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Department of Administration of Justice Organisational Structure 

Legal Administration 
Statistics, Archives 

Administration ofjustice 

Judicial Administration General Administration 

High Court of Appeal 

High Courts 1 
(2) 

1 

Magistrate Courts 
(17) 

Planning and Development Personnel Management and 
Development 

I 

Finance and Accounting 

Administration and I. 
Support 

I 

Supplies 

Library 

Security Services 



Employees in the Department of Administration Justice 

Legal Administration 

Administration of Justice 

Judicial Administration General Administration 

High Court 
Chief Justices 

Judges 
Registrar and Masters 

Magistrate Courts 
Chief Magistrate 
Principal, Senior 
Grade I, Grade II 

Under Secretary 
Managers 

Assistant Managers 
RM, Finance, Accounting, 

Administrative 

Supervisors/ Assistant Supervisors 
Clerk of Court 
Court Bailiff 

Administrative and Support staff 
Court Reporters, Court Interpreters 
Court Bailiffs, IT Offices, Clerical 

Staff 



APPENDIX C 

SURVEY QUESTIONNAIRE FOR MANAGEMENT 







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 PNS in the Department. 

(Please tick M the appropti4te box). 

Strongly Neither Strongly Strongly 
Agree Agree, Agree nor Disagree Disagree 

Disagree 

PMS has helped the Department develop 
a dear vision-mission and strategic plan. 
PMS as helped the Department set 
specific goals and achievable targets. 
PMS has helped the Department develop 
dearly defined key performance areas 
and performance measures. 
PM5 has led to the integration of 
individual goals with those of the 
Department. 
PNS integrates strategic goals, HRM 
policies, and other performance 
improvement initiatives such as Work 
Improvement Teams (WM). 
The aims and objectives of PM5 are well 
communicated and fully understood by 
all staff. 
Line managers own and operate part of 
performance management. 
Performance management has helped 

staff set stretching and challenging goals. 
PMS is bureaucratic and time 
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 hkely to change in the future? 

Yes [--ý 1 No F-I 



If yes, please list up to four proposed key performance areas for the Department. 

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 importantfactor 1, the next important 2, and 10 being 
the least important). 

Factor 
_Most 

imp ortance Least im portant 
1 2 3 4 5 6 7 8 9 10 
1 2 3 4 5 6 7 8 9 10 

Reduce costs 1 2 3 4 5 6 7 8 9 10 
Develop staff skills and competence 1 2 3 4 5 6 7 8 9 10 
Change organisational culture 1 2 3 4 5 6 7 8 9 10 
Motivate management and staff 1 2 3 4 5 6 7 8 9 10- 
Reduce labour tumover 1 2 3 4 5 6 7 8 9 10 
promote equal opportunities (gender 
balance in management positi ns). 

1 2 3 4 5 6 7 8 9 10 

Odier (Please specify) 1 2 3 4 5 6 7 8 9 10 
1 2 3 4 5 6 7 8 9 10 
1 2 3 4 5 6 7 8 9 10 

2 



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 [1/1 the appropriate box). 

Feature Strongly Neither Strongly Strongly 
Agree Agree Agree nor Disagree Disagree 

Disagree 
1 2 3 4 5 

The Department's mission and vision 
statement were reviewed and assessed 
before developing a PMS. 
The Department's roles, goals and 
objectives were reviewed and updated 
before developing a PMS. 
The Department's strategic plan was 
exan-dned before designing a PMS. 
The Departments strengthens and 
weaknesses were assessed during PMS 
Planning and Designing 
The Department's revised n-dssion-vision 
roles, goals, ollectives and strategic plan 
were incorporated into PMS. 
Customers and stakeholders needs and 
expectations were examined before 
designing a PM5. 
Stakeholders' expectations and needs were 
incorporated into PMS- 
The Department's key perfon-nance areas 
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 plarining, 
Resources needed for operating PMS were 
identified and assessed before planning a 
PMS. 
Staff at all levels were consulted during the 
process of planning and designing PMS. 
Staff contributions were incorporated into 
PMS. 
PMS was designed based on what was 
planned and agreed by the Department. 
Staff traWn& briefing seminars and 
workshops were carried out before 
implementing PM5. 
Methods to monitor and review 
effectiveness of PMS were identified and 
agreed upon during PMS planning. 



