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APPENDIX A

BOTSWANA GOVERNMENT STRUCTURE



Botswana Government Structure

Botswana Government Structure
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and Development Planning High Court of Appeal
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Ministry of mineral Resources and Customary Courts
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Ministry of Energy and
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and Technology
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APPENDIX B

DEPARTMENT OF ADMINISTRATION OF JUSTICE STRUCTURE



Department of Administration of Justice Organisational Structure

Administration of justice

Legal Administration Judicial Administration General Administration
Statistics, Archives

High Court of Appeal Planning and Development Personnel Management and
Development
High Courts
1gh(2)ou Finance and Accounting

Administration and
. Support

Magistrate Courts

(17)

Library

Security Services



Employees in the Department of Administration Justice

Administration of Justice

Legal Administration Judicial Administration General Administration

High Court
Chief Justices
Judges
Registrar and Masters

Magistrate Courts
Chief Magistrate

Principal, Senior

Grade 1, Grade 11

Under Secretary
Managers
Assistant Managers
RM, Finance, Accounting,
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Supervisors/ Assistant Supervisors

Clerk of Court
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Court Reporters, Court Interpreters
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Staff




APPENDIX C

SURVEY QUESTIONNAIRE FOR MANAGEMENT



The quest:lons and scales are mamly de31gned _
, To rneasure your oplmons, beheves and behaviour



 SURVEY QUESTIONNAIRE

Please answer as accurately and as honesty as B

P0551b1e for reliability and
. accuracy ofresults.

' Please read instructions carefully
~ As they differ from section to section

The questlons and scales are mamly de51gned
To measure your opinions, believes and behav1our



SURVEY QUESTIONNAIRE

HRM Department, senior, middle and lower management.

Section A

1. Benefits of PMS.

Please indicate how you feel about the following statements regarding PMS in the Department.

(Please tick [v] the appropriate box).

a clear vision-mission and strategic plan. ----
PMS as helped the Department set
e o]
ol

clearly defined key performance areas ---

and performance measures.

PMS has led to the integration of

Department.
PMS mtegrates strategic goals, HRM
pOhaes’ Other performance -.. ..
nnprovement lmtlatwes such as Work

Improvement Teams (WITS).
The alms and objectives of PMS are well
e
all staff.

erformance management, - --
[ ek N

PMS is bureaucratlc and tlme
consuming.

PMS has improved communication
between senior management and junior
staff.

PMS has improved management skills in
the Department.

2, Are the Department’s key performance areas likely to change in the future?

Yes [:I 1 No l:l 2



3. Ifyes, please list up to four proposed key performance areas for the Department.

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
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4. Reasons for introducing PMS in the Department

Please circle each one of the factors listed below in order of importance to the Department for
introducing PMS.

(Please circle (0) the most important factor 1, the next important 2, and 10 being
the least important).

Factor [ Mostimporiance ____ Least important
*

Promote equal opportunities (gender
balance in management positions).

==
(N

YRy [y Y JUy FErY P
NININININININ
Wlw|lwlw|w|w]w
A L o | | o |
SHOIG TGS NS R S
NN NN N[N
CRICR|COIOION (000
OIVIV|WI[WOWIWY
= e | e [ [
QIQIOCIQIOIO

O
-

6
6
6
6
6
6
6
6

Other (Please specify) 1 2 3 4 5 6 7 8 9 10
012 3 45 6 7 8 9 10
-1 2 3745 6 7 8 9 10



Section B

1. Process followed when planning and designing PMS,

To what extent do you agree or disagree with the following features describing the process of
planning and designing PMS for the Department? (Please tick [v] the appropriate box)

Feature
Agree
1
statement were reviewed and assessed
before developing a PMS.
goals and

The Department’s roles,
objectives were reviewed and updated

before developing a PMS.

The Department’s strategic plan was
examined before designing a PMS.

The Departments strengthens and

weaknesses were assessed during PMS

Planning and Designing

The Department’s revised mission-vision --

roles, goals, objectives and strategic plan ---
were incorporated into PMS.,

Customers and stakeholders needs and
e I

designing a PMS.

i il W

incorporated into PMS. -
e |

and key performance measures were

identified before developing a PMS, --

Costs and benefits for introducing and
operating/maintaining a PMS were carried

out during PMS planning.

Staff at all levels were consulted during the
srocess of planning and designing PMS,

il W
PMS.
rlanned and agreed by the Department.

Staff training, briefing seminars and
workshops were carried out before

implementing PMS.
Methods monitor

to
effectiveness of PMS were identified and

apreed upon during PMS planning.




2. Planning for PMS

Please indicate whether the following were planned for or not when developing PMS.

(Please tick [V] the appropriate box).

Support staff required for PMS.

Staff training for PMS.

Equipment and facilities to assist and support staff
performance (e.g. office space, courtrooms, evidence
recorders, internet, library, database on past cases and
sentencing decisions, links with other departments to
share data on crime and offenders records (e.g. Police,

Information Technology (IT) required to support staff
performance and PMS (e.g. computers, Departmental
website, PMS web page, Sentencing Information

A timetable and plan for implementing PMS.

