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HR for Small Businesses: A Guide to 
Success 

 

Introduction 

Running a small business can be incredibly rewarding, but it also comes with unique 
challenges. One of the most crucial aspects for any successful business is having the 
right people in the right roles. This guide will explore key HR functions that small 
businesses can implement to attract, retain, and motivate top talent. We'll discuss 
these concepts in plain English, avoiding jargon and focusing on practical solutions. 
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1 Strategic HR Management 
 

1.1 Defining Your HR Strategy 
Introduction: Your HR strategy is the roadmap for all your people-related decisions. It 
outlines how you will attract, develop, and retain the best talent to achieve your 
business goals. 

FAB: 

• Function: To guide all your HR decisions and ensure they align with your overall 
business objectives. 

• Advantage: Helps you make informed decisions about your workforce, such as 
hiring, training, and compensation.    

• Benefit: Improves employee satisfaction, reduces turnover, and contributes to 
overall business success.    

Body: 

• Pain Area: Many small businesses lack a clear HR strategy, leading to 
inconsistent decisions, missed opportunities, and high employee turnover. 

• Purpose: To establish a framework for all HR activities, ensuring they support the 
company's mission, vision, and values.    

• Solution: Develop a concise HR strategy that outlines your company's goals, 
values, and how you will attract, develop, and retain top talent.  

• Recommendation: If you're unsure how to develop an HR strategy, consider 
working through the next section “Creating a Strategic HR Strategy” or 
consulting with Etienne who is an Expert HR professional. 

• Creating a Strategic HR Strategy 

A strategic human resource management strategy is crucial for any business, 
ensuring all departments work together effectively (Nottrodt, 2025). 

✓ Assess Organisational Goals: Begin by thoroughly understanding the 
company's short-term and long-term objectives. Collaborate with other 
departments, leadership, and employees to identify specific business goals, 
growth targets, and challenges. 

✓ Perform a Gap Analysis: Conduct a gap analysis to compare the current 
state of the workforce and HR practices against the requirements to achieve 
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organisational goals. Assess skills, competencies, HR software return on 
investment (ROI), and available resources. 

✓ Define HR Objectives: Set specific, measurable, achievable, relevant, and 
time-bound (SMART) HR objectives that directly support business goals. 
Regularly review and adjust these objectives as needed. 

✓ Formulate a Strategy: Develop an action plan outlining how to achieve HR 
objectives. Consider all HR aspects, including recruitment, training, 
performance management, employee engagement, and retention. Involve 
employees in this process to ensure their needs and perspectives are 
considered. 

✓ Properly Allocate Resources: Secure necessary resources, including 
budget, technology, and personnel, to support the implementation of the HR 
strategy. Ensure all stakeholders understand the importance and benefits of 
the strategy. 

✓ Implement and Execute: Put the HR strategy into action. Monitor progress, 
communicate effectively with all stakeholders, and make necessary 
adjustments to adapt to changing circumstances. 

✓ Seek Employee Feedback: Foster a culture of open and consistent 
feedback. Regularly gather employee input on the HR strategy and its 
implementation. 

✓ Monitor and Evaluate: Establish key performance indicators (KPIs) to track 
progress. Conduct regular reviews to assess the effectiveness of HR 
initiatives and make necessary adjustments. 

✓ Focus on Adaptation and Continuous Improvement: The HR strategy must 
be adaptable and responsive to changing business needs and market 
conditions. Regularly review and refine the strategy to ensure its ongoing 
effectiveness. 
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Figure 1 Pathway to Creating a Strategic HR Strategy 
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2 Human Resource Planning 
 

2.1 Forecasting Your Workforce Needs 
Introduction: Human Resource Planning involves anticipating your future workforce 
needs. This helps you proactively address potential staffing shortages or surpluses.    

FAB: 

• Function: To predict future staffing requirements based on business growth, 
turnover, and other factors.    

• Advantage: Avoids costly hiring mistakes and ensures you have the right people 
in place to meet business demands. 

• Benefit: Reduces the risk of understaffing or overstaffing, improves operational 
efficiency, and supports business growth. 

✓ Improved Productivity: Ensures the right people with the right skills are in 
place to achieve organisational goals. 

✓ Reduced Costs: Minimises costly employee turnover and avoids potential 
staffing shortages. 

✓ Enhanced Competitiveness: Enables the organisation to adapt to changing 
market conditions and attract and retain top talent. 

Body: 

• Pain Area: Unforeseen staffing shortages can disrupt operations and negatively 
impact customer service.    

• Purpose: To identify future staffing needs based on business growth, employee 
turnover, and technological advancements. 

• Solution: Conduct regular workforce planning exercises, such as conducting 
skills gap analyses and developing succession plans.    

• Recommendation: If you're struggling to forecast your workforce needs 
consider working through the next section “Key Steps in HR Planning” or 
consulting with Etienne who is an Expert HR professional who can help you 
develop effective planning models. 

• Key Steps in HR Planning: 

✓ Assess Current Employee Skills: Evaluate existing employee skillsets, 
identify gaps, and compare them to current and future operational needs. 
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✓ Forecast Labour Needs: Anticipate future workforce requirements by 
considering factors like promotions, retirements, and external market trends. 

✓ Revisit Organisational Design: Review the company's structure and how 
work flows to ensure it aligns with strategic objectives and staffing needs. 

✓ Manage, Motivate, and Retain Talent: Implement strategies to attract, 
motivate, and retain top talent, such as competitive compensation, 
employee development programs, and a positive work environment. 

✓ Align with Budget: Integrate HR planning with the overall budget to ensure 
financial sustainability of HR initiatives. 

✓ Establish KPIs: Define and track key performance indicators (KPIs) to 
measure the effectiveness of HR strategies, such as employee turnover rates, 
time-to-hire, and employee satisfaction. 

• Creating an HR Plan: 

✓ Begin by outlining the key information to be included in the plan. 

✓ Select appropriate HR planning templates and customise them to suit your 
specific organisational needs. 

✓ Use data visualisation techniques to present information clearly and 
concisely. 

• Key Considerations: 

✓ HR Contingency Planning: Develop backup plans to address unforeseen 
challenges or obstacles. 

✓ Employee Development Plans: Differentiate between HR planning and 
individual employee development plans. 

By following these steps and utilising the available resources, organisations can 
create a robust HR plan that supports their long-term success and ensures a high-
performing and engaged workforce. 
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Figure 2 Pathway to Creating an HR Plan 
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3 Policy Development 
 

3.1 Creating a Compliant Workplace 
Introduction: Clear and well-defined HR policies provide guidance for employees and 
managers, ensuring consistency and fairness in all workplace matters.    

FAB: 

• Function: To provide clear guidelines for employees and managers on various 
workplace issues. 

• Advantage: Reduces legal risks, improves employee morale, and creates a more 
consistent and fair work environment.    

• Benefit: Protects your business from potential legal challenges and helps you 
build a positive employer brand.    

