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To document the Standard Operafing Procedure (SOP) for the Research Process. This document aims 1o assist the oflicials of the
Department of Social Development with the day to day activiies pertinent io regularize operations that musi be followed when condicting
the research Procoss.

This document applies (o all Deparimental officials rendering services of Research.

The objeclives of Research Process are:
« To provile guidance to officials conduciing research on matters relating fo ethics, methodology, analysis and reporting.

Resesrch: Is e systemalic investigation info and study of material and sources in order fo establish facts and reach new conclusions.




Data Collsction: Is the process a&!wﬁﬂ&:gg on targeted variables In an establishad systematic fashion, which |

Questionnaire: A set of printed ar wrilten questions with a choice of answers, devised for or the purposes of a survey or stalistical study.
Analysis: Is a delalled eccaminations of the elaments or struciure of something.
Key Performance misnss ndiestor Number of resaarch reports compistad SRR
Principles The following principles underpin the policy on the funding of social development
sefvice providers:

Efficlency and affectivenass - Achievement gs»iﬁ%&ﬁaﬁﬁ
Empowerment - To enhance the capacily of communiies to analyse their ivellhood framework and develop sirategies for
sustainabilty of that Iivelihood.

Equity - Redistribution of resources based on nead, priorities and historical discrepancies. Volce of the voicelesa should be heard.
Participation - Active invoivement of officlals, stakeholders and community in societal programme and project design aimed at
povesty eradication.
Partnarship - A social partnership of govemment, community, civil society and the business seclor to defiver services.
Soclal Integration — Soclal Coheslon.

Compliance Measurss Budget for Data Colaction i




Nr | Task Name _._.-r_.aan__-u Responsibliity

Documentation
Tablethe research | ¢  Convens a research commitiee meeting | Ressarch Deputy Director Concept document /
sgenda to the « Table the research agenda for the Assistent Director Research proposal
identifiod financial year Director: Population Promotion

= Convene a mesating between the two Regaarch Deputy Director
Consultation directoratos Assistant Divector
between research | «  Analysis of the problem that must be Director: Populafion Promotion
solved DSD
affectedunt |4 Mokea decision on the research topic

e Identify of project membera basedon | Research Depuly Direcior
expertise and fntorost Sesistzm Direcis

o Drait lotiors & have them signed by the | Director: Population Promotion
Director: Popuation Policy Promotion | Unit

e Delver the leliers and request

acknowledgement B
Devalop Research | ¢  Davelop Literatitre review around the Research Deputy Direclor ¢ Drait Ressarch

topic
Write up the proposal following the Assistant Direcior
framework

s Submi the proposal to the Director for
approval
Prasent the proposal fo the researc

SOP — Research Process




Task Procedure Responsibllity

e Contact Institutions of Higher Leaming’s | Rasearch Deputy Director °

o Reach agraement with relevant Assistart Direclor

human research bmk the proposal and await
|
Conetruct Questicnnaire according Questionnaire
relevant research guidelines
e Train the fieldworkers on the research | Research Deputy Director e Training Report
tool that is probing .

Assistant Director
| Senior data Capture

to | (Reference Community Moblization | Research Deputy Direcior .

) Assistant Director

« Vil the communty and oolectdala (n | Research Dopuly Dkecior |

depth interviews, focus group
discussions, case shudies elc.) Assistant Director




Nr | TaskName _._.l_.vao:___..o Responsibility | Supporting

12 | Teat reliability and | «  Consider the ressarch method ised or | Ressarch Deputy Direcior e Spreadshest |1

the valldity of the proposed spread sheet wil be created _
study data wil be entered, and varisbles wif be | ASSitant Director

creatad, data cleaned (quantitative Senior Data Caghure

ressarch method). Data wil be Odta

transcribed, themes and categories

created considering the ressarch

uestion at hand (Qualitetive research)

Confidence ieval emor eic.
Analyse the data Create tables, charts, graphe and give rector; PPP Draft Research

meaning to them and interpret the data.

meaa_uwnagg Resaarch Depudy Director o

Assistant Direcior and Senior
Data Capture

Witte the report Structure the report accarding to the Research Deputy Director Prolminary

proposal, presant findings into the report, . research raport

inchxie recommendations Assistant Director
Prepare the Prepare PowerPoint sikes for Research Depuly Director PowerPoint
presentation presentation, (findings and presantation
STides recommendations) Assistant Director Report
Present the Present the siides to tha following Director: PPP Research report
findings structures Unk, Research Cammities, findings
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Supporting
Documentation
T » lssue the hard copies o the struckres
1T | Preventto the »  Write a Concept Document for the Soclal | Direcior » Resaarch
Social Transformadion Cluster and submit kfor | Research Deputy Director Report findings
Transformation approval,
Cluster Prasent the repart i the Social
Transformation Cluster
18 | Lamch the Report Presentation and launching (making the | Director: PPP » Report
ﬂﬂsﬂ.ﬂ%ﬁ? Degxty Diecior, Presentation
itolloctual property act of 2008 and Assistant Director
other relevant lagisiations and Sanior Data Capure
"Disseminzte the Present tha research findings in Research Deputy Director * Reporion
research report coltaboration with the Advocacy & IEC | Assistant Direclor Dissemination
levant stakehoiders of findings
Aftendance
— Register
20 | Compile oversl Wiile the report that contains the Assistant Direcior Final Research
Research report research process, dissemination process | Senior Data Caplure Report
and key pestinent issuas come -out




REFERENCES:
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& OTHER DOCUMENTATION /i.e. SOPs)

In order ¥ make Inlored JeciRoN On e MOralLres that ware or wai be used for daveloping researcn.

Through the Populaion Policy the research unit enhances tha understanding of South Africa’s
population irends and dynarmics, through ressarch conducled.

The Quarterly Labour Force Survey (QLFS) in a household-based sample survey conducied by siafistics
SA o collect data on the labour market activides of  individual aged 15 years and ebove.

The total process of collecting, compiling, evaluating, analysing and publishing ar otherwise
gi&&igﬁagsiﬂiﬁ.nnggsﬁgsu
country of & well-defined part of the country.

The survey aims fo provide a better understanding of the health status of the population in South Africa.
Key topics include child heatth, reproductive health, adult health and nurition

The main objectives is o provide population and household statistics at municipal ievel to government
and the privaie sechor, to support planning and decision —making

Are the projaction of the size and compostion of the fultve populstion, projections are used to

incorporate the impeots of HIV and AIDS on fertiiity and mortaly. This is dona 5o as to guide the
pianning of the demographic changes in future and how they alfact the populstion.

Infelloctual Properly Act , 208
Haalth and Community Personal Information Protaction ACT, 204
Protected Disclosure , ACT, 2004

National Archives and Record Sarvice of South Africa ACT, 36 OF 2001

information Privacy ACT, 200

Population projections are conducied in ordar 1 guide T8 planners on The demographio and populaion
Issues, 80 @8 to plan ahead.
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Risk Name

Risk Dascription

Probabiiity

MWL

impact
HIIL)

Controt Deseription

H H Recruitment of personne:
| Budget Limdted Budget H H Increase of Research Budget Manual
Software resources Software resources H H Procurement of Deparimental softwane Systam
Social unrest and Nslural | Soclal unrest and Natural .
disastery disasters M H Postponoment of the activity Manual

SOP - Resoarch Process
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