HR specialist/ consultants to launch/manage PMS.

Time away from the office to attend PMS matters
.¢. PMS training

seminars and workshops).

3. Budgeting for PMS

Please indicate if the following were budgeted for or not by the Department for PMS
purposes.

Please tick [V] the appropriate box.

I
Information Technology (IT). -
Toainng, [
Staff training for PMS. —

I

PMS Seminars, workshops and briefing .

Facilities and equipment to assist and support staff
performance.
4



Section C: Employee Participation in the Development and
Implementation of PMS.

1. Driving the PMS Process

Please rank the importance of people listed below in driving PMS.

(Please circle (0) the most important 1, the next most important 2, and 10 being the least
important)

-

Directorate of Public Service 1 2 3 5 6 7 10
National Productivity Centre (BNF
1

HRM Department, DPSM and BNPC

HRM Department, DPSM, BNPCand {1 2 3 4 5 6 7 8 9 10
External Consultant

DPSM, BNPCand ExternalConsultant |1 2 3 4 5 6 7 8 9 10
External Consultant 1 2 3 4 5 6 7 8 9 10

Participation in the Planning and Designing of PMS

Please indicate by ticking [ V] the appropriate box the extent to which people listed below
were involved in the planning and designing of PMS,

Involved | Involved | Involved | Involved
1 2 3 4

Staff - 0 1
‘TeamLeaders | | [ T
PMSCoordinator | | | ]
Geniorandlnemanagers || | |
‘HRMDepartment | | | ——— [
‘DPSMandBNPC | | | |
e N N
BNPC
HRM Department, DPSM,
N I
Consultant
Comstam e
Consultant
ExtermnalConsultant | — § | | ]



3. Responsibility for Implementing PMS.

Please indicate by ticking [V] the appropriate box the extent to which people listed below were

responsible for PMS implementation.

and BNPC
HRM Department, DPSM,
BNPC and External
Consultant .
DPSM, BNPC and External
Consultant

Responsible

Fully Partly Not Responsible

Responsible

AL
G2 -

4. The role of HRM Department in PMS.

Please indicate by ticking /] the appropriate box the extent to which HRM Department was

involved in the planning, desi

ing, implementation and review of PMS for the

Department.

Always
Involved

%l
pd

I!

§ L ]
-

Implementing P
PMS Review

5. Please indicate the overall role of HRM Department in coordinating PMS activities

Please tick [V] the appropriate box

Always
Involved

jud

Facilitate, support,

advise and guide staff
on PMS5.

Direct and control
PMS.

Staff Training in PMS
Other (Please specify)

Usually Sometimes Rarely Never
Involved Involved Involved Involved
2 3 4 5
I
R R
R D
-
Usually | Sometimes Rarely Never
Involved Involved Involved | Involved
2 3 4 5



6. Is there any specific Task Force, Team or Working Group other than HRM Department that is
responsible for coordinating PMS activities?

Yes D 1 No D 2

If yes, what is the role of the Task Force, Team or Working Group in coordinating
PMS activities? 1= Always, 2= Usually, 3= Sometimes, 4=Rarely, 5=Never,

(Please tick [V] the appropriate box).

Plan and design PMS, with guidance from HRM Department
Implement PMS with guidance from HRM Department
Review PMS, with guidance from HRM Department

Advice, guide and support staff on PMS related matters

Other (Please specify).

7. Time frame for developing and implementing PMS

How long did it take the Department to develop and implement PMS?

Please tick [N] the appropriate box.

Less More than
Than i one year
Three ' but less
Months

Planning PMS.
Designing PM5.
Implementing PMS.
Evaluate/Reviewing

2
Developing mission- --
vision statement.
Reviewing the
Department'’s roles, .-
obiectives and goals.
i ||

slan.,
Identifying key
ot | |
verformance measures
e I
targets.

I

]



Section D PMS Evaluation and Review

1. Has the Department reviewed PMS since it was introduced?

Yes l:,l No ,:Iz

2. How often is PMS reviewed?

Every Quarter l:' 1
Every Six Months l:l 2
Every Year |:| 3
Every Two Years L__l 4
Every Three Years 5
Every Five Years B 6

3. Please indicate which one of the following methods the Department uses review
PMS

(Please tick [V] the appropriate box).

Method to evaluate PMS Always | Usually | Sometimes | Rarely | Never
Used used Used Used
4

Cost and benefit analysis
Attitude surve

Questionnaires

Team discussions

Formal Feedback (written
Informal/ verbal feedback
Other methods (Please specify).

|t

4. 1f PMS has been reveiwed, please tick [v] the appropriate box to indicate the recommendations
from PMS review.

Continue with existing PMS 1
Improve existing PMS E 2
Continue with but improve existing PMS D 3
Discard existing PMS I:]4

5. If the review recommended improvements to existing PMS, were any changes made to the
existing PMS after review?

Yes I:' 1 No l:l 2



6. If yes, please list up to four things that were changed after reviewing PMS,

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

---------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------

Section E

1. PMS Outcomes

Please tick [V] the appropriate box to indicate to what extent you agree or disagree with the
following statements.

