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__iawnuv .ﬂ o document the standard operating procedure (SOP) for the mapping of business processas to assist the relevant MIS officials
in rendering the service.

Scope The SOP applies 1o all oficias Invoived in e process of rendering Business Process Management services willin the Eastem

Cape Depastment of Soclal Development.

Provide integrated sesvicos and secured relevant informaion through sound ICT Governance 1o all customers

Compliance Business Processes o be mapped and SOPs to be documented in detall according to the Deparimental standards and the DPSA
Operations Management Framework implemented by the Department.

Definitions Terms and Acronyms:
ICT: means information Communication Technology
BPM: means Business Process Management

SOP: means Standard Operating Procedure




DD: means Depuly Director

Key Performance Indicator | Number of Strategic Business ineligence Reporis Produced

Principles The following principles must be cenirl in all the imerverriions with children in aliemative care;

a) Confidentiality: means making sure that information is only seen by pecpie who have the right fo sea it.
b) intagrity: means making sure that Information remains intact and unalterad.
¢} Avallabliity: implies having access fo your information when you need it

Dasired Performance Four good qualtly business processes mapped and approved par year.

SOP - Business Process Management Process



STEP BY STEP GUIDE

Nr| TaskName Task Procedurs Responsibility
Docwmentation
1. | Recelvethe s Receive an emal raquest of mapping a speclfic business process. |« Cl E-mal or Request
request B e Acknowledge the recoipt of request. Wn.e?ﬂ!
2 | AmangeKick-of |«  Send the meeting invitation. o  Dapuly Director - I
meeting « Book the venue, Data Warehouse Atfendance register
e Convane the meeding to define project scope.
3. | Gather Information | « Collect information from the client with steps of how to perform the | »  Deputy Director —
and map dreft of process Data Warshouse documantation
As s Procass Map the drait As Is process acconding to the given information. Draft Mapped Pracess
4. | Verlfyand confirm | «  Send the meeting invitation for the confimation of draft process. | »  Depuly Diecior— | = §
the mepped o Book the venue. Data Warehouss | o  Atiendance register
process Present the Mapped Process. Verified Mapped draft
Verity and confim the mapped process. e
not correct, repeet siep
cofrect, map the To Ba process.
Document e Send the meeting invkation for the documentation of the SOP. Invitations (Outlook)
Infonnation onthe | Book the venue. Wi Attendance register
el Lt sl acthvis ofthe procees inthe conrectsequence clont Documented Standard
Procedure «  Provide siap by step procedures for each task
Docuent o Submit the document for recommandation signaiures. Deputy Director
Data Warehouse
Perform document Quaity Check the drafted documents. Diractor - M e Quallty checked
qualily checks o Corroct or make additions where there is a need do




® [ ] L ]
Breezoo ond o  Chisf Direcior and Standard Operating
Operating Procedu
Procodure
8. | Approve the o Approve the Standard Operating Procedure and Proceeses. s Superntendent | e Approved Processand | 2 days
documents General Standard Operati
Procedure
9. | Pubishthe e Publish the documents to the Iniranet based BPM Raposiory. o DepulyDirecior— | = Published Procees and | 1 day
documents Deta Warshouse Standard Operating
e Publish the documents to the DPSA e-Leaming Portal. . hwww_ai Procedura




LEGISLATION, POLICIES, PROCEDURES & OTHER DOCUMENTATION (Le. SOPs)

nu_.__.___ﬂ_.u._&a The Projact Management Body of Knowledge is 8 sat of standard terminology and guidelnes (a body of
Knowledge {the Guide fo the g?!&ﬁgeg knowladge evoives over time and Is presented in A Guide io

it provides Egﬁggﬁ%nﬁgﬁ%gagg
also describes the projact management Afa cycle and its related processes, as well as the project iife cycle.

Public Service Regulations Q_nus_. ngggmiﬂmagiﬁ_!&sg@mi 20138
Act igiﬁgnuigﬂgﬁ sarvices; and (d) standard
Sﬂl__ﬁ_ﬂuﬂnﬁﬂqﬂ Senvices.
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Risk Name

Risk Dascriptian

ﬂawm%@ tmpact
(HIHIL)  (HIMIL)

Cionleol Dassription

T3 unk Is only having one official; In the case of | H ] o moiivais funcs 1o advertise the Postin
otaff unavailability of the cfficlal, no one s taking the assistance of the current official.
responsiility of monitoring the backups.
Unavaliabliity | Non-avallabiity of cllent on the agread achedule | H H Enforce commitment of the client fo the project by | Manual
of Cllent lead #o delay of the project. making them the leaders of the project.

SOP — Business Process Management Process




Chief rformation Officer | @ _va.mtﬁl%

“”::” of the Depertssent o | Bolacu=0 A% mmqug

Distribution and Use of SOP All CIO Directors, Al CIO Deputy Directors, All CIO Assistant Direciors.

SOP — Businass Process Management Process