2. Planning for PMS 

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

(Please tick [-I] the appropriate box). 

Planned Not planned 
For For 

2 

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, 
Prisons)). 
Information Technology (IT) required to support staff 
performance and PMS (e. g. computers, Departmental 

website, PMS web page, Sentencing Information 
Svsterns). 

- IT Training. 
A timetable and plan for implementing PMS. 
HR specialist/consultants to launch/manage PMS. 
Time away from the office to attend PMS matters 

I (e. g. 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 [i/j the appropriate box. 

Budgeted 
For 

Not 
Budget 

For 
2 

PMS. 

Information Technology (IT). 
IT training. 
Staff training for PMS. 
PMS Sen-dnars, workshops and briefing. 
Facilities and equipment to assist and support staff 
performance. 
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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) 

Most im portance Least im portant 
Staff 1 2 3 4 5 6 7 8 9 10 
Team leaders 1 2 3 4 5 6 7 8 9 10 
PMS coordinator 1 2 3 4 5 6 7 8 9 10 
Senior and line managers 1 2 3 4 5 6 7 8 9 10 
HRM Department 1 2 3 4 5 6 7 8 9 10 
Directorate of Public Service 
Management (DPSM) and Botswana 
National Productivity Centre (BNPQ 

1 2 3 4 5 6 7 8 9 10 

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

1 2 3 4 5 6 7 8 9 10 

DPSM, BNPC and External Consultant 1 2 3 4 5 6 7 8 9 10 
External Consultant 1 2 3 4 5 6 7 8 9 

Participation in the Planning and Designing of PMS 

Please indicate by tiddng M the appropriate box the extent to which people listed below 
were involved in the planning and designin of pMS. 

Always 
Involved 

Usually 
Involved 

2 

Sometimes 
Involved 

3 

Never 
Involved 

4 
Staff - 
Team Leaders 
PMS Coordinator 
Senior and line managers 
HRM Department 
DPSM and BNPC 
FIRM Departmen4 DPSM and 
BNPC 
HRM Departmen4 DPSM, 
BNPC and External 
Consultant 
DPSK BNPC and External 
Consultant 
External Consultant 

5 



3. Responsibility for Implementing PMS. 

Please indicate by tiddng [s/j the appropriate box the extent to which people listed below were 
responsible for PMS hnglementation. 

Fully 
Responsible 

1 

Partly 
Responsible 

2 

Not Responsible 
at all 

3 
Staff 
Team leaders 
PMS Coordinator 
Senior and line managrs 
HRM Deparbnent 
HRM Deparbnen4 DPSM 
and BNPC 
HRM Deparbnen4 DPSM, 
BNPC and External 
Consultant 
DPSK BNPC and External 
Consultant 
External Consultant 

The role of HRM Department in PMS. 

Please indicate by tic)dng [-Y) the appropriate box the extent to which HRM Depart3nent was 
involved in the Rlannin& designing, implementation and review of PMS for the 
Department. 

Always 
Involved 

Usually 
Involved 

2 

Sometimes 
Involved 

3 

Rarely 
Involved 

4 

Never 
Involved 

5 
Planning PMS 
Designing PMS 
ImplemenUng PMS 
PMS Review 

5. Please indicate the ovcraH rolc of HRM Department in coordinating PMS activities 

Please tick [i/j the appropriate box 

Always Usually Sometimes Rarely Never 
Involved Involved Involved Involved Involved 

1 2 3 4 5 
Facilitate, supporti 
advise and guide staff 
on PNS. 
Direct and control 
PMS. 
Staff Training in PMS 
Other (Please specify) 
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6. Is there any specific Task Force, Team or Working Group other than HRM Department that is 
responsible for coordinating PMS activities? 