Strongly Neither
Agree nor

Strongly
Disagree

Strongly
Disagree

Agree

Disagree
3

4 S

Productivity has improved
since PMS was introduced.
PMS has led to improvement
in the quality of service
srovided by the Department.
PMS has helped the
Department to operate
within budget.

PMS has led to development
of staff skills and
competencies.

The Department’s leadership
style has improved since
PMS was introduced.

PMS has led to improvement
in equal opportunities for
staff (e.g. gender balance in
management positions
Management and staff are
motivated by PMS.

PMS has led to a reduction

in staff turnover.

I |

IINEEENIL

2, Is the Department planning to make any changes to PMS arrangements in the next 12
months?

Yes |:|1 No |:|2



2.

Section F

1. Performance indicators and measures used by the Department

Please indicate which one of the following performance indicators and performance measures the
Department uses.

(Please tick [ ﬂ the appropriate boxes).

Z,
=3

Performance indicator/measure

Financial
Total costs, actual compared to budget

Customer based _
Number of cases candled (no. _
Average time spent on a case (no.
Number of complaints (no.
Customer satisfaction

Internal processes and development
On time delive
Average time for decision makin
Improvement in productivit
Cost of administrative errors/management revenues (%
Cases handled without error (no).

Number of cases reversed on appeal by a high court (as
indicator of quality of service of the lower court) (no.

Renewal and development
Improved management of work
Competence
Information Technology investment (Pula
Investment in training (Pula
Sugpested improvements/ employee (no.

;

-
e

5

Number of employee (no.
Employee turnover (no.
Average years of service with organisation (no.

Average age of employee (no. -

Time in training (days and year) (no.
Average absenteeism (no.

Number of women managers (no
Attitude surve

Opportunities for advancement
Ability to use computerised system

g
3

Are there any other performance indicators or measures that are used by the Department
that are not covered in the above table?

Yes I_—_:l 1 No I:I 2

10



3. If yes, please list up to four key performiance indicators/measures used by the Department
but not covered in the above table.

iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii
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---------------------------------------------------------------------------------------------------------------
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Section G

1. Partnerships established and maintained by the Department for purposes of
a Performance Management System.

2. Does the Department maintain any partnerships with other institutions, agencies and
organisations?

Yes |:|1 No |:|2

If no, please go to Section H on the next page.

3. If yes, which of the following organisations has the Department established partnerships
with.

(Please rank in order of importance, by crcling (0) the most important 1, 2 being the next important, and
10 the least important).

CustomaryCourts 11 2 3 4 5 6 7 8 9 10
TribalCourts 11 2 3 4 5 6 7 8 9 10 _
Law Firms in private practice
Regional organisations (e.g. SADC).
International organisations 1 3 4 5 6 7 8 9

Other (Please specity)......

pd
N
-
-

prcd
W |
W | |
S ELS L6
MOV O
it Rt f R |
OGO |0
O |0 |\O
SEE

b
NININ
W

11



g, Benefit from partnerships with other organisations.

How has the Department benefited from these partnerships?

(Please tick [V] the appropriate box to indicate level of benefit from partnerships).

No

Experience sharing on performance
and performance management.

Information sharing on performance
and performance management.

ke N I O N
sharing.
oSl N I N N
international law enforcement.

Member of legal treaties

) N N N

Other benefits (Please sPeafy)

Section H

1. Effectiveness of PMS
To date, how effective do you think PMS has been in achieving intended goals and

objectives?
Very Effective |___| 1
Moderately Effective l:l 2
Neither Effective nor Ineffective I:l 3
Ineffective D 4
Very Ineffective I:l 5

2, Challenges of PMS

Please list up to four challenges faced by the Department when developing and
implementing PMS?

PO I PRERURINROENIROSIORRRRBEORERTS TIIYIEITREREY CORSORREIENNIBRNNTNONID C0US0000RIENIOERENEDERIED COINSINISIIGTIUSIRIOETRDY e

sesrae ST NIRRT IR0 0PN R0 PP OCIREEP ORIt IO IcIauORicessrauonentness CR000003000C0REINISRRORIRS evcoons sosENNSOIRISTSE oo

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------- EARENRRLA SR AN RRIR AN RIS AR R XN NRRERRZERNSRINRRNENRENT,
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3. Do you have any other comments you would like to make about PMS process and practice in
the Department not covered in the questionnaire?

Yes ':I No |:|

If no, please go to question 5.

4, If yes, please write your comments the space provided.

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

5. On the overall, do you think the DAQJ is?

(Please tick [v]to indicate

Very Effective I:' 1
Moderately Effective |:| 2
Neither Effective nor Ineffective D 3
Ineffective l:, 4
Very Ineffective D 5

6. Would you be willing to take part in a follow up i interview in relation to PMS process and
practice in the Department?

Yes [:I 1 No |:| 2

If no, go to the next page.

7. If yes, please provide contact details
INAINE: . craisrennsnsnaereareessstneresrnttntestietetnissnercsrsresssscssressasstssssnesessosersessnsonss .