Body: 

• Pain Area: Lack of clear policies can lead to inconsistent treatment of 
employees, legal disputes, and decreased employee morale.    

• Purpose: To establish clear rules and procedures for all aspects of employment, 
such as hiring, discipline, and leave. 

• Solution: Develop a comprehensive employee handbook that includes policies 
on various topics, such as anti-discrimination, harassment, and workplace 
safety.    

• Recommendation: It's essential to ensure your policies comply with all 
applicable South African labour laws. Consider working through the next section 
“Creating and Implementing Effective HR Policies” or consulting with Etienne 
who is an Expert HR professional who can help you draft and develop your policy 
framework. 

• Creating and Implementing Effective HR Policies 

Creating and implementing HR policies is fundamental for fostering a fair and 
positive work environment. These policies provide a framework for managing 
employee relations and ensuring consistency in decision-making. 

✓ Identifying the Need for a New Policy: The first step is to identify the need 
for a new policy. This may arise due to addressing specific issues, complying 
with new legislation, improving existing processes, or aligning with company 
values. 
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✓ Defining Clear Roles: Establish clear roles and responsibilities for policy 
development. Involve key stakeholders, including leadership, HR, and 
employees. Assign a Policy Owner and a Policy Reviewer. 

✓ Determining Policy Content: Define the objectives and scope of each 
policy. A comprehensive policy should include the policy name, objective, 
specifications, procedures, eligibility criteria, exceptions, policy owner and 
reviewer, effective and review dates, and a glossary of terms. 

✓ Targeting Company Values: Align policies with the organisation's core 
values and principles to ensure consistency and promote a positive and 
ethical work environment. 

✓ Using Simple and Clear Language: Use straightforward and concise 
language to ensure policies are easily understood by all employees. Avoid 
jargon and complex legal terminology. 

✓ Keeping it Concise: Focus on essential information and avoid unnecessary 
detail. Overly lengthy policies can be difficult to understand and may lead to 
confusion. 

✓ Avoiding Outdated Information: Regularly review and update policies to 
reflect changes in legislation, technology, and business practices. 

✓ Clarifying Eligibility: Clearly define which employees the policy applies to. 
For example, some policies may be specific to certain departments or roles. 

✓ Allowing for Exceptions: Use general language and allow for exceptions 
where appropriate to accommodate individual circumstances and 
unforeseen situations. 

✓ Consulting Key Stakeholders: Obtain feedback from management, 
employees, and legal counsel before finalising and implementing any new 
policy. 

✓ Communicating Policies Effectively: Communicate new policies effectively 
to all employees through various channels, such as email, team meetings, 
and the employee handbook. 

✓ Auditing Policies Regularly: Conduct regular audits to ensure policies 
remain up-to-date, relevant, and compliant with current legislation and best 
practices. 
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4 HR Metrics and Analytics 
 

4.1 Tracking What Matters Most 
Introduction: HR metrics help you track key HR performance indicators, such as 
employee turnover, engagement, and training effectiveness.  

What is HR Analytics? HR analytics involves using data analysis techniques to extract 
insights from HR data. It encompasses collecting, organizing, and analysing employee-
related data to identify patterns and trends that can be used to form HR strategies, 
policies, and tactics. This can include data on employee performance, workforce 
demographics, turnover rates, engagement levels, and more. By leveraging HR 
analytics, organizations can make data-driven decisions that optimize the workforce, 
improve business outcomes, and enhance employee experience. 

What are HR Metrics? HR metrics are specific measurements used to track and 
evaluate various aspects of the human resources function. These include employee 
turnover rates, time-to-hire, training and development costs, absenteeism, and 
employee engagement levels. By tracking and analysing HR metrics, organizations can 
identify areas for improvement, make data-driven decisions, and ensure that HR 
initiatives are aligned with business goals. 

FAB: 

• Function: To measure the effectiveness of your HR initiatives and identify areas 
for improvement. 

• Advantage: Provides data-driven insights into your workforce and helps you 
make informed decisions.    

Why Do We Need HR Analytics? HR analytics is essential for making informed 
decisions regarding the human resources function. It provides valuable insights 
into the workforce, including trends and correlations that can help identify 
improvement areas and optimization opportunities.   

Why Do We Need HR Metrics? HR metrics are crucial for assessing, measuring, 
and monitoring specific aspects of the human resources function. 

• Benefit: Improves HR efficiency, reduces costs, and enhances the overall 
employee experience.  

What is the most important use of HR metrics and analytics? They help 
optimize workforce management, identify patterns and trends, predict future 
workforce needs, align HR strategies with business goals, facilitate targeted 
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solutions, improve efficiency and reduce costs, and enhance the employee 
experience. 

HR Analytics 

✓ Improve recruitment and retention by identifying sources of top talent and 
retention issues. 

✓ Enhance employee performance by analysing employee performance data to 
identify areas for training and development. 

✓ Optimize workforce planning by forecasting future workforce needs and 
optimizing workforce productivity. 

✓ Align HR strategies with business goals by identifying the drivers of business 
success. 

✓ Increase efficiency and reduce costs by identifying areas where HR 
processes can be streamlined or automated. 

HR Metrics 

✓ Measure the performance of specific HR processes and practices. 

✓ Identify areas for improvement and take action to address them. 

✓ Ensure compliance with relevant laws and regulations. 

✓ Evaluate the effectiveness of HR initiatives and make data-driven decisions 
about whether to continue, modify, or discontinue them. 

✓ Benchmark their performance against industry standards and best practices. 

Body: 

• Pain Area: Without data, it's difficult to identify areas for improvement in your HR 
practices. 

• Purpose: To track key HR metrics, such as employee turnover, engagement 
scores, and training completion rates.    

• Solution: Implement a system for tracking key HR metrics and use the data to 
identify areas for improvement. 

• Recommendation: Consider using HR software to automate data collection and 
analysis. 

• HR Metrics Often Used by Organizations 

✓ Offer Acceptance Rate: Tracks the percentage of job offers accepted. 
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✓ Employee Turnover Rate: Measures the number of employees leaving the 
organization. 

✓ Time-to-Fill: Measures the length of time it takes to fill a vacant position. 

✓ Cost-per-Hire: Measures the total cost of recruiting and hiring a new 
employee. 

✓ Absenteeism Rate: Measures the percentage of employees absent from 
work. 

✓ Employee Engagement: Measures employee commitment and satisfaction. 

✓ Training Effectiveness Rate: Measures the impact of training programs on 
employee performance. 

✓ Internal Mobility Rate: Measures the percentage of employees who move to 
new roles within the organization. 

• What’s the Difference Between HR Metrics and HR Analytics? 

HR metrics are specific measurements that track and evaluate individual HR 
processes. HR analytics is a broader and more complex practice that 
encompasses the collection, analysis, and interpretation of large sets of HR-
related data. 

