTENT: Facilitate compliance 

with applicable legislation and 

other requirements such as 

certification standards, corporate 

policies, customer agreements 

and departmental codes of 

practice, etc. 

Procedure identify and provides access to applicable 

legislation and regulatory requirements 

 

Procedure provides for the integration of these 

requirements into operational and management 

controls of HIV&AIDS and TB management system 

 

Applicable legal documents valid, available and up to 

date, with system for updating when regulations 

change 

 

Functions affected by legislation identified, 

demonstrate access to legislation, awareness of its 

requirements and ability to confirm compliance 

 

Makes provision for early identification of legal non-

compliance 
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Legal non-compliance recorded and rectified 

 

Employees aware of consequences of non-compliance 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

2.3.HIV&AIDS and TB 

management system 

objectives and targets 

 

INTENT: Identify and assess 

HIV&AIDS and TB management 

objectives and targets 

HIV&AIDS and TB management objectives and targets 

documented at each relevant function or level within 

the department 

 

Objectives and targets specific and measurable where 

applicable 

 

Objectives and targets consistent with HIV&AIDS and 

TB policy 

 

Achievements of the objectives and targets reviewed 

by senior management 

 

Employees aware of set objectives and targets related 

to their activities 

 

Employees informed of the progress 
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Plan developed that indicates on how, when objectives 

and targets are to be achieved, including responsible 

person for the plan 
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3. IMPLEMENTATION, OPERATIONAL CONTROLS AND MANAGEMENT OF HIV&AIDS AND TB MANAGEMENT SYSTEM 

Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

3.1. Structure, responsibility 

and Accountability for 

HIV&AIDS and TB Management 

System 

 

INTENT 1:Identify and provide 

the appropriate specialized 

human skills, technological and 

financial resources to implement 

the department’s HIV&AIDS and 

TB management system 

Responsibility and authority for keeping the 

department’s performance in line with its HIV&AIDS 

and TB management policy identified  

(refer section 8-Policy:-role players) 

 

HIV&AIDS and TB Champion portfolio established at 

top management level to : 

 Ensure that HIV&AIDS and TB management 

system is effectively established, implemented 

and maintained 

 

 Periodically reports on its performance to the 

management team. 

 

Sufficient human, technical and financial resources 

provided to implement the HIV&AIDS and TB 
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management system,  with reference to: 

 Appropriate specialized skilled human 

resource 

 

 Peer Educator 

 

 HIV&AIDS Counsellor  

 

 Medical/Disease management  
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Status/Results  

ELEMENTS 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 
INTENT 2: HIV&AIDS and TB 

management committee 

established and working 

effectively to comply with policy 

 
 
 
 

 

Committees established with representative from all 

levels of the department 

 

Peer educators, medical practitioners and trade unions 

represented on at least one committee 

 
 

  

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

3.2.HIV&AIDS and TB 

Management Information, 

Awareness, Education and 

Competence 

 

INTENT 1: To provide correct 

and up to date information on 

how HIV and TB are transmitted, 

 

HIV&AIDS and TB management information and 

awareness needs identified and documented 

 

Information and awareness raising programmes 

developed and implemented 

 

Information and awareness raising programmes linked 

to broader HIV&AIDS and TB campaigns within 

    



 19

dispel myths surrounding 

HIV&AIDS and highlight how HIV 

as well as TB can be prevented, 

their medical aspects ,impact on 

individuals and possibilities for 

treatment, care and support  

community, sector or country (NSP) 

 

Includes exhibitions and/or visual media, and materials 

distributed/displayed in community 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

INTENT 2: To go beyond just 

providing information through 

campaigns and programmes, but 

aim at providing people with skills 

to help them adopt risk reducing 

behaviours 

Design and develop work based HIV&AIDS and TB 

competency programs in most vulnerable groups like 

PLHA, women and those with TB (NSP) 

 

Issue HIV&AIDS and TB booklets to all 

 

Advice on helpline facilities available. 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

3.3. HIV&AIDS and TB 

Management Communication 

 

INTENT 1: Share HIV&AIDS and 

TB management information with 

interested  parties internally and 

externally 

In-house newsletter or bulletin established, containing 

HIV&AIDS and TB articles in each issue 

 

Interested parties able to access information on 

departments HIV&AIDS and TB management 

performance 

    

INTENT 2: Annual report 

demonstrate transparency, and 

serve as a formal communication 

tool on HIV&AIDS and TB risk 

management, progress and 

performance, reaching all 

interested and affected parties 

HIV&AIDS and TB management system performance 

included in the report 

 

Report includes HIV&AIDS and TB related cost items, 

medical treatment, lost time, statistics and trends 

 

Copies of annual report circulated to employees 

    

 

 

 

 

 

 

 

 

 