G CHON /UL . e ueeeierersesercensecseeacerscnsrersasesesssossossssssssnssssssessnsensessssessensssns

Telephone Number:.....cccoeernnnes Ceousereetetanarstntesnntrentrrrseraeisnresteresressnraras

Fax Num-b er: lllllllllllllllllllllll AR L AL AR L R R N N R E R R R N R N S R SR R RS s R s R s s s R I I NI T T Y
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Please complete the final section of the questionnaire on employee background.

Section ] Employee background questions.

Please tick [V] the appropriate boxes.
(a) Age
Age at last birthday I:'

(b) Gender

Male |:___] 1 Female D

3. Please write in your highest Education Level (e.g. GCE, Diploma, BA, LLB)

Primary school
Some Secondary school

Completed secondary school

1
2
3
Vocational/Trade skills I
5
6
7

University (indergracuale) ]

University (graduate/postgraduate) |:|
Fotssioal qalifcator E—

4. Position
Senior manager ] 1 Middle manager [ ]2
Supervisor I—_—' 3

5. Profession (Please tick appropriate box)

Chief Justice D 1 Justice/Judge E:' 2

High Court Registrar I:I 3  Deputy Register I:l 4
Assistant Registrar | |5  Under Secretary [ ]e

Senior Accountant |:I 7  Magistrate |:| 8

Chief Admin. Officer I:I 9  Clerk of Court D 10
Prosecutor I:I 11  Deputy Sheriff I:] 12
Lawyer I:l 13  Senior Interpreter L:I 14
Senior Court Reporter |____| 15 Supervisor I:I 16
Oher (PIEASE SPECIEY)seseraseserererersrerererasssssssessesessrssssesssensaressserssensssssaresssessasasens

14



6. Please write in the boxes provided to indicate the number of years of work experience.

Total years Of WOrk eXPerienCe..ciiuereicerierrieecrerseseaereesreesrsncsessnasssnssessessessonssss :
Number of years working in GOVEINMENLt......ccveecieerererrrererensssrerrarerscesssssenssses .
Number of years working in the DAQ].....cceuveerernerenreereecarersesesseessessssrnssosssssens
Number of years working in the current Section 0F Unlit......veeeererecenceeresseeseossorens :

7. How many employees do you directly supervise? |:|

Thank you for taking the time to complete this questionnaire

15



APPENDIX D

SURVEY QUESTIONNAIRE FOR NON-MANAGEMENT STAFF



SURVEY QUESTIONNAIRE

To be completed by employees below supervisory level.
Section A

1. Employee participation in the development and implementation of PMS.

Please indicate your participation in the following activities regarding the planni ioni
implementation and review of PMS in the Department. 6 © planning, designing,

Please tick [¥]the appropriate box

development of the - Department’s
mission-vision statement.

development of a strategic plan.
rlanning and designing of PMS. -----

Staff comments were incorporated
into the designing of PMS.

My section/unit is represented in the --
Dcpartmental PMS Task
Force/Committee/Working Team. ---.
Employees have participated in the
review and evaluation of PMS. -----
2. Please tick (V) the appropriate box to indicate the extent to which you agree or
disagree with the following statements.

Agree ' T
; Disagree
1

Facilities and equipment required to assist and

support stafl performance were adequately
planned and budgeted for (e.g., computers,

courtrooms, office space, evidence recorders,

library).
Time away from office to attend PMS related

matters was planned for (e.g., PMS training,
workshops, and bnefing).

StafTf received adequate training in PMS. _
Employees were adequately briefed before
PMS was implemented. '




3 Benefits of PMS

Please indicate how PMS has helped you in your work.

Please [V]tick box that apply.

Neither
Agree or

Strongly
Disagree

Disagree

I fully understand the Department’s key
performance areas and  performance
indicators/measures. s

PMS motivates me to work harder

PMS was introduced.
work and organisation.

[ fully understand what PMS is all about.
PMS helps me plan my work better.

4. Please indicate to what extent you agree or disagree with the followi '
Decpartment has benefited from PMS. owing statements regarding how the

Please tick (V) the appropriate box

Neither

Agree or
Disagree

PMS has helped the Department set specific and
achievable goals and targets.

Performance appraisal and reward system are fair
and consistent since PMS was introduced in the
Department.

PMS encourages and supports teamwork and
teambuilding in the Department

The system and process of appraising staff has
improved since PMS was introduced (e.g. quarterly
performance review, self assessment).

Communication and consultation between senior
management and staff has improved since PMS was

introduced in the Department

|



5. Factors affecting performance and performance management in the Department

Please indicale how you feel about the following factors regarding your performance and
performance management in the Department.

(Please tick [V] box that apply).

Neither

Agree or
Disagree

The Department’s management style is
supportive and involving.

The Department’s culture encourages
innovativeness, supports high performance and

high quality of work.

oh
There is openness, mutual trust and respect in
the Department.

The Department’s culture embraces change. _——
My workload prevents me from being effective. | | | [ I

The Department’s mission-vision, strategic plan
and objectives are clearly communicated to all

staff.
The conditions of service in the Department are

supportive of high performers.
The Department has adequate facilities and
equipment to assist and support staff
performance and PMS (e.g., courtrooms, office
space, internet, library, evidence recorders,
Departmental website, PMS web page).