HR analytics aims to provide a more holistic view of the organizational workforce 
by identifying patterns, trends, and relationships between multiple data points 
and multiple metrics. 

• How are HR Metrics and HR Analytics Interconnected? 

HR metrics provide the foundation for HR analytics. HR analytics takes this data 
a step further by analysing and interpreting the metrics to uncover meaningful 
insights. By leveraging HR analytics, organizations can better understand the 
drivers of their HR metrics and make data-driven decisions. 
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5 Employee Engagement and Relations 
 

5.1 Building a Positive Work Environment 
Introduction: Employee engagement is crucial for a successful business. It involves 
creating a positive and motivating work environment where employees feel valued and 
connected. 

FAB: 

• Function: To create a positive and motivating work environment where 
employees feel valued and engaged. 

• Advantage: Improves employee morale, productivity, and retention.    

• Benefit: Fosters a strong company culture and contributes to overall business 
success. 

Body: 

• Pain Area: Low employee engagement can lead to decreased productivity, 
increased turnover, and a negative company culture.    

• Purpose: To create a positive and motivating work environment where 
employees feel valued and connected. 

• Solution: Implement initiatives to improve employee engagement, such as 
regular team-building activities, employee recognition programs, and open 
communication channels. 

• Recommendation: Regularly survey your employees to gauge their level of 
engagement and identify areas for improvement. Consider working through the 
next section “Drivers of Employee Engagement” or consulting with Etienne who 
is an Expert HR professional who can help you improve and develop your work 
environment. 

• Drivers of Employee Engagement 
✓ A Strong Strategic Compass 

Employees want to work for an organization with a clear purpose and a 
trustworthy leadership team. 

Ensure your business strategy is clearly defined and communicated to 
employees. 

Emphasize the company's vision, mission, and values in day-to-day 
activities. 
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Solicit employee feedback on progress and setbacks. 

Extend your values beyond the company to stakeholders and the broader 
community. 

✓ Abundant Growth Opportunities 

Provide clear career paths and opportunities for professional and personal 
growth. 

Ensure employees are in roles that align with their skills and aspirations. 

Establish clear lines of sight to future career goals. 

Develop and implement learning plans to support employee growth. 

Address any gaps in growth opportunities within the organization. 

✓ A Sense of Worth with Effective Rewards 

Offer competitive and attractive rewards that reflect employee value. 

Review compensation and benefits packages to ensure they are competitive 
and meet employee preferences. 

Provide flexibility in tailoring compensation packages for individual needs. 

✓ A Measure of Employee Autonomy 

Empower employees with control over how they fulfil their responsibilities. 

Foster a culture of open communication and two-way accountability. 

Encourage employee input and participation in decision-making processes. 

Offer flexibility in work arrangements, such as remote work options. 

✓ A Supportive and Inclusive Community 

Foster a workplace culture that values diversity, inclusion, and respect. 

Encourage and value diverse perspectives and backgrounds. 

Implement initiatives to promote inclusion, such as employee resource 
groups. 

Ensure that leadership teams reflect the diversity of the workforce. 

✓ Valuing Your Employees is the Bottom Line 

The Great Resignation reflects a desire for purpose, fairness, and a fulfilling 
work experience. 
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Prioritize employee well-being and demonstrate genuine care and respect. 

Conduct honest self-reflection to understand and address employee needs. 

This summary provides a concise overview of the five key drivers of employee 
engagement and their importance in retaining top talent. 

5.2 Rewards and Recognition 
Introduction: Recognizing and rewarding employee contributions is essential for 
boosting morale and motivation.    

FAB: 

• Function: To acknowledge and appreciate employee contributions and 
achievements. 

• Advantage: Boosts employee morale, increases motivation, and improves 
employee retention. 

• Benefit: Creates a positive and rewarding work environment and strengthens 
employee-employer relationships. 

Body: 

• Pain Area: Failing to recognize employee contributions can lead to decreased 
morale and motivation.    

• Purpose: To acknowledge and appreciate employee achievements and 
contributions. 

• Solution: Implement a formal employee recognition program, such as 
employee-of-the-month awards or spot bonuses.    

• Recommendation: Encourage managers to regularly provide positive feedback 
and recognize employee achievements. 

• Types of Rewards and Recognition 

Just as not all employees are the same, not all rewards should be the same. 

✓ Monetary Rewards 

Salary Increases: Salary increases are a key motivator, with many 
employees expressing satisfaction with their current wages. 

Bonuses: Bonuses acknowledge high performance and increased 
productivity. 

Commission: Commission structures incentivize sales performance and 
directly reward employee contributions to revenue. 
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✓ Non-Monetary Rewards 

Time Off: Offering extra time off, such as extra days or flexible work 
arrangements, is highly valued by employees. 

Recognition and Praise: Regular praise and recognition, through one-on-one 
meetings or public forums, boosts employee morale and motivation. 

✓ Experiential Rewards 

Trips: Company outings and team-building activities foster camaraderie and 
employee engagement. 

Professional Development Opportunities: Providing opportunities for 
professional growth and development enhances employee skills and boosts 
morale. 

• How to Implement Rewards and Recognition Programs 

✓ Setting Goals and Objectives: Clearly define program goals and objectives 
to ensure alignment with company objectives and employee expectations. 

✓ Identifying the Right Rewards and Recognition: Choose rewards that are 
appropriate for the company's budget and align with employee preferences. 

✓ Communicating the Program to Employees: Clearly communicate the 
program's purpose, benefits, and expectations to all employees. 

✓ Measuring the Success of the Program: Track employee performance and 
provide regular feedback to assess the effectiveness of the rewards and 
recognition program. 

5.3 Industrial Relations 
Introduction: Effective industrial relations are crucial for maintaining harmonious 
relationships between management and employees. 

FAB: 

• Function: To manage relationships with unions or employee representatives. 

• Advantage: Helps prevent industrial disputes, ensures fair labour practices, and 
maintains a positive work environment.    

• Benefit: Reduces the risk of costly strikes or work stoppages and improves 
employee morale. 

Body: 
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• Pain Area: Poor industrial relations can lead to strikes, work stoppages, and 
damage to the company's reputation. 

• Purpose: To maintain harmonious relationships with unions or employee 
representatives. 

• Solution: Establish clear communication channels with unions and ensure fair 
and equitable treatment of all employees. 

• Recommendation: If you're facing industrial relations challenges, consider 
consulting with Etienne who is an Expert HR professional who can help you 
develop industrial relations in your work environment, and understand the 
relevant legislation, regulations and codes. 