Yes 17 1 No F7 2 

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

(Please tick M the appropriate box). 

2 3 4 5 
Plan and design PMS, with guidance from HRM Department 
implement PMS with guidance from HRM Department 
Review PMS, with guidance from HRM Deparbnent 
Advic 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 PNS? 

Please tick [4] the appropriate box. 

Less Less Less Less One More than Task Other 
than Than than six than year one year not (Please 
one Three months nine but less carried specify) 
month Months months than two out 
1 2 3 4 5 years 6 7 

Developing mission- 
vision statemenL 
Reviewing the 
Department's roles, 
objectives and goals. 
Developing a strategic 
plan. 

_ Identifying key 
performance areas and 
performance measures 
Setting performance 
targets. 
Planning PMS. 
Designing PN45. 
Implementing PMS. 
Evaluate/Reviewing 

I PMS. 



Section D PMS Evaluation and Review 

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

Yes F--j 1 No 

2. How often is PNS reviewed? 

Every Quarter F-I 1 
Every Six Months [--j 2 
Every Year F--13 

Every Two Years 71 4 
Every 7hree Years 5 R 

Every Five Years 6 
3. Please indicate which one of the following methods the Department uses review 

PMS 

(Please tick M the appropriate box). 

Method to evaluate PMS Always 
Used 

Usually 
Used 

2 

Sometimes 
used 

3 

Rarely 
Used 

4 

Never 
Used 

5 
Cost and benefit analysis 
Attitude survey 
Questionnaires 
Team discussions 
Formal Feedback (written) 
Informal/ verbal feedback 
Other methods (Please specffy). 

4. If PAB has been reveiwed, please tick M the appropfiate box to indicate the recommendations 
from PMS review. 

Continue with existing PMS 1 
Improve existing PMS 

R2 

Continue with but improve existing PMS F] 3 

Discard existing PMS F7 4 

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

Yes r--j 1 No F-] 2 

S 



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

Section E 

1. PMS Outcomes 

please tick fjý the appropriate box to indicate to what extent you agree or disagree with the 
foRowing statements. 

Strongly Neither Strongly Strongly 
Agree Agree Agree nor Disagree Disagree 

Disagree 
1 2 3 4 5 

Productivity has improved 

since PMS was introduced. 
PMS has led to improvement 
in the quality of service 

, nt. 
pMS has helped the 
Department to operate 
within budget. 
pMs has led to development 

of staff skills and 
competencies. 
The Departments 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. 

Is the Department pLuming to make any changes to PMS arrangements in the next 12 
months? 

Yes r-I 1 No [--] 2 
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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 [iýthe appropplate boxes). 

Performance indicator/measure Used 
I 

Not 
used 

2 
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 delivery 
Average time for decision making per case 
Improvement in productivity 
Cost of administrative errors/management revenues (7. ) 

_ Cases handled without errorIno). 
Number of cases reversed on appeal by a high court (as an 

indicator of quality of service of the lower court) (no. ) 
Renewal and development 

hnproved management of work 
Competence 
Information Technology (IT) investment (Pula) 
investment in training (Pula) 
Suggested improvements/ employee (no. ) 

mployee 
Number of employee (no. ) 
Employee turnover (no. ) 
Average years of service with org2! 1ýation (no. ) 
Average age of employee (no. ) 
Time in training (days and year) (no. ) 
Average absenteeism (no. ) 
Number of women managers (no) 
Attitude surveys 
Opportunities for advancement 
Ability to use computexised system 

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

Yes El 1 No r-7 

10 



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

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 F-7 1 No F-12 

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

3. if yes, which of the following organisations has the Department established partnersl-dps 
with. 

