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Review Date 14 October 2021

Periodical Review Annually

Resources m Staff, Stationary, ICT Equipment, Protective Equipment, Sanitisers.

To document the Standard Operating Procedure (SOP) for receiving, acceptance and distribution of donations targeting the poor, homéless,
Intent of SOP displaced and unemployed. The SOP is intended to assist ECDSD to maintain existing financial management and intemal control
frameworks while ensuring that the necessary disaster relief support can be provided in the relevant circumstances timeously.

The SOP applies to the management of donations received by the Eastem Cape Department of Social Development from various donors

_ regardless of who they are or where they come from.
Objective(s) To provide infegrated strategic direction and support to achieve good govemance at all times.
Definitions HOD: Head of the Department.

DDG: Deputy Director General.




' Key Performance Indicator | Number of Service Delivery Improvement intervertions co-ordinaled.
 Principles ' Bathopele Principles:

_ Consultation: Stakeholders should be consufted on the nature, quantity and quality of services to be provided in onder o determine the
needs and expectations of the end users.

Sesvice Standards: Employees should be told what level and g uaity of public services they wil receive so that they are aware of what o
expect

Ensuring courtesy: Employees should be freated with courlesy and respect.

Acceas: All employeaes should have equal access to the services o which they are enfitied

Informafion: m:.___oiBa_n!8?5%%3?!&5%55%3.9@5&55:5

Redress: The ECDSD should establish a s&ﬂﬁa!a&&aig&ﬁaﬂ&ﬁ&ssggﬁig
| PARTICIPATION

All line managers and emplayees involved are key 1o the successful implementation of effective and efficient management of donaions.
ACCOUNTABILITY
The gé%ﬂa&mﬁ%aﬁgﬁ?g ab donations.

Compliance Measures 7.CONDITIONS UNDER WHICH DONATIONS IN-KIND CAN BE ACCEPTEDS NOT ACCEPTED

7.1The Head of Depariment or the delegated ofiiciat should ensure that the offer or acceptance of all gifis, donations and
aponsorships are:

- __ TA.1. In both the public interest and the overall interest of the vulnerabie and pocr peopie of the Eastem Cape Province |




whilst ensuring ihat the interest of sponsors or donors are appropriste,
Nwﬂﬁ.ﬂoﬁia;:a!ﬂgsﬂﬁsﬂ_&a_ﬁaﬁ_ aims, such as community development,
:u.vagiuﬂ_ 8. sponsors or donors involved with polilical or controversial objectives who seek the
. Depariment’s legitimacy or endorsement must be avoided,

q.._m,
8. Free from expeciations or percaption z§§§§§§3§§
na__mma_:__iﬁno_. n present of futuna dealings,

7.1.7. Visible to, and subject io reviews by various authorities inchiding the Exacutive Authority, Provincial and National
Treasury, Auditor General and the Legisiature to ensure objectivity and apenness and
.... PEEFEEE
7.1.9. The Head of Depariment may only delegate the responsibility attached to the granting and acceptance of gift,
donations and sponsorships to an officlal in the level of a Deputy Director (General or Chiaf Director or District
Director only.

8. APPROVAL OF ACCEPTANCE

8.1. The Head of Department or defegated official mandaied to coordinate Humanitarian Relief or Disaster Relief (as the case may
EE%?%%&E?EEB&EE or services required for the purposes of Provincial
Disaster Rellef, if compliance with the requirements set out in Regulation 21.2 of the National Treasury Regulations, see Annexure _
“A" Danation, Acceptance & Receipt Form. :
8.2. When a potential donor comes forward with an offer to donale essential goods or services required for the purposes of Disasier
Reéisf, the following process must be foflowed:

8.2.1. The Head of Depariment or delogated official responsible for considering the offer shall consider and decide whether |

=wg§n§ur in the circumstances for the Depariment to accept such an gffer and to record such
decision in writing.