• Legislation: The legislation their regulations and the associated codes (as 
amended): 

✓ Labour Relations Act 66 of 1995 (LRA) 

Regulations: 

Regulations for the Conduct of Agency Shop Agreements 

Regulations for the Determination of Essential Services 

Regulations for the Conduct of Strikes and Lockouts 

Regulations for the Conduct of Pickets 

Regulations for the Establishment of Bargaining Councils 

Regulations for the Conduct of Disciplinary Hearings 

Regulations for the Conduct of Dismissal Hearings 

Codes of Good Practice: 

Code of Good Practice: Dismissal 

Code of Good Practice: Disciplinary Procedures 

Code of Good Practice: Dismissal for Operational Requirements 

Code of Good Practice: HIV and AIDS in the Workplace 

Code of Good Practice: The Prevention and Elimination of Harassment in the 
Workplace 

Code of Good Practice: The Prevention and Elimination of Discrimination 

Code of Good Practice: Handling of Grievances in the Workplace 
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✓ Basic Conditions of Employment Act 75 of 1997 (BCEA) 

Regulations: 

Regulations regarding annual leave 

Regulations regarding family responsibility leave 

Regulations regarding parental leave 

✓ Employment Equity Act 55 of 1998 (EEA) 

Regulations: 

Regulations for the Determination of Designated Employers 

Regulations for the Conduct of Employment Equity Plans 

Codes of Good Practice: 

Code of Good Practice: Employment Equity 

✓ Occupational Health and Safety Act 85 of 1993 (OHSA) 

Regulations: 

Construction Regulations 

Mining Regulations 

Manufacturing Regulations 

Regulations for the Use of Machinery 

Regulations for the Use of Hazardous Substances 

Regulations for the Control of Noise 

Regulations for the Prevention and Control of Hazardous Biological Agents 

✓ Mine Health and Safety Act 29 of 1996 (MHSA) 

Regulations: 

Mine Health and Safety Regulations 

Regulations for the Control of Explosives 

Regulations for the Prevention and Control of Dust 

Regulations for the Control of Noise 

✓ Unemployment Insurance Act 63 of 2001 (UIA) 

Regulations: 
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Regulations for the Payment of Unemployment Benefits 

Regulations for the Administration of the Unemployment Insurance Fund 

Regulations for the Determination of Unemployment Benefits 

✓ Compensation for Occupational Injuries and Diseases Act 130 of 1993 
(COIDA) 

Regulations: 

Regulations for the Assessment of Occupational Diseases 

Regulations for the Determination of Compensation 

Regulations for the Rehabilitation of Injured Workers 

✓ Skills Development Act 97 of 1998 

Regulations: 

Regulations for the Skills Development Levies 

Regulations for the Utilization of Skills Development Levies 

Regulations for the Establishment of Sector Education and Training 
Authorities (SETAs) 

✓ Broad-Based Black Economic Empowerment Act 53 of 2003 (BBBEE) 

Codes of Good Practice: 

Codes of Good Practice on Preferential Procurement 

Codes of Good Practice on Enterprise Supplier and Development 

Codes of Good Practice on Employment Equity 

Codes of Good Practice on Management Control 

Codes of Good Practice on Ownership 

Codes of Good Practice on Socio-economic Development 

✓ National Minimum Wage Act 27 of 2018 
✓ Promotion of Access to Information Act 2 of 2000 
✓ Protection of Personal Information Act 4 of 2013 
✓ Promotion of Equality and Prevention of Unfair Discrimination Act 4 of 

2000 
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5.4 Employee Participation and Communication 
Introduction: Open and effective communication is essential for building trust and 
fostering employee engagement. 

FAB: 

• Function: To facilitate communication between management and employees. 

• Advantage: Improves employee morale, increases trust, and fosters a sense of 
ownership.    

• Benefit: Helps employees feel heard and valued, and improves the overall 
decision-making process. 

Body: 

• Pain Area: Poor communication can lead to misunderstandings, decreased 
morale, and a lack of trust between management and employees.    

• Purpose: To facilitate open and effective communication between management 
and employees. 

• Solution: Implement regular communication channels, such as team meetings, 
staff newsletters, and suggestion boxes. 

• Recommendation: Encourage open and honest communication and actively 
listen to employee feedback. 

• Effective Employee Engagement Strategies 

✓ Start with a Survey: To effectively implement any employee engagement 
initiative, it's crucial to assess the current state of employee engagement 
within your organization. Conduct an employee engagement survey to 
identify areas for improvement. 

✓ Foster Workplace Autonomy: Employee autonomy enhances engagement 
by empowering employees to work independently and effectively. Grant 
employees decision-making power within their roles. Allow flexibility in work 
arrangements where possible. Acknowledge that individual preferences and 
work styles vary. 

✓ Set up Mentorship Programs: Mentorship programs facilitate knowledge 
transfer, foster growth and development, and build strong relationships 
within the organization. 

✓ Involve Employees in Company Decisions: Involve employees in decision-
making processes, particularly those that directly impact them. Empower 
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employees to define their own goals and KPIs. Encourage employee 
participation in decision-making meetings. 

✓ Encourage Internal Mobility: Internal mobility allows employees to explore 
new career paths within the organization, leading to increased employee 
engagement and retention. 

✓ Make Employee Recognition Part of Your Company’s DNA: Implement a 
robust employee recognition program that includes peer-to-peer, leader-to-
team-member, and employer-to-employee recognition. 

✓ Create an Impactful Onboarding: A positive onboarding experience sets the 
stage for a strong employee-employer relationship and enhances employee 
engagement. 

✓ Ensure Fair Compensation: Fair compensation is crucial for employee 
motivation and engagement. 

✓ Offer Employee Incentives: Employee incentives, such as bonuses or 
rewards, can motivate employees and enhance their engagement. 

✓ Prioritize Total Wellbeing: Prioritize employee wellbeing by supporting 
physical, mental, social, career, and financial health. 

✓ Provide Suitable Materials and Equipment: Equip employees with the 
necessary tools and technology to perform their jobs effectively and 
efficiently. 

✓ Promote Transparency Across the Organization: Foster transparency by 
openly communicating company goals, strategies, and performance. 

✓ Ensure that All Voices are Heard: Create an inclusive environment where all 
employees feel heard and valued. Encourage open communication and 
address employee concerns promptly. 

✓ Manage and Set Clear Expectations: Set clear expectations for employees 
and provide regular feedback to ensure alignment and performance. 

✓ Conduct Stay Interviews: Conduct stay interviews to gather valuable 
insights from employees and identify potential retention issues. 

✓ Adopt a Career Lattice Approach: Offer diverse career paths, including both 
vertical and horizontal growth opportunities, to enhance employee 
engagement and retention. 

✓ Promote from Within: Prioritize internal promotions to recognize employee 
performance and provide opportunities for career advancement. 
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✓ Consider a 360-Degree Feedback Approach: Implement a 360-degree 
feedback system to gather comprehensive and unbiased feedback on 
employee performance. 

✓ Shift to Agile Performance Management: Adopt an agile performance 
management approach that focuses on continuous learning, frequent check-
ins, and building trust. 

✓ Provide Resilience Training: Equip employees with the skills and resources 
to effectively cope with stress and challenges. 