The Department’s policy 1s flexible, supportive,
facilitates performance and PMS.

o
NOSitIVE. -
il I
training plan.

The Department provides appropriate training
and induction courses for new and existing staff.

The current appraisal and reward system needs
to be revised to make 1t appropnate for staff in

the Department.

There is poor communication between senior
and junior staff. -
R
changed.




6. PMS Outcomes

Please tick the appropriate box to indicate the extent to which you ' :
agree or disa :
statements. you agr gree with the following

— Agree Nenl]er

Agree or
1

performance management system was

introduced in the Department. .---.

PMS has led to improvement in the

Department. “

operate within the budget. --

PMS had led to development of staff

skills and competencices. ----

[

improved since PMS was introduced. ----

PMS has led to improvement in equal

opportunities for staff (e.g., gender .--..

balance in management positions).

PMS motivates management and staff.

N
wrnovers rocution n st ---=-
turmover.

7. To date, how effective do you think PMS has been in achieving intended goals and
objectives?

Strongly

Very effective | D 1
Moderately Effective [ ]2

Neither effective nor Ineffective D 3

Ineffective o []4

Very ineffective I—_—] 5
8. Listup to four challengeé; faced by DAO] when introducing PMS in the Department.

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
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9. Please list up to three things you like about PMS.

................................................................................................................

---------------------------------------------------------------------------------------------------------------------
iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii

---------------------------------------------------------------------------------------------------------------------

..............................................................................................................
...................................................................................................................
..................................................................................................................

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

11. Overall, is the DAQ]

(Please tick [ V] the appropriate box).

Very effective |:| 1

Moderately Effective :l 2
Neither effective nor Ineffective D 3

Ineffective D 4

Very ineffective |:| 5

12. Do you have any other comments you would like to make about the PMS process and
practice in the DAO] not covered in the questionnaire?

Yes E:] 1 No I:l y.
If yes, please write your comments in the space provided.

"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""
------------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------------------------------------------
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13. Would you be willing to take part in a follow up interview i _
e
practice in the Department? P w in relation to PMS process and

Yes |:| 1 No |:| 2

If no, please go to Section B of the questionnaire below.
If yes, please provide contact details

Name: ..ceeeeenese teessssenntecesteststoeteenesesnneses

Section B:
Employee background questions.

Please tick [V] the appropriate boxes
1.Age: Please write age at last birthday l:'

2.Gender

Male |:| 1 Female D 2

3.Highest level of education

t v h.i h ’ o - v |
Vl/iré )e' in your highest level of education in the space provided (e.g. GCE, Diploma, BA,

Primary school 1
Some Secondary School E ,
Completed Secondary School 3
Vocational/Trade training E 4
University (undergraduate) 5

6

7

University (graduate/postgraduate)

Professional Qualification

Please Tum to the next page



4. Position

Please tick [V] the appropriate boxes

Administrative 1 Legal 2
Technical g 3 Clerical g 4
Other (Please SPeCify).cicesieeraiiurireriiniicnniucececeassocaracesernsassnss

5. Profession

Please tick [V] the appropriate boxes

Magistrate [ Prosecutor ]2
Lawyer []3 Interpreter [} 4
Translator > Administration [ 16
Technical 7 Clerical ] 8
Other (Please SPecify)..cicssercreietececerecscrernsesenns

6.Work experience

Please write the number of years of work experience.

Total number of years of work experience
Number of years working for Government

Number of years working in the DAQ]

HIN[NN

Number of years working in current Section or Unit

Thank you for taking the time to complete the questionnaire.



APPENDIX E

SURVEY QUESTIONNAIRE FOR USERS OF SERVICES PROVIDED BY THE
DEPARTMENT OF ADMINISTRATION OF JUSTICE



SURVEY QUESTIONNAIRE

To be completed by users of the Judicial system in Botswana.

Section: A

1. The Performance of the judiciary in Botswana.

Please indicate the extent to which you agree or disagree with the
following statements.

(Please tick [V] the appropriate box).

— N
I am satisfied with the performance of the

Department of Administration of Justice.

The Judiciary provides user-friendly court

environment.

Judges are out of touch with what ordinary
reople think.

Public officers in the Department
Administration of Justice are commtitted to

C uaht serwce dehve

Money spent on programmes to improve
performance of the Department of
Administration of Justice and Public officers is
money well spent. (e.g., Work Improvement

Teams (WITS), Performance Management

The judicial system in Botswana takes into
account interests, expectations and values of

the community and interest

The judicial system in Botswana does not
srotect the public from criminals. -

The ]udlaal system is responsive to changes
taking place in the global environment.

The ]dlaal system in Botswana neglects
human rights.

The performance of the judiciary in Botswana
meets mternal:onal standards

ot ot S|

system.

i N
decentralised. -



2. Independence, transparency and impartiality of the judiciary.

Please indicate to what extend you agree or disagree with the following
statements.

(Please tick [V] the appropriate box).

Strongly
Agree

The ]l.ldlClE.l system in Botswana is independent
o I

review throu orh the mecha.

e ki
edical ystom R
L il O

without foar ant favour ---
o i N

the appe sal structure m Botswana. -

All customers Department

respect and courtesy.