8.2.2 When determining whether & is feasible and appropriate in the cscumstances for the offer fo be accepled, the Head |
of Department or delegated official meust cons| Eﬂ!ﬁ.ﬂ&!______ﬂ. e following factors:
2.3. The nature and scope of any disaster category that is or will become applicable in the Province;

a.n.a The relevance of the offer to mealing current or anticipated Provincial Disaster Reliof noeds,

8.2.5. The ability of the Depariment to ensure that the goods or services that are the subjact of the offer are direcled at
meseting current o %gﬁﬂgggg

~8.26. The cosis fo the Department of accepting the offer and directing the goods or services that are the subjsct of such




offer at meeting curment or anéicipated Provincial Disaster Rellef needs effectively (including, but notmiled to, |
logistics and storage costs),
7 82.7. Al financial, legal and other risks that the goods or services that are the subject of the offer may presentto human |
ife, the environment and crifical infrastructure should the offar be accepled; and .
8.2.8. The ability of the Depariment to assume-and mitigate all risks referred to in paragraph (vi) above.

| 9. NO OFFER SHALL BE APPROVED FOR ACCEPTANCE UNLESS:

8.1 The donor wamrants fo the Department, in writing, that the goods or services that are the subject of the offer are frea from any
defects and suitabls in all respects for Disaster Rellef purposes and, as such, do not present any material risks to human e, the _
environment or critical infrastructure. |

9.2 The donor assumes, in writing, full reaponsibility for any loss, demage or claim of any kind that may arise, whether direclly or
inclirectly, from the daployment of the goods or services that are the subject of ihe offer for Disaster Relief purposes.

9.3 The donor indemnifies, in wriling, the Department against any and all losses, damages or claims thal may arise, whether directly
ar indirecly, from any defects in the goods or services that are donated by the donor or from the negligenca or faull on the part
of the danor andior any agent, reprasentalive, contractor or employes of the donor when giving effect o the donation in
question (as the case may be).

9.4 The Head of Depastment or delegated official may negotiate with the donor on any further conditions that he or she considers
appropiiate for the protection of cilizens, the environment, crilical infrastructure and the interests of the Depariment and that
should apply to the acceptance of the offer.

9.5 The Head of Department or delegated official must record in writing the reasons for approving of rejecting an offer.

9.6 The Head of Department or delegated official must ensure that the donor is given wiitten nolice of whether the offer has been
accepied and, i so, on what conditions.

9.7 Cash donafions ana not encouraged by the Depariment as it might take longer period to access donaied funds from stalo coffers |
however, it is advisabla that donors to purchase directly from ssflers the goods or services intend o donale. _

9.8 The Head of Department or delegaled official must keep a register of ail donation accepted by a department. _

9.9 Where the offer is approved for acceptance, the Head of Depariment or delegated official must take all reasonabile steps to _
ansure that the goods or services that are this subject of the-offer-are direcied at meeding cumant or anficipated Provincial
Disastor Ralief neads effactively and timeously and with minimal risk to human e, the environment, critical infrastruciure and
the mterests of the Depariment.

9.10 Whers the offer is approved for acceptance, the Head of Department or delegated official must obiain in writing from the donor
an indication of whether the donor’s idenfity may be noted in the relevant department's annual financial statements pursuant to
Regulation 21.2.4 of the National Treasury Regulations. ¥ the donor wishes to remain anonymous, the responsible accounting
must comply with the requirements of Reguiation 21.4.1 of the National Treasury Regudations.

9.11 When a polantial denor comes forward with an offer to donate essential goods or services required for the purposes of
Humanitarian Relief or Disaster Relfef, the following process must b followed: -




9.11.1 The offer must be directed o the Head of Depariment or the delegated official, a

8.11.2 Upon receipt of the offer, the Head of Department or delegated official must determine whether the offer shotld be
considered for acceplance by DSD,

9.11.3 The Head of Depariment or delegaled official shall consider and decide whether it is foasible and appropriate in the
circumstances for the department to accept such offer and to record such dacision in writing.