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

organisatiors/Institution Most im portance Least imp ortant 
Goverriment Departments 1 2 3 4 5 6 7 8 9 10 
Customary Courts 1 2 3 4 5 6 7 8 9 10 
Tribal Courts 1 2 3 4 5 6 7 8 9 10 
Botswana National Productivity Centre 1 2 3 4 5 6 7 8 9 10 
Law Firms in private practice 1 2 3 4 5 6 7 8 9 10 
Botswana Law Society 1 2 3 4 5 6 7 8 9 10 
Amnest organisations (e. g. Ditshwanelo). 1 2 3 4 5 6 7 8 9 10 
Acaden-da (e. g. University of Botswana). 1 2 3 4 5 6 7 8 9 10 
Regional or tions (e. g. SADC). 1 2 3 4 5 6 7 8 9 10 
Intemational organisations 1 2 3 4 5 6 7 8 9 10 
Other (Please spedfy) ...... 

1 2 3 4 5 6 7 8 9 1 
1 2 3 4 5 6 7 8 9 10 
1 2 3 4 5 6 7 8 9 10 
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Benefit from partnerships with other organisations. 

How has the Department benefited from these partnerships? 

(Please tick M the appropriate box to indicate level ofbenefitftom partnerships). 

Fligh Moderate Low No 
Benefit Benefit Benefit Benefit 

At all 
1 2 3 4 

Experience sharing on performance 
and performance management. 
Information sharing on performance 
and performance management. 
Coordinated efforts and intelligence 
sharing. 
Cooperation in national regional and 
international law enforcement. 
Member of legal treaties and 
multilateral conventions. r 

er benefits (Please specify) 

Section H 

1. Effectiveness of FMS 

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

Very Effective F71 
Moderately Effective F7 2 

Neither Effective nor Ineffective [--] 3 

Ineffective 4 
Very Ineffective 5 

Challenges of PMS 

Please fist up to four clWlenges faced by the Department when developing and 
implementing PMS? 

............................................................................ #s... 
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3. Do you have any other comments you would like to make about PNIS process and practice in 
the Department not covered in the questionnaire? 

Yes F-7 No 17 

If no, please go to question 5. 

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

5. On the overalL do you think the DAOJ is? 

(Please tick M to indicate 

Very Effective 1 

Moderately Effective 2 

Neither Effective nor Ineffective 3 

Ineffective F74 
Very Ineffective F7 5 

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

Yes F-I 1 No F--ý 

If no, go to the next page. 

If yes, please provide contact details 

Name: .......... 

Section/Unit: ......................................................................................... 

PosiUon: ............................................................................................... 

Profession: ........................................................................................... 
Address: .............................................................................................. 
Telephone Number: .............................................................................. 
Fax Number: ....................................................................................... 
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Please complete the final section of the questionnaire on employee background. 

Section J Employee background questions. 

Please tick [vý the appropriate boxes. 

(a) Age 

Age at last birthday 

(b) Gender 

Male r--] 1 

71 

Female F7 
3. Please write in your Wghest Education Level (e. g. GCE, Diploma, BA, LLB) 

Primary school 
Some Secondary school 
Completed secondary school 

Vocational/Trade skills 
University (undergraduate) 

University (graduate/postgraduate) 

Professional qualification 

Position 

Senior manager 1 

Supervisor 3 

5. Profession (Please tick appropfiate box) 

Chief Justice 
High Court Registrar 

Assistant Registrar 

Senior Accountant 

Chief Admin. Officer 

Prosecutor 
Lawyer 

Senior Court Reporter 

2 

,3 
4 

ý6 

17 

hUddle manager F-7 2 

F71 JusUce/Judge F72 
3 Deputy Regis ter F-ý 4 

5 Under Secretary [--16 

17 7 Magistrate F7 8 
F-1 9 Clerk of Court F-1 10 
[-] 11 Deputy Sheriff 71 12 

F-1 13 Senior Interpreter Fý 14 

7115 Supervisor F--116 

Other (Please specify) .......................................................................................... 
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6. Please write in the boxes provided to indicate the number of years of work experience. 

