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1. Preamble 
(Give Introduction and background to the development of this policy)
2. Definition of terms

3. Purpose
The purpose of this policy is:
3.1 To 
3.2 To
4. Scope of Application

Who is affected by the policy (identification and consultation process)
5. Governing Prescripts/ Legal Framework
5.1 The Constitution of the Republic of South Africa, 1996 (Act No 108 of 1996), as amended;
6. Policy Provisions (all the details of the policy)
7. Roles and Responsibilities (in relation to this policy)
8. Monitoring, Evaluation and Reporting (in relation to this policy)
9. Implementation
9.1 This policy was approved by the Superintendent Genera; and the Department’s Senior Management Team on the ___________________(date) and is effective from ________________(date).

9.2 This policy supersedes all previous policies relating to this area, which are hereby repealed. 
10. Review of the Policy

This policy will be applicable from the date of approval and will be reviewed annually/bi-annually. 
11. Annexures

11.1 Annexure A: 
11.2  Annexure B: 
12. Approval

Authorised by:




N. Mbude
Signature:




________________

Position of authorising person:

Head of Department
Date Authorised:



________________
Developed by:




___________(Directorate responsible for the policy)
Date of last review:



________________
Date of next review:



________________
This policy replaces: 



________________ (Name of the policy it replaces)
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