9.12 When detemmining whether it is faasible and appropriaie in the circumstances for the donations o be accepied, the Haad of
Department or delegated official must consider, amongst other things, the following factors:

9.12.1 The nature and scope of any disaster category that is or will become applicable,

9.12.2 Cusrent or anficipated Provincial Humanitarian Relief needs, ’

9.12.3 The relevance of the offer io meefing cument or anlicipated Provincial Humanitarian Relief needs,

9.124 The ability of the Department to ensure that the goods or services that ara the subject of the offer are direcled at
meeting current or aniicipated Provinclal Humanitarian Refief needs effectively,

9.12.5 The costs o the Depariment of accepling the offer and directing the goods or services that are the subject of such
affer at meeting curment or enlicipated provincial Humanitarian Relief needs effectively {including, but not imited fo, |
logistics and siorage cosis}, :

9.12.6 Al financial, legal and other risks that the goods or services that are the subject of the offer may present fo human
life, the environment and crifical infrastructure should the offer be accepted, and

9.12.7 The abllity of the Department to assume and mitigate all risks referred to in paragraph (f) above.

9.13 The Head of Department or delegated official must ensure that the offer is given a writien nofice of whether the offer has been
acceptad and, if s0, an what conditions. . _

9.14 Where the offér is approved for acceptance, the Head of Department or delegated official must take all reasonabls stepe to
ensure that the goods or sarvices that are the subject of the offer are direcied at meeting current or anfisipated provincial
Humanitarian Relief needs effectively and timeously andwith minimal risk 1o humen fle, e anvonment, cribcal inkastructure |
and the intarests of the Depariment.

9.15 When approving the acceptance of a donation after fllowing the relevant process set out above, the Head of Department or
delegaled official concamed must ensure that full detafls of such donation are recorded in a ragisier of relief-related donations
inkind,

9.16 Such register must be kept and maintsined by the Head of Depariment or delegated official and shall assist the Department fo
disciose all relief-related donations in kind accepled by it in a note in the Dapartmental Annual Financial Statements (in
accordance with Regulation 21.2.4, read with Regulation 21.4.4, of the NTRs).

9.17 I a donor requests to remain anonymous, the Head of Depariment or delegated official must, in accordance with Regulation

21A.1 of the National Treasury Regulations, submit to the Provincial Traasury a carfificate from both the Public Protector and the
Auditor-Generst, which states that the identity of the donor has been revaaled to them, that they have noted it and have no
objection.

9.18 Onoe these certificates have been provided to the Provincial Treasury, the Head of Depariment or delegated official must
ensure that the Deparimental Annual Financial Stalements do not in any way disclose the identity of the donor concerned.




9.19 All gifts and donations received in kind must be accounted for and disclosed in the Financial Stalements as prescribed by the
National Treasury in the Accounting Manual and the Modified Cash Standards.

| 10. FOODS DONATIONS ACCEPTED BY THE DEPARTMENT

10.1 Non-perishable food:
10.1.1 Canned foods,
10.1.2 Dry foods {e.g. rice, pasta, fiour, cereal, nuts, crackers, eic.),
10.1.3 Condiments (e.g- ofl, sugar, sall, ketchup, mustard, relish, jam, elc.),
10.1.4 Dehydrated food (e.g. mushwooms, apricols, grapes, eic.),
10,15 Non-refrigerated beverages (9:9. UHT mik, carhonated soft drinks, etc.),
10.1.6 Ready-tp-eat food (Le. surplus food from licensed food establishments that does not require reheating),
10.1.7 Baked goods (e.g. bread, cookies, muffins, elc.),
10.1.8 Sandwiches,
10.1.9 Salads
10.1.10 Fresh fruit and vegetobles:
10.1.10.1 Unpeeled whole fruils and vegetables,
-10.1.10.2 Fresh fruit and vegetable juices,
10.1.11 Dairy products:
20.1.11.1 Mitk, yogurt, cream, buiter, cheese, etc.
10.1.12 Refrigerated and frozen food (requires cooking or reheating), Meal, Fish, Vegelables, Eggs, Ready meals, Baked
goods.