✓ Create a Well-Structured Offboarding Process: Implement a positive and 
professional offboarding process to maintain employee morale and company 
reputation. 

• Key Takeaway 

By implementing these strategies, organizations can create a more engaged and 
productive workforce, ultimately leading to improved business outcomes.  
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6 Performance and Development 
 

6.1 Performance Management 
Introduction: Performance management is a continuous process of setting goals, 
providing feedback, and monitoring employee performance. 

FAB: 

• Function: To set clear performance expectations, provide regular feedback, and 
monitor employee progress. 

• Advantage: Improves employee performance, identifies areas for development, 
and supports career growth. 

• Benefit: Increases employee engagement, improves retention, and enhances 
overall business performance. 

Body: 

• Pain Area: Lack of regular feedback and performance reviews can lead to 
employee dissatisfaction, missed development opportunities, and decreased 
productivity. 

• Purpose: To set clear performance expectations, provide regular feedback, and 
monitor employee progress. 

• Solution: Implement a formal performance management system that includes 
regular one-on-one meetings, performance reviews, and goal-setting 
discussions. 

• Recommendation: Consider using performance management software to 
streamline the process and track employee progress. Consider working through 
the next section “Key Principles of Performance Management” or consulting 
with Etienne who is an Expert HR professional who can help you implement and 
monitor a performance management system. 

• Key Principles of Performance Management 

✓ Clear Goal Setting: The Objectives and Key Results (OKR) framework 
provides a structured approach to defining ambitious objectives and 
measurable key results. 

✓ Continuous Feedback: Regular one-on-one meetings and project 
evaluations provide opportunities for constructive feedback. 
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✓ Objective Measurement: Using objective metrics, or Key Performance 
Indicators (KPI), eliminate bias and ensure fair and accurate evaluations. 
Well-defined performance metrics enable data-driven decision-making and 
identify areas for improvement. 

✓ Development and Training: Identify skill gaps and provide relevant learning 
opportunities to enhance employee skills and align them with organizational 
demands. Invest in employee development to improve job satisfaction, 
increase retention rates, and drive organizational change. 

✓ Recognition and Reward: Acknowledging exceptional performance through 
praise, bonuses, and promotions. Meaningful recognition fosters motivation, 
strengthens morale, and encourages consistent high performance. 

✓ Employee Involvement: Engage employees in goal setting, feedback, and 
performance discussions. Empower employees to share their perspectives 
and contribute to the performance management process. 

✓ Alignment with Organizational Goals: Ensure that individual objectives 
align with the overarching organizational mission and goals. Communicate 
company goals and strategies effectively to help employees understand their 
contribution. 

✓ Data-Driven Insights: Utilize performance data to gain valuable insights into 
employee performance trends, strengths, and areas for improvement. 
Analyse performance data to inform decision-making and drive strategic HR 
initiatives. 

✓ Customization: Tailor performance management approaches to individual 
roles, needs, and circumstances. Assess individual strengths, weaknesses, 
and development areas to create personalized performance plans. 

✓ Managerial Training: Equip managers with the necessary coaching skills to 
provide effective feedback and guidance. Invest in leadership development 
programs to enhance managerial effectiveness in performance management. 

✓ Clear Expectations: Utilize tools like 30-60-90-day plans to provide structure 
and direction for new hires and internally promoted employees. 

✓ Conduct Stay Interviews: Conduct interviews to gather employee feedback 
and identify potential retention issues. 

✓ Adopt a Career Lattice Approach: Offer diverse career paths, including both 
vertical and horizontal growth opportunities, to enhance employee 
engagement and retention. 
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✓ Promote from Within: Prioritize internal promotions to recognize employee 
performance and provide opportunities for career advancement. 

✓ Consider a 360-Degree Feedback Approach: Implement a 360-degree 
feedback system to gather comprehensive and unbiased feedback on 
employee performance. 

✓ Shift to Agile Performance Management: Adopt an agile approach to 
performance management that focuses on continuous learning, frequent 
check-ins, and building trust. 

✓ Provide Resilience Training: Equip employees with resilience training to help 
them cope with stress, overcome challenges, and maintain a positive work 
attitude. 

✓ Prioritize Total Wellbeing: Prioritize employee wellbeing by supporting 
physical, mental, social, career, and financial health. 

✓ Provide Suitable Materials and Equipment: Equip employees with the 
necessary tools and technology to perform their jobs effectively and 
efficiently. 

✓ Promote Transparency Across the Organization: Foster a culture of 
transparency by openly communicating company goals, strategies, and 
performance. 

✓ Ensure that All Voices are Heard: Create an inclusive environment where all 
employees feel heard and valued. 

By integrating these principles into your performance management practices, you 
can create a high-performing and engaged workforce. 

6.2 Learning and Development 
Introduction: Investing in employee development is crucial for retaining top talent and 
ensuring your workforce has the skills needed to succeed. Learning and Development 
(L&D) is a systematic process that enhances employee skills, knowledge, and 
competency, leading to improved work performance and organizational success. 

FAB: 

• Function: To identify and address employee skill gaps and provide opportunities 
for professional growth. 

• Advantage: Improves employee skills and knowledge, increases employee 
engagement, and enhances employee retention. 



   

© AE Pretorius 2025  Page 28 

• Benefit: Improves business performance, increases innovation, and prepares 
employees for future challenges. Why is learning and development important? 

✓ Attracting and retaining talent: Employees value organizations that invest in 
their growth. 

✓ Boosting employee experience and engagement: L&D enhances employee 
confidence, motivation, and job satisfaction. 

✓ Promoting diversity, equity, and inclusion: L&D programs can promote 
inclusivity and create a more equitable work environment. 

✓ Bridging skills gaps: L&D equips employees with the skills needed to adapt 
to changing business needs. 

✓ Empowering future leaders: L&D programs provide opportunities for 
employee growth and advancement. 

Body: 

• Pain Area: Lack of training and development opportunities can lead to employee 
dissatisfaction, decreased productivity, and difficulty adapting to changing 
business needs. 

• Purpose: To identify and address employee skill gaps and provide opportunities 
for professional growth. 

• Solution: Offer a variety of training and development opportunities, such as 
workshops, seminars, online courses, and mentorship programs. 

• Recommendation: Conduct regular skills assessments to identify training 
needs and invest in employee development programs that align with business 
goals. 

• What is the difference between learning and development? 

✓ Learning focuses on acquiring knowledge, skills, and attitudes for immediate 
job application. 

✓ Development focuses on broadening and deepening knowledge in line with 
long-term professional goals. 

• What is the difference between learning and training? 

✓ Learning is a broader concept encompassing the acquisition of knowledge 
over time. 

✓ Training is a specific instruction event focused on teaching immediate, job-
related skills and knowledge. 

• Learning and Development Methods 

✓ Formal learning: Classroom-based instruction, lectures, seminars. 
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✓ Informal learning: On-the-job learning, peer-to-peer learning, self-directed 
learning. 