3. Knowledge about crime and the judicial system in Botswana.

Please indicate the extent . you agree or disagree with the following statements.
(Please tick (V) the appropriate box.)

Strongly | Neither Agree
Agree nor
2
-

Disagree

I learn about crime through the media.
Department of Administration of ]ustlce
should educate the pubhc about crime, sentencing

and justice issues.
Violence against women and children is more

snlv acknowledged than in the last 5-10 years.

The Department Administration of Justice should

not neglect the importance of communicating with

the public on justiceissues, .----

The Police are doing a good job in educating the

The Department of Administration of Justice
should inform the public about different services -.-

and assistance programmes provided by the

The ]l.ldlClﬂl system in Botswana acknowledges
the right of young offenders, gender and other

social groups.




4. Sentencing and the law in Botswana

Please indicate to what extend you agree or disagree with the following statements.

(Please tick (V) the appropriate box.).

Agree | Strongly | Neither
Agree
3

Judges are too lenient when sentencing
offenders.

Community service should be used to
reduce overcrowding and cost of
imprisonment (for minor non-violent

Disagree

First offenders should not be sent to
yrison (for minor non-violent crimes).
Rehabilitation should be the primary
aim of sentencing punishment.

Wealthy offenders or offenders with
clever lawvers get off on technicalities.

There is transparency in our court
system.

The judiciary interpret the laws and
rules consistently, independently and
fairly.



5. Qutcomes of the Judicial System

Please indicate to what extend you agree or disagree with the following
statements.

(Please tick (V) the appropriate box.)

— =1
Agree | Agreenor
Disagree
3 4
In general, crime rate has gone down in
it I A N N
The judicial system aims to satisfy
customer (public) expectations and
needs.
The judicial/sentencing system in
S
behaviour.
Public safety and secunty are the
concern of the judicia ----
Pl I
doing their best to reduce crime. --
The judiciary resolves disputes .
transparently, consmtently and
-.--
reasonable speed. --

6. Overall, is the Department of Administration of Justice in Botswana.

(Please tick [V] the appropriate box).

Very Effective |:| 1
Moderately Effective l:l 2
Neither Effective nor Ineffective D 3
Ineffective ] 4
Very Ineffective | ] 5



7. Improving the performance of the judiciary in Botswana

Please list up to three things that should be changed to improve the quality of service
provided by the judicial system in Botswana.

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

.........................................................................................................................

...........................................................................................................................

8. Please list up to three things that should be changed to improve the performance of the
Department of Administration of Justice in Botswana.

.......................................................................................................................
..........................................................................................................................

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

9. Are there any other comments you would like to make about the performance of the
judiciary and the judicial system in Botswana?

Yes [ ]1 No [ ]2

If no, please complete the last section of the questionnaire on pages 6 and 7.

10. If yes, write your comments in the space provided below.

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll



Section B

Respondent background questions.

Please tick [V] the appropriate boxes.
1. Age: Please write age L]
2. Gender

Male Dl Female I:I 2

3. Marital status

Single D 1
Living with a partner [ 2
Married |:, 3
Divorced I:I 4
Widowed [ s

4. Highest Level of Education

(Please write in your qualification, e.g. Standard 7, GCE, Diploma, BA degree).

Primary Schol I—
Some Secondary School |:| 2
Vocational/ Trade Training |:I 3
Universit-y (undergraduate) I:l 4
o
6
7

University (graduate/ postgraduate)
udent R

5 Employment Status
Employed full ime [T]1 Employed part time [ ]2

Self Employed D 3  Not Employed I:l 4
Student ,__"I 5



6. Industry sector.

Please tick appropriate box.
Government []1 Private Sector | ]2
Parastatal | [_—_IS Non Governmental Orgam‘sationD 4

7. Profession

Banking [ ]1 Finance [ ]2
Education []3 Health [ ]4
Legal []5 Management [ |6
Other (Please Specify) «ceceeeisarananns

8. Location.

Please tick the appropriate box to indicate where you currently work.

Gaborone |:|1 Lobatse Ez
Kanye 3 Jwaneng 4
Mochudi E 5 Molepolole D 6
Mahalapye D 7 Palapye I:l 8
Serowe 9 Francistown 10
Maun | B 11 Kasane E?Z
Please tick the appropriate box to indicate where you currently live.

Gaborone E 1 Lobatse |:| 2

Kanye 3 Jwaneng - [ |4
Mochudi D S Molepolole 6
Mahalapye [ |7 Palapye B 8
Serowe ' 9  Francistown 10
Maun . E 11 Kasane E 12

Thank you for taking the time to complete the questionnaire.,



APPENDIX F

DAOJ MISSION AND VISSION STATEMENTS



Mission-Vision Statements: Department of Administration of Justice

Mission Statement

To maintain, sustain and develop an effective judicial system that
dispenses justice fairly, impartially and expeditiously, and uphold human
rights, democracy and the rule of law in accordance with the constitution

of Botswana

Vision Statement

Justice for All

‘Justice for all specifically means an independent, efficient and effective
judiciary in terms of timely delivery of services. An accessible and
affordable judiciary in terms of simple and user friendly procedures.