  Status/Results  
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ELEMENT CRITERIA YES NO %/No COMMENTS 

3.4.HIV&AIDS and TB 

Management System 

documentation 

 

INTENT 1: Facilitate effective 

documentation of HIV&AIDS and 

TB management system 

HIV&AIDS and TB Management system documented 

and available for review 

 

Work instructions available, providing details on how 

operations with potential impact are performed in order 

to minimize impact 

 

Documentation system established  to control all 

documents  to ensure: 

 Approval of documents before use 

 Reports are suitably archived and safeguarded 

    

INTENT 2: Facilitate effective 

document control and how to use 

existing systems and identify 

necessary precautions 

Current documents can be located at locations where it 

is considered essential for effectiveness of 

management system. 

Documentation confidential, legible, dated, and readily 

identifiable. 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

3.5.Operational controls and 

management of HIV&AIDS and 

TB management system 

 

INTENT 1: Ensure that control 

measures are prepared and  

implemented to maintain and 

improve the HIV&AIDS and TB 

management performance  

 

Procedures and criteria established to prevent 

deviations from policy, objectives and targets and 

include management of employees, HIV testing, 

benefits etc. 

 

Those issues and activities associated with significant 

HIV&AIDS and TB determinants are identified e.g. 

compensation, infection control etc. 
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Status/Results  

ELEMENTS 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

INTENT 2: Preventing the spread 

of HIV,TB and STI by reducing 

the rate of transmission from 

infected  to uninfected people 

 

 

 

 

Provision of knowledge and awareness about the 

disease transmission cover: 

 Safer sex, substance abuse, injecting drug use 

 Women and children’s rights 

 Counseling and support facilities for spouse, 

orphans and child-headed families 

 Exercise, sports and blood products 

 Access to health and social services 

 Housing and over-crowding 

 Infection control measures 

 Role of circumcision and microbicides 
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Status/Results  

ELEMENTS 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 
INTENT 3: Increase roll-out of 

workplace prevention 

programmes (cross reference 

with ILO, Nedlac, SADC etc.) 

 

Implement comprehensive prevention package in the 

workplace: 

 

 male and female condom distribution    

 STI diagnosis and management   

 TB screening and Prophylaxis 

 

 Package customized for higher risk occupational 

group including interventions for substance abuse 

 

VCT for pregnant women and access to PMTCT 

services 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

INTENT 4: Minimize the risk of 

HIV and TB transmission from 

occupational exposure 

 

 

 

Updated guidelines on infection control procedures 

 

Staff training on infection control guidelines, plan and 

measures 

 

Infection control plan available and implemented in all 

facilities at risk 

 

Maintenance of register on occupational exposure 

 

Post-exposure services and treatment kit available 

/accessible  
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

INTENT 5: Create enabling 

environment for workplace HIV 

testing 

 

 

High profile campaign using peer influence for HIV 

testing and disclosure 

 

Audit for HIV testing and confidentiality 

 

Leadership from all sectors delivering clear and 

consistent messages 

 

Private space for counseling 

 

Supplies for HIV testing 

 

Routine counseling and testing for individuals at high 

risk (Family planning, STI& TB patients and ANC) 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

 

INTENT 6: Increase VCT uptake 

 

Proportion of employees who ever tested broken down 

into: 

 Men 

 Pregnant women 

 Those on TB treatment 

 

Proportion of newly diagnosed HIV-positive employees 

accessing wellness services 

    

INTENT 7: Enable people living 

with HIV and AIDS and TB live 

healthy and productive lives 

Comprehensive care and treatment package scaled up 

i.r.o. 

 Workplace wellness programme for PLHIV 

 Access to CD4 count testing 

 Enrolment into GEMS and ART 

 Integrated sexual and reproductive health 

services 
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Effective management of TB and HIV co-infection, with 

focus on: 

 Integrated DOT and ART adherence support 

 Screening PLHIV for TB 

 TB prophylactic treatment (IPT) 

 

Capacity of health providers and management to 

provide comprehensive care, treatment and support 
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Status/Result  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

INTENT 8: Strengthen the 

implementation of OVC Policy  

and programme 

Mechanism to track and link OVC and child-headed 

households to grants, benefits and social services at 

local level 

 

Proportion of OVC accessing social grants and 

relevant financial benefits 

 

Proportion of departmental functional units with OVC 

response as part of workplace wellness programme 

    

INTENT 9: Promote Human 

rights and access to Justice 

Knowledge and adherence to legal and policy 

provisions 

 

Guidelines on Human rights  for PLHIV developed and 

distributed 

 

Violations monitored and addressed 

 

Tools to monitor, protect and enforce the rights of 
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poorly organized employees expressedly  excluded 

from the ambit of  labour  legislation, developed 

 

Data base of legal service providers created 

 