✓ Experiential learning: Apprenticeships, internships, simulations, role-
playing. 

✓ Coaching: Performance coaching, peer coaching, AI-based coaching. 

✓ Mentoring: Formal and informal mentoring relationships. 

✓ Job shadowing: Observing experienced colleagues perform their duties. 

✓ Skill building: Targeted training programs to address specific skill gaps. 

✓ Cross-training: Training employees in different roles to enhance flexibility 
and adaptability. 

✓ Remote training: Online courses, webinars, and virtual training sessions. 

✓ New employee training: Onboarding programs that introduce new hires to 
the organization and their roles. 

• How to Create a Learning and Development Strategy 

✓ Align with business strategy: Analyse business needs and identify key skills 
requirements. Consider industry trends, technological advancements, and 
competitive pressures. 

✓ Collaborate with stakeholders: Involve key stakeholders, including 
employees, managers, and senior leaders, in the L&D strategy development 
process. 

✓ Assess employee capabilities and identify skills gaps: Conduct skills 
audits and gap analyses to determine training needs. 

✓ Design learning journeys: Create customized learning paths that align with 
individual and organizational goals. 

✓ Plan and implement L&D initiatives: Establish clear objectives, budgets, 
and timelines for L&D programs. Conduct pilot programs and gather 
feedback for continuous improvement. 

• Tracking and Evaluating L&D Programs 

✓ Track key metrics: Training completion rates, assessment pass rates, 
training dropout rates. 

✓ Measure impact: Evaluate the impact of training on employee performance, 
business outcomes, and organizational success. 
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✓ Utilize the Kirkpatrick Model or Phillips Model to assess training 
effectiveness at different levels. Consider consulting with Etienne who is an 
Expert HR professional who can help you understand and use the models 
effectively. 

✓ Calculate Return of Investment (ROI) to demonstrate the financial value of 
L&D investments. 

By implementing a robust L&D strategy, organizations can cultivate a highly skilled and 
engaged workforce, drive business success, and remain competitive in today's dynamic 
environment 

6.3 Career Planning 
Introduction: Career planning helps employees identify their career goals and develop 
a roadmap for achieving them.  

FAB: 

• Function: To help employees identify their career goals and develop a plan for 
achieving them. Career planning is a proactive process that helps individuals 
identify and pursue their professional goals. It is a personal process of self-
reflection and exploration to determine career paths that align with individual 
interests, skills, and values. 

• Advantage: Increases employee engagement, improves retention, and 
enhances employee morale. 

• Benefit: Supports employee growth and development, and helps your company 
retain top talent. 

✓ Increased employee engagement and retention: Supporting employee 
career aspirations demonstrates a commitment to employee development. 

✓ Improved employee morale: When employees feel valued and supported in 
their career growth, morale and job satisfaction increase. 

✓ Enhanced employee performance: Aligned career goals lead to increased 
employee motivation and productivity. 

✓ Improved talent management: Career planning helps organizations identify 
and develop high-potential employees. 

Body: 

• Pain Area: Lack of career development opportunities can lead to employee 
dissatisfaction and increased turnover. 
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• Purpose: To help employees identify their career goals and develop a plan for 
achieving them. 

• Solution: Offer career counselling services, provide mentorship opportunities, 
and create internal career development pathways. 

• Recommendation: Encourage employees to set career goals and develop a 
personal development plan. 

• Key Components of the Career Planning Process 

✓ Self-Exploration: Understand personal interests, skills, values, and 
strengths. Identify career paths that align with individual aspirations. 

✓ Career Exploration: Research different career options and explore potential 
career paths within and outside the organization. Identify potential 
roadblocks and develop strategies to overcome them. 

✓ Action Plan Development: Set realistic and achievable short-term and long-
term career goals. Develop an action plan to achieve these goals, including 
necessary training and development activities. 

• How to Develop a Career Planning Process 

✓ Make time for reflection: Encourage employees to engage in self-reflection 
through exercises such as skills assessments, interest inventories, and 
values clarification. 

✓ Get clear with career goals: Help employees define short-term and long-
term career goals. 

✓ Consider the role of personal values: Encourage employees to align their 
career goals with their personal values. 

✓ Match skills with potential roles: Assist employees in identifying potential 
career paths within the organization that align with their skills and interests. 

✓ Create a career planning template: Provide employees with a structured 
framework to guide their career planning process. 

By implementing a robust career planning process, organizations can demonstrate 
their commitment to employee development, enhance employee engagement, and 
foster a high-performing and motivated workforce. 
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7 Organisational Development 
 

7.1 Change Management 
Introduction: Change management is the process of guiding individuals and teams 
through organizational transitions. Organizational change refers to alterations within a 
company, such as changes in company culture, technology, or internal processes. 

FAB: 

• Function: To help employees adapt to and embrace organizational changes. 

• Advantage: Reduces resistance to change, minimizes disruption, and ensures a 
smooth transition. 

• Benefit: Improves employee morale, increases productivity, and supports the 
successful implementation of organizational changes. Effective change 
management is crucial for successful organizational transitions. 

✓ It ensures smooth and efficient implementation of change initiatives. 

✓ It minimizes disruption and resistance to change among employees. 

✓ It improves employee engagement and morale during periods of change. 

✓ It enhances the organization's ability to adapt to a changing business 
environment. 

Body: 

• Pain Area: Resistance to change can hinder the successful implementation of 
new initiatives and negatively impact employee morale. Organizational change 
can be triggered by various factors, including: 

✓ New leadership 

✓ Changes in organizational structure 

✓ Implementation of new technologies 

✓ Adoption of new business models 

• Purpose: To help employees understand and adapt to organizational changes. 

• Solution: Develop a communication plan to keep employees informed about 
upcoming changes, provide training and support to help employees adapt, and 
address employee concerns.  

Types of Organizational Change: 
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✓ Adaptive changes are minor adjustments to existing processes, such as 
streamlining communication channels or upgrading technology. 

✓ Transformational changes involve significant shifts in strategy, structure, or 
operations, such as company reorganizations or major product launches. 

• Recommendation: Involve employees in the change process whenever possible 
to increase buy-in and reduce resistance.  

• A Manager's Role in Organizational Change: Managers play a critical role in 
implementing and managing organizational change. (Stobierski, 2020) 

Key responsibilities include: 

✓ Communicating the need for change and its implications. 

✓ Developing and implementing change management plans. 

✓ Guiding and supporting employees through the change process. 

✓ Monitoring progress and making necessary adjustments. 

✓ Fostering a culture of adaptability and continuous improvement. 

• Preparing for Organizational Change (Stobierski, 2020) 

✓ Define the scope and objectives of the change initiative. 

✓ Develop a comprehensive change management plan that addresses 
potential challenges. 

✓ Communicate the change effectively to all stakeholders. 

✓ Monitor progress, track performance, and make necessary adjustments. 