11. FOODS DONATIONS WHICH CANNOT BE ACCEPTED BY THE DEPARTMENT
11.1 General:

11.1.1 Foods donated as a resukt of flood, fire, smoke demage efc.
11.1.2 Foods that have passed their "Usa By" or expiy date,
11.1.3 Foods exposed by damaged or opened packaging,
11.1.4 Foods that are removad from their original packing and repacked into other packaging
11.2 Canned food:
11.2.1 Food in mouidy, bulging, leaking, rusted or severely dented cans,
11.2.2 Cans with improperly formed or defocive seams,
11.2.3 Cans with licgible or missing kabels (unless there is reliable assurance as to the conlents of the cans),



11.24 Home-canned food.

11.3 Ready-to-eat food:
11.3.1 Lefiover food from a patron’s table,
. 11.3.2 Home-prepared food,
11.4 The food donor must provide the known *Use By” or expity date at which the food items cease to be safe for human
o Consumption. B ]

Performance Measure Effective and efficient coordination and management of all donations receivad by DSD from different Donors.
 Desired Performance Timeous provision of necessary disaster refief support In the relovant Gircumstances, - -
Process Input | Community requirments, DSD COVID-18 donation request. o o

Process Output | DSD COVID-19 donation guidelines, DSD COVID-19 Received donation.
| .



r‘|?|-

COVID-19 DONATIONS PROCESS |
ask Procedure T..EEE_E _ o.w.___.lasﬁs Service Standard
« Coomdinzle donations hatcanbereceived | »  HOD .i. Donation Dally |
twough the referral of Premier, DSD Momberof | «  DDG Development requirement
the Exiacutive Council {(MEC), other MECs ather Soclal Sarvices COVID-19 donation
Polifical Heada, othar govemment Departments guidelines _
and private companies or individuals.
m_na__s_umuogs._m&s______i:nﬁ_. DDG Development |
are drafleg. . Soctal Services _
Approve DSD draited COVID -19 donation e HOD
guidefines. _ -
e Receiva all donations referred to the Provincisl | »  Chief Direclor-Social Received danation | 1day
office for the benefit of communities or centers in Wollare Services
the districts. ) |
' Receive donaions on behalf of HOD within the | *  Dietrict Director
disirct s Local Sarvica Office
_. gi&%sgaagg_ Manager
within the district. Social Work
Manager
Commesnity
Development
Manager
Centre coordinator




3. [Mnspectandverlly | e Delogale an official to: & Chief Director-Socidl | »

| donation type and - Inspect the type and condition of donationls | Welfara Services | o
&
quality received, in terms of quality and quantity. b :s_na.&aaﬁ__mo&
Wellar Services
branch
Manager :SRD
_ » Local Service Office
Manager
_ o District Social work
Manager
» District Communily
7 |
| Manager B
.gfiﬁ.mﬂass%sag.s Igiis, |« Directorwithin Social | » Ag
of donation donations m_a%eaaa_ﬁﬂa Waelfare Services
| i Inboth te public interest and e averall branch =
HIW&&SM&?%EL&% :2_.81_8!. Office
IS Covio | WOVRED, ensuring Manager
that the interest of sponsors or donors are District Sockal work
For purposes consistent with the promotion Disfrict Community
of provincial and national aims, such Development
community development, Manager
Poitically neutral, |.e. sponsors or donors
involved with pofitical or controversial
objectives who sesk the Department’
legiimacy or endorsement must
7 Able to stand the test of public scrutin
Well documentad to demonsirate




vi.  Free from expectations or perception of -
praferantial treaiment from the Depariment
regarding the sponsorship or donalion
involved, or n present of future dealings,

vii.  Visible o, and subject to reviews by various
authorities including the Exacutive
Authority, Provincial and National Treasury,
Auditor General and the Legisizture to
ensure objectivily 2nd openness and

vil. Used only for the purpose Intended.

. The Head of Dapariment may only delegate
the responsiblity attached fo the granting
and acceptance of gift, donations and
sponsorships to an official in the level of a
Daputy Direclor General or Chief Direckor or |
District Director only. _

« Approve the acceptance of any donations In

kind of essential goods or services required for

fhe purposes of Provincial Disaster Relief, if
compliance with the requirements set out in

Regulation 21.2 of the Nationat Treasury

Regutations, see Donation, Acceptance & |

Raceipt Form.

in case of cash Donation

_
| »  Notify the office of the DDG immediatsly when | o  District Direclors
there are passible cash danors, e Chief Direclors
»  Submit a lstier of intent to donate cash. »  Donor
= Enterinto an MOU with the Depariment on how
to spend the money.