Total years of work experience ........................................................................ 
Number of years working in Government 

......................................................... 
Number of years working in the DAOJ 

............................................................. 
Number of years working in the current Section or Unit ....................................... 

7. How many employees do you directly supervise? F-7 

Thank you for taking the time to complete this questionnaire 
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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 planning, designing, 
implementation and review of PMS in the Department. 

Please tick [i/] the appropriate box 

Always Usually Sometimes Rarely Never 
1 2 3 4 5 

Employees were consulted during the 
development of the - Department's 
mission-vision statement. 
Employees were consulted during the 
development of a strategic plan. 
Employees were consulted during the 
planning and designing of PMS. 
Staff comments were incorporated 
into the designing of PMS. 
My scction/unit is represented in the 
Departmental PMS Task 
Force/CommitteeAVorking Team. 
Employees have participated in the 
review and evaluation of PMS. 

2. Please lick (ý the appropriate box to indicate the extent to which you agree or 
disagree with the following statements. 

Agree Strongly Neither Disagree Strongly 
agree Agree Disagree 

Nor 
Disagree 

PMS was adequately planned and budgeted for 
before implementation. 
Facilities and equipment required to assist and 
support staff 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 briefing). 
Staff 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 fill lick box that apply. 

Agree Strongly Neither Disagree Strongly 
Agree Agree or Disagree 

Disagree 
1 2 3 4 5 

PMS has helped me set stretching and 
challenging goals. 
PMS has helped me become more productive 
and effective in MY w2rk 
I fully understand the Department's key 

performance areas and performance 
indicators/measures. 
PMS motivates me to work harder. 

My performance rating has improved since 
PMS was introduced. 
PMS has made me more committed to my 
work and organisation. 
I fully understand what PMS is all abouL_ 
PMS helps me plan my work better. 

4. Please indicate to what extent you agree or disagree with the following statements regarding how the 
Department has benefited from PMS. 

Please tick (14 the appropriate box 

Agree Strongly Neither Disagree Strongly 
Agree Agree or Disagree 

Disagree 
1 2 3 4 5 

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 
teambudding in the Department 

_ Ile 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 
intrcAuced in the Department 



S. Factors affecting performance and performance management in the Department 

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

(Please tick [, V]box that apply). 

Agree Strongly Neither Disagree Strongly 
Agree Agree or Disagree 

Disagree 
1 2 3 4 5 

The Department's management style is 

__su2portive 
and involving. 

The Department's management team is. 
committed. 
The Department's culture encourages 
innovativeness, supports high performance and 
high quality of work. 
There is openness, mutual triist and respect in 

_the 
Department. 

_The 
Department's culture embraces change. 

My workload prevents me from being effective. 
The Department's mission-vision, strategic plan 
and objectives are clearly communicated to all 
staff. 
'Me 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 is flexible, supportive, 
facilitates performance and PMS. 
The work environment in the Department is 
positive. 
The Department has a short and long term staff- 
training plan. 

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

needs 
to be revised to make it appropriate for staff in 

-.! ýýaaýrtment. 
Ilere is poor communication between senior 

PMS works well and does not need to be 



6. PMS Outcomes 

Please tick the appropriate box to indicate the extent to wIllich you agree or disagree with the following 
statements. 

Agree Strongly Neither Disagree Strongly 
Agree Agree or Disagree 

Disagree 
5 

Productivity has improved since - 

performance management system was 
introduced in the Department. 
PMS has led to improvement in the 
quality of service provided by the 
Department. 
PMS has helped the Departihent to 

operate within the budget. 
PMS had 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). 
PMS motivates management and sta 
ýMS has led to a reduction in staff 
turnover. 

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

Very effective 1 

Moderately Effective 2 

Neither effective nor Ineffective 3 

Ineffective 4 

Very ineffective F--] 5 

8. List up to four challenges faced by DAOJ when introducing PMS in the Department. 
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9. Please list up to three things you like about PMS. 

10. Please list up to three things you do not like about PMS. 

Overall, is the DAOJ 

(Please lick [ill the appropriate box). 

