GUIDE TO THE DEVELOPMENT OF A SCHEME OF SERVICE (SoS)
INTRODUCTION
In the context of the Swaziland Public Service Management, a Scheme of Service (SoS) refers to an administrative manual that seek to guide and regulate the Administrative Systems and the Human Resource Management function for a given and approved functional cadre within the Swaziland Public Service. 
Cadre in the same context refers to a functional responsibility informed by common operation sphere of professional, academic, support or mandatory responsibility within the Swaziland Government. For a Cadre to be recognized as a cadre it shall have an administrative structure of no less than 3 levels and an establishment exceeding 30 positions.

 It shall be noted that for jobs that do not meet the standards for a Cadre, there shall be no Scheme of Service developed for them. However, only job profiles will be developed for such jobs and shall be incorporated into the Government Compendium of Schemes of Service.
The Scheme of Service once promulgated shall form part of Government legal and binding management guide for the Public Service management. Below is an abridged guide, flow and standard in the development of the Swaziland Government Service Cadres Scheme of Service.
· The Schemes of Service (SoS) development and implementation plan should provide more detailed guidance and information must establish procedures for guidance in the management of the different cadres.
· A SoS should be a systematic process by which the Government cadres will endeavour defining the role and responsibilities of each position level within the cadre’s structure, the progression method, inherent benefits, entry requirements etc. 
· The implementation plan should address, but be not limited to the following four steps in the SoS development process:
1. Work Planning - provides information on expectations and goals for the development of the SoS.
2. Strategic Implementation of SoS – provides information on the detailed work processes to be undertaken from the conceptualization of the SoS to their adoption by Government including the identification of the major role players.
3. Monitoring and Evaluation – provides information on the management of adherence to the dictates of the SoS. 
4. SoS Reviews – provides information on the anticipated frequency of reviewing the SoS
The Implementation plan should have the details of all the anticipated activities to be undertaken in implementing the target of having up-to-date SoS for all cadres within the Government service and all pertinent issues and roles that should be availed for all players in the development and implementation of the SoS.
THE SoS STRUCTURE
The SoS will provide the regulatory framework as well as information on all position levels of the cadre and the relationships between the different levels in the cadre. The SoS shall structure in chronology to cover as follows:-
· Preamble – a half to one page rationale of the cadre establishment and establishing instrument.
· Objectives of the SoS – the reason for the development of the SoS for the cadre.
· Objectives of the Cadre – the reason and purpose for the cadre’s existence.
· Definitions of terms – unique terms used in the cadre and acronyms are defined here.
· Composition of the Cadre – This details how the cadre is composed or constituted. 
· Career Path within the Cadre – This details career progression of officers within the structure of the cadre. 
· Jobs Description
· Main purpose of the job

· Responsibilities

· Duties.
· Qualifications for entry

· Organization and Staff Development and Training
· Who identifies the need

· How these are identified

· Balancing Cadre and staff development needs

· Skills specific training

· Regulatory framework relative to staff development

· Entry into and progression within the cadre – This specifies the academic, experience and skills requirements for each level within the cadre.
· Incentives for staff in the cadre – This details the benefits that accrue to officers within the cadre, e.g. allowances, training, etc.
· Effective date – This shall spell out the when the SoS comes into effect.
CONCLUSION
Heads of Cadres are responsible to ensure the development of the SoS for their cadre through the auspices of the Ministry of Public Service.[image: image1.png]