✓ Celebrate successes and acknowledge employee contributions. 

• Developing the Skills You Need to Manage Organizational Change (Stobierski, 
2020) 

✓ Enhance leadership skills, including communication, emotional intelligence, 
and decision-making. 

✓ Develop a strong understanding of change management principles and best 
practices. 

✓ Consider enrolling in relevant training programs, such as those offered by 
Etienne. 

By effectively managing organizational change, businesses can adapt to new 
challenges, improve performance, and achieve long-term success. 
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7.2 Diversity, Equity, and Inclusion (DEI) 
Introduction: Creating a diverse, equitable, and inclusive workplace is essential for 
attracting and retaining top talent. A DEI policy is a formal document that outlines an 
organization's commitment to fostering a diverse, equitable, and inclusive workplace. 

FAB: 

• Function: To create a workplace where all employees feel valued, respected, 
and included. A DEI policy provides a framework for creating a workplace where 
all employees feel valued, respected, and have equal opportunities for success, 
regardless of their background. 

• Advantage: Attracts and retains top talent, fosters innovation, and improves 
employee morale. 

• Benefit: Enhances the company's reputation and creates a more positive and 
productive work environment. DEI policies are important because of the 
following factors: 

✓ Promoting fairness and equality: DEI policies ensure fair treatment for all 
employees and prevent discrimination. 

✓ Fostering a positive work environment: Inclusive workplaces enhance 
employee morale, engagement, and well-being. 

✓ Enhancing organizational performance: Diverse teams drive innovation, 
creativity, and improved decision-making. 

✓ Attracting and retaining top talent: DEI policies are crucial for attracting 
and retaining a diverse and talented workforce. 

✓ Meeting legal and regulatory requirements: DEI policies help organizations 
comply with relevant anti-discrimination laws. 

Body: 

• Pain Area: A lack of diversity and inclusion can lead to a hostile work 
environment, decreased employee morale, and limited innovation. 

• Purpose: To create a workplace where all employees feel valued, respected, and 
included. 

• Solution: Implement policies and programs that promote diversity and 
inclusion, such as unconscious bias training, mentorship programs for 
underrepresented groups, and employee resource groups. 

• Recommendation: Regularly assess your company's progress on DEI initiatives 
and adjust as needed. 
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• What Should a DEI Policy Include? 

✓ Mission statement: Clearly state the organization's commitment to diversity, 
equity, and inclusion. 

✓ Definitions and terminology: Define key terms such as equity, inclusion, 
unconscious bias, and microaggressions. 

✓ Scope and applicability: Specify the scope and applicability of the DEI 
policy to all aspects of employment. 

✓ Non-discrimination and anti-harassment policies: Outline policies 
prohibiting discrimination and harassment based on protected 
characteristics. 

✓ Accommodation for disabilities: Ensure equal access to employment 
opportunities for employees with disabilities. 

✓ Diversity and inclusion initiatives: Describe specific initiatives to promote 
diversity and inclusion, such as recruitment programs, training programs, and 
employee resource groups. 

✓ Equity and fairness principles: Outline policies and practices to ensure fair 
and equitable treatment for all employees. 

✓ Training and education: Outline training programs to educate employees on 
DEI issues. 

✓ Accountability and measurement: Establish mechanisms for monitoring 
and evaluating the effectiveness of DEI initiatives. 

• How to Communicate Your DEI Policies 

✓ Clear and transparent communication: Ensure the DEI policy is easily 
accessible to all employees. 

✓ Employee training and workshops: Conduct training sessions to educate 
employees on DEI policies and their importance. 

✓ Leadership endorsement: Gain visible support for the DEI policy from senior 
leaders. 

✓ Regular communication: Reinforce DEI messages through regular internal 
communications. 

✓ Feedback opportunities: Encourage employee feedback and input on DEI 
initiatives. 
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✓ Employee Resource Groups: Support the formation of employee resource 
groups to foster inclusion and community. 

✓ External communication: Communicate your organization's commitment to 
DEI to external stakeholders. 

• Relevant Legislation and Codes 

✓ Employment Equity Act, 1998 (EEA) 
✓ The Constitution of the Republic of South Africa, 1996  
✓ The Promotion of Equality and Prevention of Unfair Discrimination Act, 2000 

(PEPUDA) 
✓ Code of Good Practice on the Employment Equity Act, 1998 
✓ Bill of Rights 

By implementing and effectively communicating a robust DEI policy, organizations 
can create a more inclusive and equitable workplace for all employees. 
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8 Administrative Responsibilities 
 

8.1 HR Operations and Systems 
Introduction: Efficient HR operations are essential for managing employee data and 
streamlining HR processes.  

FAB: 

• Function: To manage employee data, streamline HR processes, and ensure 
compliance with legal requirements. HR Operations is the department 
responsible for supporting the entire employee lifecycle and ensuring the 
efficient and effective functioning of the HR function within an organization. 
Roles in HR Operations 

✓ HR Operations Manager: Oversees the entire HR operations function, 
manages a team of HR Operations Specialists, and ensures the smooth and 
efficient execution of all HR processes. 

✓ HR Operations Specialist: Focuses on specific areas of HR operations, such 
as payroll, benefits, or employee data management. 

✓ HR Operations Analyst: Analyses HR data, identifies trends, and develops 
solutions to improve HR efficiency and effectiveness. 

✓ HR Generalists handle a broad range of HR responsibilities, while HR 
Operations focuses specifically on the operational aspects of HR. 

• Advantage: Improves efficiency, reduces administrative burden, and minimizes 
the risk of errors. 

• Benefit: Saves time and resources, improves data accuracy, and enhances the 
overall employee experience. 

Body: 

• Pain Area: Manual HR processes can be time-consuming, error-prone, and 
inefficient. 

• Purpose: To manage employee data, streamline HR processes, and ensure 
compliance with legal requirements. Main Goals of HR Operations: 

✓ Building a sustainable organization: Supporting organizational growth and 
development through effective workforce planning and talent management. 

✓ Improving employee relations: Fostering positive employee relationships 
and creating a supportive work environment. 
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✓ Implementing and maintaining HR best practices: Ensuring that HR 
processes and procedures are efficient, effective, and aligned with best 
practices. 

• Solution: Implement an HR Information System (HRIS) to automate tasks such 
as payroll, benefits administration, and employee onboarding. 

• Recommendation: Choose an HRIS that meets your specific needs and 
integrates with other business systems. 

• What is the difference between HR Management and HR Operations? 

✓ HR Management focuses on strategic HR initiatives, such as developing and 
implementing HR policies, aligning HR strategies with business objectives, 
and overseeing areas like performance management, learning and 
development, and succession planning. 

✓ HR Operations focuses on the day-to-day operational activities that support 
the HR function, such as payroll processing, employee data management, 
and ensuring compliance with labour laws. 

• Key Responsibilities of HR Operations 

✓ Administration: Managing payroll, maintaining employee records, and 
managing the HRIS. 