Very effective 
r7 i 

Moderately Effective F72 
Neither effective nor Ineffective F-1 3 

Ineffective 4 

Very ineffective 5 

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

Yes 1-1 1 No 1-1 

if yes, please write your conunents in the space provided. 
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13. Would you be willing to take part in a follow up interview in relation to PMS process and 
practice in the Department? 

Yes [--ý 1 No F--12 

If no, please go to Section B of the questionnaire below. 

If yes, please provide contact details 

Name: ................................................................................. 
Section/Unit: ......................................................................... 
Position: .............................................................................. 
Profession: ........................................................................... 
Address: .............................................................................. 
Telephone number: .................................................................. 
Fax Number: ........................................................................ 

Section B: 

Employee background questions. 

Please tick b/I the appropriate boxes 

1. Age: Please write age at last birthday F-1 
2. Gender 

Male 1 Female 

3. Highest level of education 

write in your highest level of education in the space provided (e. g. GCF, Diploma, BA, 
LLB). 

Primary school 
Some Secondary School 

Completed Secondary School 

Vocational/Trade training 

University (undergraduate) 

University (graduate/postgraduate) 

Professional Qualification 

rjease Turn to the next page 
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4. Position 

Please tick [vý the appropriate boxes 

Administrative [-: ] 1 Legal [--j 2 
Technical F-1 3 Clerical [--j 4 

Other (Please specify) ......................................................... 

Profession 

Please tick [iý the appropriate boxes 

Ma&trate F-I i Prosecutor =2 
Lawyer 3 Interpreter 4 
Translator 5 Administration 6 
Technical 7 Clerical M8 

other (Please specify) .................................... 

6. Work experience 

Please write the number of years of work experience. 

Total number of years of work experience 
F-1 

Number of years working for Government 

Number of years working in the DAOJ 

Number of years working in current Section or Unit FI 
Thank you for taking the time to complete the questionnaire. 
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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. 

PI, ease indicate the extent to wbich you agree or disagree with the 
following statements. 

(Please tick M the appropriate box). 

Agree Strongly Neither Disagree Strongly 
Agree 'Agree nor Disagree 

Disagree 
1 2 3 4 5 

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 
people think. 
Public officers in the Department 
Administration of justice are committed to 
quality service delivery. 
The judicial system is accessible and affordable 
to all. 
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 
System (PMS)). 
The judicial system in Botswana takes into 

account interests, expectations and values of 
the community and interest groups. 
The judicial system in Botswana does not 
protect the public from criminals. 
The judicial system is responsive to changes 
taking place in the global environment. 
The judicial system in Botswana neglects 
human rights. 
The performance of the judiciary in Botswana 

meets international standards. 
I have confidence and trust in our judicial 

system. 
Some functions of the high court should be 
decentralised. 



Z Independence, transparency and impartiality of the judiciary. 

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

(Please tick M Lhe ovrovriate box). 
Agree Strongly Neither Disagree Strongly 

Agree agree disagree 
Nor disagree 

1 2 3 4 5 
The judicial system in Botswana is independent 
and imparti 
judges decisions are subject to public criticism and 
review through the media. 
There is transparency in decision making in the 
judicial system. 
judges and magistrates are free to deliver justice 
without fear and favour. 
There is interference with the judicial system and 
the appeal structure in Botswana. 
All customers of the Department of 
Administration of justice are treated equally, with 

I respect and courtesy. I 

I Knowledge about crime and the judicL-d system in Botswana. 

Please indicate the extent you agree or disagree with the following statements. 
tpY,,,, o tirk M the amnumiate box. ) 

Agree Strongly Neither Agree Disagree Strongly 
Agree nor Disagree 

Disagree 

1 2 3 4 5 
1 learn about crime through the media. 
The Department of Administration of justice 
should educate the public about crime, sentencing 
and justice issues. 
Violence against women and children is more 
oveniv acknowledged than in the last 5-10 years. 