Skilled, professional and motivated staff with a good work culture. Open
channels of communication. Common understanding of justice and

fairness between the public and the judiciary through initiatives such a
public education campaigns and public relations desk.



APPENDIX G

‘DAOJ Yalues and Strategic Goals



Value Statement and Strategic Goals: Department of Administration of Justice

Value Statement

Integrity
Professionalism
Transparency
Timeliness and Responsiveness
Quality Service/Provision of World Class Service
Empowerment '

Personal Responsibility
Teamwork

Source: DAOJ (2001a)

Strategic Goals for 2002/03

To promote correct interpretation of the law in making decisions.
To promote greater access to justice.
To resolve all disputes in a transparent, professional, consistent and timely

manner.
To equip all courts with state of the art technology to improve service delivery

and reduce delays.
To enhance efficiency and effectiveness in the provision of a world-class

service.
To promote and protect the independence and impartiality of the judiciary.

To develop and retain personnel who are representative, professional and
sensitive to diversity issues, especially to issues of gender, and other social

groups.
To improve the process/methods of delivery of all key services.

Source: DAOJ (2002b)
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MEMORANDUM

TO: All Magistrates In-Charge of Stations REF: RM 1/5/7
All Registrars, High Court Lobatse & Francistown
All Clerks of Court In-Charge of Magisterial Stations
All Heads of Sections, High Court Lobatse & Francistown

b -

o ‘_ " e QP Oy et | ——
FROM: A >t - DATE: 4 September 2002

Gabriel A. Rwelengera K

ACTING REGISTRAR & MASTER

DOCTORAL RESEARCH ON THE EFFECTIVENESS OF

PERFORMANCE MANAGEMENT SYSTEM (PMS) IN ADMINISTRATION
OF JUSTICE (AOJ} DEPARTMENT

This serves to introduce Ms. Dorothy Mpabanga, a University of
Botswana Lecturer who is working on a research programme for her PhD
thesis for the University of STRATHCLYDE, Scotland.

The aim of the research 1s to determine the effectiveness of the
Performance Management System (PMS) and practices in the public
sector, with specific focus on the Administration of Justice Department.
You may recall that Ms. Mpabanga was one of the participants in the
situation analysis of the AOJ that was conducted by lecturers from the

University of Botswana last year.

In fact, it is on account of this previous contact with our Department
that she cultivated interest in the affairs of this organisation.
Meanwhile, she has agreed to share her observations in her research
with Management in the AOJ from time to time even as she still
continues her research. She has also made a commitment that she will
treat every information collected from the Department with “utmost

confidentiality”.

It is in this context that I solicit your cooperation with her in this regard.

il (., 'E:rln" ‘-:‘r 3 Fitm -, - ‘
Y. 2 4 CLass “_"w__, -3 O ngTlCC ‘

t " TS
ADT i 67 S l




November 27" 2002. NIVER:S:ITY OF
TRATHCLYDE

Deputy Registrar and Master

The High Court
P/Bag 001,

[Lobatse
BOTSWANA

ATTENTION: Mr G. A. Rwelengera

Dear Mr Rwelengera,

PHD RESEARCH ON PERFORMANCE MANAGEMENT SYSTEM IN THE
DEPARTMENT OF ADMINISTRATION OF JUSTICE

This serves to thank you for allowing me to use the Department of Justice as a case study
in performance management systems 1n the public service. Just to up date you on what
has happened relating to data collection phase, [ managed to visit two high courts and
fifteen magistrate courts throughout the country. Data collection for Ganzi and Tsabong
magistrate courts was carried out through the post office. Please refer to Table 2 on page
two for questionnaires distributed and collected.

The response rate was about 50 percent, which 1s good considering the fact that data was
collected over a period of five weeks. In addition, interviews were conducted with staff
members who were willing to discuss 1ssues relating to PMS. I must assure you that there
was very little interruption with the worktlow at the workstations visited.

Data analysis phase should be completed by June 2003, after which I will brief vou on
the preliminary results of the survey.

[ am still awaiting responses from the Judges at the Lobatse and Francistown High
Courts. They could not complete the questionnaire at the time of the survey because they
were out attending to court circuits. [ am appealing to you to encourage them to fill in the
questionnaire so that [ have a representative picture of the department.

Once again, thank you for your valuable support and allowing me the opportunity to use
your department as a case study. Please extend my appreciation to management,

Magistrates, Clerks of the Court, and staff throughout the country for their patience and
cooperation during the data collection exercise.

Yours Sincerely

21

Dorothy Mpabanga

R F LB ,
USEPARTMENT OF HUMAN Head or Department: Protessor John Gennard
RESOURCE MANAGEMENT & ™ Protessor Paul Thompson
T ham Hills Building s 4,
ShRichmond Streat )
3 0 Ricamot : iz
Clasgow G1 1XU a2

Te!: 0141-552 4400

Pl T INVESTOR [N PEOPLE
Kx: 0141-352 3581



UNIVERSITY OF STRATHCLYDE
HRM Dept. 50 Richmond Streeet, Glasgow. G1 1XU Scotland

Attention: HRM Department
Senior, Middle and Lower Management

Dear Sir/Madam,

Performance Management System (PMS) in the
Department of Administration of Justice (DAO]J) in Botswana

Purpose of Research
The aim of this research is to determine the effectiveness of the Performance

Management System and practices in the public sector, with specific focus on the
DAOQJ. I am currently a student at the University of Strathclyde, Scotland, studying
for a PhD in Human Resource Management. I work as lecturer in the Department of
Political and Administrative Studies, University of Botswana.