- |e ReviewtheMOU. i. Legal Services

e Recommend the accapiance of the cash e CFO
donation. _
o Approve the acceptance of the cash donaion. | * 1
«  Fill and sign the donation, acceptance and »  Director within Sociel |«  Received donation | 1 day
| recelptform. Welfare Services ¢ Electranic Donations
¢ Record immediately accepied donations using branch Data Capiuring Tool
the electranie Donations Data Capturing Tool, o Manager: SRD » Reconded accepted
| Ensure that fhe donor organizallon, name, o Local Service Office donation
| conftact delails and the monetary value of the Manager o Updated Bectronic
| donation is caplured. '@ Disirict Social work Donations Data
» Change the status to ‘Accepted and Approved". Manager Capturing Tocl
] m.ﬁ:uﬁﬂ:ﬁ:ﬂ:am:nasﬁgo:_a_. Disrict Community
official who acceptad the donation Is caphured. Dévelopment
| Menager
na |« UNikze diskict storage facilities fstrong reoms for | «  Director within Social | «  Storage
salokeeping of donalions or use Provincial Food Welfare Services « Safe kept donalions
Bank for delivery and distribution of donations branch
{food parcels, clothing andfor any type of o Manager: SRD
donation that might need fransportation. o Local Service Office
Manager
o District Social work
Manager
District Community
Development
Manager
_. Chief Direclor Social
o |dentify Pravinclal Food Bank. Watfare Services




'» Facilitate establishment of Food Banks o Distict Divector |

incorporaling multi-sector stalaholders for
sourcing and distribufion of donations (District
(| and Local Sarvica Offices) “

7 | Coordinate the «  Ukiiizo the SRD Policy for Donafion Distribution. |«  Chief Director Social | «  Community donation | 1
transportation of o Allow ofiicials % use Departmental or their own | Welfare Sarvices requirements
tonations to the vehiclas for transportation of dortions. branch o Listof defivered

‘ o  Allow donors fo use their own vohicles /offer | »  District Direcior donations to the
7 transport for transportation of donafions. i. District Management community
| 8 | Montor DSDCOVID- | »  Submit a request for the production of raports to | «  Chisf Director Social |«  Mondtoring report
19 Donations monkior the donations received and distibuted | Wellare Services/ | «  Donafion recorda
across the province. Delagaled Official /

Eﬂgana_.

7-§ma§8=§§§. , | » Information
accepiad and approved distribited as per the Managemesit

7 raquirements of the HOD or delegated official. Services Director

|® N_Easna_asuungﬁag_. Delegaled Official / |
Acceptance & Receip! Forms} for received District Director
donations are seanned and e-mail to the Office of

_ the Chief Director Institutional Support Services
on Thursday's of every week. .

«  Submit o DDG's Offce every Fiday's of every | Ut Drector 1SS

|k

o Submit the registers and the forms fo Asset
Managementfor record keeping and reporfing, | © U0 ot e DDG

= Submit these documents lo Accounting Services | «  Asset Management
for reporiing in the Financial Statament.




LEGISLATION, POLICIES, PROCEDURES & OTHER DOCUMENTATION (i.e. SOPs

Circular No.3 of 202012021: Faciiitating the recelpt, reporting and accounting for donations |
turing the COVID-19 pandemic. 2020/2021

Framework on Coordination of | Guiding Framework on Coordination of donations in the Eastem Cape Department of Social 5 May 2020
donations in the Eastsm Cape | Development.
Department of Social
Development




COVID 19 DONATION PROCESS RISKS

iz, Impact

E 3...& (HIMILY Control Description

Manla
Donated Money e Donaled fundscaniead | M H o To request donors to deposit fund donations to the
fo maladministration, central bank account
» Donated funds may be
unaccounied due to

officials not reporting the
funds donaled,

o Donated cash funds
aaz_uausm_.ﬁ
instead being depositad.

e Donated goods may be
utikzed for personally
enrichment. -

Donations Bemsnot | «  Beneficlaries not L M o To utilize schedule donation delivery. Manual

reaching the intended receiving food parcels or ¢ To request SAPS fo accompany delivery vehicles/

beneficiaries donated items due to trucks.

food bank robberies,

transportation and other
ingistical issues.