-: ite- bepartment Administration of Justice should 
not neglect the importance of communicating with 
the public on justice issues. 
The Police are doing a good job in educating the 
public about crime in the country. 
The Department of Administration of justice 

should inform the public about different services 
and assistance programmes provided by'the 
Department. 
The judicial system in *Botsw-na 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 N the appropriate box). 

Agree Strongly Neither Disagree Strongly 
Agree Agree Disagree 

nor 
Disagree 

1 2 3 4 5 
Judges are too lenient when sentencing 
offenders. 
Cornmunity service should be used to 
reduce overcrowding and cost of 
imprisonment (for minor non-violent 
crimes). 
First offenders should not be sent to 
prison (for minor non-violent crimes). 
Rehabilitation should be the primary 
aim of sentencing punishment. 
Wealthy offenders or offenders with 
clever lawyers get off on technicalities. 
There is transparency in our court 
systerm 
The judiciary interpret the laws and 
rules. consistently, independently and 
fairly. 



5. Outcomes of the Judicial System 

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

(Please tick (ý the appropriate box) 

Agree Strongly Neither Disagree Strongly 
Agree Agree nor Disagree 

Disagree 
1 2 3 4 5 

In general, crime rate has gone down in 
the last two years. 
The-public has confidence, trust and 
respect for the judicial system. 
The judicial system aims to satisfy 
customer (public) expectations and 
needs. 
The judicial/ sentencing system in 
Botswana reduces future criminal 
behaviour. 
public safety and security are the 
concem of the judiciary. 
The police and the court system are 
doing th ir best to reduce crime. 
The judiciary resolves disputes 
transparently, consistently and 
professionally. 
The court system handles cases within 
reasonable s]Reed. 

6. OveraH, is the Department of Administration of justice in Botswana. 

(Please tick [VI the appropriate box). 

Very Effective 711 
Moderately Effective F7 2 

Neither Effective nor Ineffective 3 

Ineffective 4 

Very Ineffective 5 

4 



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. 

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

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

Yes F71 No F72 
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. 

5 



Section B 

Respondent background questions. 

Please tick M the appropriate boxes. 

1. Age: Please wilte age F7 
2. Gender 

Male F--1 1 Female F--1 

3. Marital status 

Single 

Living With a partner 
Married 
Divorced 
Widowed 

17.1 
77 

2 
F-13 

F7 4 
r ý5 

4. lUghest Level of Education 

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

Primary School F- 11 
Some Secondary School F- 12 

Vocational/Trade Training 13 

University (undergraduate) 4 
University (graduate/postgraduate) 15 
Professional qualification 16 

Student F- 17 

5 Employment Status 

Employed full time F--ý 1 
Self Employed F-ý 3 

Student r-ý 5 

Employed part time 2 
Not Emp loyed *4 

6 



6. Industry sector. 

Please tick appropriate box. 

Government 711 Private Sector r--] 2 

Parastatal [--l 3 Non Governmental OrganisationF-ý 4 

7. Profession 

Banking F71 1 Finance F-ý 2 

Education F--1 3 Health 4 

Legal F-ý 5 Management F76 

Other (Please Spedfy) .................. 

8. Location. 

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

Gaborone FT Lobatse 2 R 
Kanye 3 Jwaneng 4 
Mochudi R5 Molepolole r-7 6 

Mahalapye [---17 Palapye 8 

Serowe 9 Francistown 10 

Maun R11 Kasane 
13 

2 

Other (Please Specify) .............................. 
Please ti& the appropriate box to in dicate where you currently live. 

Gaborone 1 11 Lobatse F-1 2 

Kanye 3 Jwaneng - F74 
Mochudi 

E: 1 5 Molepolole 6 

Mahalapye ED 7" Palapye 
118 

Serowe 9 R Francistown 10 R 

Maun 11 Kasane 12 

Other (Please Specify) .................................................... 
Thank you for taking the time to complete the questionnaire. 