Why it is important to fill the questionnaire

Your participation in this research is very important, particularly your contribution
in terms of the experience you have had with the PMS process and practice in your
Department. Your contribution on how PMS has assisted you in your work and the
Department as a whole are highly valued.

[t is important that the questionnaire is completed in full for accuracy and reliability
of research results. The results of the research will be useful to the DAQOJ in terms of
enhancing the effectiveness of the PMS. The research will also contribute to the

overall body of knowledge on PMS process and application by organisations within
and outside Botswana.

How long it will take to complete questionnaire
[t is envisaged that it will take you approximately one hour of your precious time to

complete the questionnaire.

Confidentiality and Anonymity
Data collected from you will be treated with utmost confidentiality and anonymity.

Collection of completed questionnaire
A collection box has been provided and is situated at the reception area. If you

require any further information, please do not hesitate to contact me on 71460389
during office hours. [ am available in your offices today from 9am to 4.30pm to

answer any questions you might have and collect completed questionnaires.



[ would appreciate if the completed questionnaire is dropped in the collection box in
the reception not later than three days from date of receipt.

Thanking you in advance.
Yours Sincerely

Dorothy Mpabanga



The importance of a Performance Management System (PMS)

Research has shown that organisations with a formal PMS are more effective in terms
of achievement of organisational goals and objectives, improvement in quality of
service and improvement in the overall performance of the organisation. PMS is one
~of the most significant Human Resource Management (HRM) functions used to
improve both employee and organisational performance, and has an impact on
productivity and quality of service. It is important that before the PMS is introduced
in an organisation, certain preparations are made in order to maximise benefits.

Core PMS Process
The core process of developing and implementing PMS entails observing the internal

and external environment of the organisation, planning and designing a PMS, acting
on what has been planned and designed or implementing the system, and finally
reviewing the PMS. Literature reviewed reveals that performance management is a
strategic process of aligning or integrating organisational and individual objectives
to achieve organisational effectiveness. An effective PMS is thus said to be a system
that aligns individual performance with the organisation’s mission - vision, strategic
plan and objectives.

Main Research Questions

The question to be investigated in the survey is to what extent organisations in the
public sector follow the core process of a PMS. How is performance currently
managed in the Department of Administration of Justice (DAO]J). Does the ‘best
practice’ performance management system actually exist? What are the contextual

factors affecting performance and PMS in the DAOJ? What can be changed to

improve the effectiveness and efficiency of the PMS in the Department? The survey
also investigates the key performance indicators measures used by the Department.

The Survey Questionnaire

The questionnaire is divided into three main parts:

Part I: is to be completed by the HRM Department, senior, middle and lower
management in the DOA]J.

Part II: is to be completed by employees in the DAO]J.

Part III of the questionnaire is to be completed by users of services provided by the
DOAJ.



Please drop the questionnaire in the collection box once it has been completed
within three days from date of receipt.

Thank you for agreeing to participate in the survey.

Yours Sincerely

&

Dorothy Mpabanga



The importance of a Performance Management System (PMS)

Research has shown that organisations with a formal PMS are more effective in terms
of achievement of organisational goals and objectives, improvement in quality of
service and improvement in the overall performance of the organisation. PMS is one
of the most significant Human Resource Management (HRM) functions used to
improve both employee and organisational performance, and has an impact on
productivity and quality of service. It is important that before the PMS is introduced
in an organisation, certain preparations are made in order to maximise benefits.

Core PMS Process
The core process of developing and implementing PMS entails observing the internal

and external environment of the organisation, planning and designing a PMS, acting
on what has been planned and designed or implementing the system, and finally
reviewing the PMS. Literature reviewed reveals that performance management is a
strategic process of aligning or integrating organisational and individual objectives
to achieve organisational effectiveness. An effective PMS is thus said to be a system
that aligns individual performance with the organisation’s mission - vision, strategic
plan and objectives.

Main Research Questions

The question to be investigated in the survey is to what extent organisations in the
public sector follow the core process of a PMS. How is performance currently
managed in the Department of Administration of Justice (DAOJ). Does the ‘best
practice’ performance management system actually exist? What are the contextual
factors affecting performance and PMS in the DAOJ? What can be changed to
improve the effectiveness and efficiency of the PMS in the Department? The survey
also investigates the key performance indicators measures used by the Department.

The Survey Questionnaire
The questionnaire is divided into three main parts:

Part I: is to be completed by the HRM Department, senior, middle and lower
management in the DOA].

Part II: is to be completed by employees in the DAQ]. -

Part III of the questionnaire is to be completed by users of services provided by the
DOA].
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PMS STATUS AND PROCESS IN GOVERNMENT
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