Regulations for insurance and financial services 

developed   
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

INTENT 10: To promote and 

conduct research, monitoring and 

surveillance 

Quarterly and/annual reports submitted 

 

Appropriate indicators developed for HIV&AIDS 

and TB policy implementation M&E 

 

Information management SOP and data flow 

mechanism in place 

 

Priority research areas identified 

 

Research commissioned ,supported  and 

findings used to inform  HIV &AIDS and TB 

prevention programme 

 

Evidence-based HIV&AIDS and TB policy 

supported 

 

Behavior change operational research supported 
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New prevention technology studies supported 

 

Regular HIV&AIDS and TB surveillance 

conducted (prevalence and mortality) 

 

Research ethics committee available and 

functional 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

COMMENTS 

3.6.Emergency response and 

control of the HIV&AIDS and 

TB management system 

 

INTENT: Provide adequately 

equipped and trained emergency 

response to accidental and 

uncontrolled events 

Procedure detailing potential for and response 

to accidental occupational exposure (e.g. rape 

victim) implemented and maintained 

 

Procedure includes exposure and prevention 

during practicing of sports or children at 

schools or playground 

 

Arrangement with local emergency services 

and regulators 
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4. HIV&AIDS AND TB MANAGEMENT SYSTEM EVALUATION,CORRECTIVE AND PREVENTIVE ACTION 

 

Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

4.1. HIV&AIDS and TB 

Management system 

monitoring and measurement 

 

INTENT: Development of 

corporate memory of HIV&AIDS 

and TB prevalence, to facilitate 

effective internal and external 

communication and changing 

people’s behaviour 

Impact of HIV&AIDS and TB in the workplace 

/community monitored (leave-

sick/compassionate; costs from employee 

benefits; staff turnover, incapacity etc.) 

 

Effectiveness of HIV&AIDS and TB 

management system monitored  against 

baseline information 

 

Internal audits for legal compliance 

Notification of occupational disease or exposure 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

4.2.Monitoring direct or 

indirect indicators for 

HIV&AIDS and TB 

management system 

performance 

 

INTENT: Measure effectiveness 

of the education programme 

(employee awareness level), 

interventions and disease 

surveillance 

No of condoms distributed 

 

No employees attending targeted training 

 

Anonymous attitude survey 

 

TB,HIV and STI prevalence 

 

TB and STI screening  

 

No pregnant women tested 

 

Proportion PLHIV  voluntarily disclosing  

    

4.3 HIV&AIDS and TB 

Management system, 

incidents, non conformance, 

corrective and preventive 

actions 

System establish to identify non-conformance 

(drug abuse, sexual assault, treatment seeking 

behaviour, etc.) and incidents (occupational 

exposure) in the HIV&AIDS and TB 

management system 
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INTENT: Prevent non-

conformances of the HIV&AIDS 

and TB management system 

requirements such as policy and 

standards 

 

Root causes of non-conformance identified 

 

Procedures defining authority for handling and 

investigating non-conformances and HIV&AIDS 

and TB  exposure incidents identified and 

implemented 

 

Effectiveness of corrective action evaluated 
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Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

4.4.HIV&AIDS and TB 

management system records 

 

INTENT: To establish and 

maintain procedures for the 

identification, maintenance and 

distribution of HIV&AIDS and 

TB related record 

Procedure available for ensuring identification, 

maintenance and disposal of HIV&AIDS and TB 

records available 

 

Records include: 

 Training records 

 Audit results 

 Results of legislative assessment and 

monitoring 

 Internal and external communication 

 TB control related record, including 

workplace DOT 

 

Records are legible, identifiable, traceable 

protected, confidential and auditable 
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Status/Results  

ELEMENT 

 

CRITERIA YE

S 

NO %/No 

 

COMMENTS 

4.5. HIV and AIDS and TB 

management system audits 

 

INTENT: Review and 

continuously improve the 

management, compliance and 

effectiveness of the programme 

Periodic system audit carried out to determine if  

the requirement for HIV&AIDS and TB 

management system have been met 

 

Determine if systems have been implemented and 

maintained 

 

Effectively meet the organization’s objectives and 

targets 

 

Previous audit results and non-conformances 

reviewed and closed 
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5. HIV&AIDS AND TB MANAGEMENT SYSTEM REVIEW 

 

Status/Results  

ELEMENT 

 

CRITERIA YES NO %/No 

 

COMMENTS 

5.1. Conduct HIV&AIDS and 

TB management system 

review 

 

INTENT: Ensure sustainable 

and continuous improvement 

and effectiveness 

Full HIV&AIDS and TB management 

performance reviewed by management 

 

Review considers statistics, audit results, and 

other performance indicators 

 

Performance indicators related to HIV&AIDS 

and TB management system identified and 

documented 

    

 