7 



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 

JusticeforAll 

'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 ofjustice and 

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



APPENDIX G 

DAOJ Values 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 (200 1 a) 

Strategic Goalsfor 2002103 

To promote correct interpretation of the law in making decisions. 
To promote greater access tojustice. 
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 processtmethods of delivery of all key services. 

Source: DAOJ (2002b) 



APPENDIX H 

RESEARCH PERMISSION LETTERS 



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 

FROM: DATE: 4 September 2002 
Galýiel'A. Rwelengera 
ACTING REGISTRAR & MASTER 

DOCTORAL RES @ARCH ON THE EFFEpffIVENESS OF 
PERM CE WHAGEMENT SYSTEM WMSI IN ADMINISTRATION 

OF JUSTICE LAOJ) DEPARTMENT 

This serves to introduce Me. Dorothy Mpabanga, a University of 
Botswana Lecturer who is worldng an a research prograxnme for her PhD 
thesis for the University of STRATHCLYDE, Scotland. 

The aim of the research is to deterniine the effcctiveness of the 
Performance Management System (PMS) and practices in the pubfic 
sector, with specific focus on the Administration of Justice Department. 
you inay 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 cominitment that she win 
treat every information collected frora the Department with "utmost 

confidentiality% 

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

Or 



November 27 Ih 2002 

Deputy Registrar and Master 
The High Court 
P/Bag 001, 
Lobatse 
BOTSWANA 

ý VER5iTYOF TTIý', 
A THCL YDE 

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 in the public service. Just to up date you on what 
has happened relating to data collection phase, I 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 is good considering the fact that data was Cý 
collected over a period of five weeks. In addition, interviews were conducted with staff 
members who were willing to discuss issues relating to PMS. I must assure you that there 
was very little interruption with the workflow at the workstations visited. 

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

I am still awaiting responses from the Juciges 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. I am appealing to you to encourage them to fill in the 
questionnaire so that I 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 

Dorothy Mpabanga 

\ /! 
" 

(S-EPARTMENT OF HUMAN 
t>, ESOURCE MANACHMENT 
't-lie Graham HiHs Building 
ý; o Ri(:! vnond Street 
'ý-, Iasgovv G11 XU 

0 141 -55? 4400 
ý--jx: 0141-3523581 

INVESTOR IN PEOPLE 

Head ur Department: Professor John Gennard 

Professor Paul Thompson 



UNIVERSITY OF STRATHCLYDE 
HRM Dept. 50 Richmond Streeet, Glasgow. GI lXU Scotland 

Attention: HRM Department 
Senior, Nfiddle and Lower Management 

Dear Sir/Madam, 

Performance Management System (PMS) in the 
Department of Administration of Justice (DA01) 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 
DAOJ. 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. 
it 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 DAOJ 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 
it is envisaged that it wiU 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. I am available in your offices today from 9arn to 4.30pm to 
answer any questions you might have and collect completed questionnaires. 



I 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 

9A * 

Dorothy Mpabanga 



The imli3lo 

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 corp, process of developing and implementing PMS entails observing the internal 
and external environment of the organisation, planning and designing a PMS, acting 
on wlýat'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 organisatiods 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 Survev-Q-uestionnaire 

The guestionnaire is divided into three main ]Rarts: 

part I- is to be completed by the HRM Department, senior, middle and lower 

management in the DOAJ- 

part II: is to be completed by employees in the DAOJ. 

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 

91 

Dorothy Mpabanga 



The iml2ortance of a Performance Management System (EMS I 

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 organisations mission - vision, strategic 
plan and objectives. 

Main Research Qmestions 
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 Departinent 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 Survev-Q-mestionnaire 

The questionnaire is divided into three main Rarts: 

part 1: is to be completed by the HRM Department, senior, middle and lower 
management in the DOAJ. 

part 11: is to be completed by employees in the DAOJ. 

Part III of the questionnaire is to be completed by users of services provided by the 
DOAJ. 
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Figure A] - PNIS Process in Govet-nment Ministries and departments in 

l3otswana 
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