✓ Compliance: Ensuring compliance with all relevant labour laws and 
regulations. 

✓ Recruitment: Supporting the recruitment process, including headcount 
planning and job postings. 

✓ Onboarding: Developing and implementing effective onboarding programs 
for new employees. 

✓ Employee relations: Fostering positive employee relations and resolving 
employee concerns. 

✓ Offboarding: Managing the exit process for departing employees, including 
exit interviews and data updates. 

HR Operations plays a critical role in supporting the success of any organization. 
By streamlining HR processes, ensuring compliance, and fostering a positive 
employee experience, HR Operations contributes significantly to organizational 
effectiveness and efficiency. 
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8.2 Compliance Management 
Introduction: Ensuring compliance with all applicable labour laws and regulations is 
crucial for any business.  

FAB: 

• Function: To ensure compliance with all applicable labour laws and regulations. 
Compliance Management involves ensuring all HR practices and decisions 
adhere to relevant laws, regulations, and internal policies.  

• Advantage: It aims to minimize legal risks, create a fair and equitable work 
environment, and protect the organization from legal and reputational damage. It 
protects the company from fines and penalties and builds trust with employees. 

• Benefit: Ensures fair and equitable treatment of all employees and protects the 
company's reputation. 

Body: 

• Pain Area: Non-compliance with labour laws can result in costly fines, lawsuits, 
and damage to the company's reputation. 

• Purpose: To ensure compliance with all applicable labour laws and regulations. 

• Solution: Stay informed about changes in labour laws, conduct regular 
compliance audits, and consult with legal counsel as needed. 

• Recommendation: Implement a system for tracking and managing compliance 
with all applicable laws and regulations. 

• Types of HR Compliance 

✓ Statutory Compliance: Adherence to local employment laws. 

✓ Regulatory Compliance: Compliance with regulations from government 
agencies. 

✓ Contractual Compliance: Adherence to contractual obligations with 
employees, clients, and partners. 

✓ Labour Law Compliance: Compliance with union agreements and collective 
bargaining agreements. 

• HR Compliance Issues 

✓ Wage and Hour Laws: Compliance with minimum wage laws, overtime 
regulations, and other wage-related laws. 
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✓ Family, Maternity, Paternity and Medical Leave: Compliance with 
regulations regarding employee leave for family and medical reasons. 

✓ Workplace Safety: Compliance with OHSA regulations and other workplace 
safety standards. 

✓ Union Laws: Adherence to union agreements and collective bargaining 
agreements. 

✓ Immigration Laws: Compliance with immigration laws and regulations 
regarding employee eligibility and work authorization. 

✓ Forms and documents: Ensuring proper completion and verification of 
forms and documents for all new hires. 

✓ Anti-discrimination Laws: Compliance with laws prohibiting discrimination 
based on race, gender, religion, disability, and other protected 
characteristics. 

✓ Tax Pay Transparency Laws: Compliance with tax laws regarding pay 
transparency and disclosure of salary ranges. 

✓ Employee Classification: Correctly classifying employees as employees or 
independent contractors. 

✓ Data Security: Protecting employee data and ensuring compliance with data 
privacy regulations. 

• How to Ensure HR Compliance 

✓ Conduct regular HR compliance audits: Identify and address potential 
compliance gaps. 

✓ Develop and maintain comprehensive HR policies. 

✓ Make HR compliance a shared responsibility: Involve all stakeholders in 
maintaining compliance. 

✓ Stay up to date with legal and regulatory changes. 

✓ Utilize HR technology to streamline compliance processes. 

✓ Conduct regular employee training on compliance issues. 

✓ Create and maintain an HR compliance checklist.  

By implementing robust HR compliance practices, organizations can minimize legal 
risks, create a fair and equitable work environment, and build a strong foundation for 
long-term success.  
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9 Health, Safety, and Wellbeing 
 

9.1 Creating a Safe and Healthy Workplace 
Introduction: Creating a safe and healthy work environment is essential for employee 
wellbeing and productivity. 

FAB: 

• Function: To protect employee health and safety and promote employee 
wellbeing. A safe and healthy workplace is essential for employee well-being, 
productivity, and overall organizational success. 

• Advantage: Reduces workplace accidents and injuries, improves employee 
morale, and enhances productivity. By addressing human factors and mitigating 
workplace hazards, organizations can create a safer and more productive work 
environment for all employees. 

• Benefit: Creates a positive and supportive work environment and demonstrates 
a commitment to employee wellbeing.  

Body: 

• Pain Area: Unsafe work environments can lead to accidents, injuries, and 
decreased employee morale. 

• Purpose: To protect employee health and safety and promote employee 
wellbeing. 

• Solution: Implement workplace safety programs, conduct regular safety 
inspections, and provide training on safety procedures. 

• Recommendation: Promote a culture of safety and encourage employees to 
report any safety concerns. 

• Human Factors in Workplace Safety: Human factors encompass the various 
environmental, organizational, and individual factors that can influence human 
behaviour and contribute to workplace safety. 

• Key Human Factors: Workload, task complexity, and job demands. 

✓ Organizational environment: Workplace design, culture, and environment. 
Team dynamics and leadership. Communication and collaboration. 
Resources and support systems. 
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✓ Individual characteristics: Skills, abilities, and experience. Attitudes and 
beliefs. Risk tolerance and decision-making. Psychological state and well-
being. 

• Health Hazards 

✓ Chemical hazards: Exposure to chemicals, dust, fumes, and other 
substances. 

✓ Biological hazards: Exposure to bacteria, viruses, and other biological 
agents. 

✓ Physical hazards: Ergonomic hazards, noise, vibration, and extreme 
temperatures, fire, explosion, electric shock, mechanical nip and contact 
points. 

✓ Psychological hazards: Stress, burnout, and other mental health 
challenges. 

• Environmental Factors 

✓ Weather conditions: Extreme temperatures, high winds, heavy rain, and 
other weather-related hazards. 

✓ Noise: Excessive noise levels can disrupt concentration and cause hearing 
damage. 

✓ Lighting: Inadequate or excessive lighting can increase the risk of accidents 
and injuries. 

✓ Temperature: Extreme temperatures can affect employee comfort, 
productivity, and safety. 

• Creating a Safe Workplace 

✓ Promote a strong safety culture: Emphasize the importance of safety in all 
aspects of work. 

✓ Conduct regular safety audits and inspections: Identify and address 
potential hazards. 

✓ Provide adequate training and education: Equip employees with the 
knowledge and skills to work safely. 

✓ Implement ergonomic controls: Minimize ergonomic risks through job 
design, workstation adjustments, and the use of ergonomic equipment. 

✓ Address employee concerns: Encourage open communication and address 
employee safety concerns promptly. 
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• Key Legislation 

✓ Occupational Health and Safety Act, 1993 (Act 85 of 1993) 

✓ Mine Health and Safety Act, 29 of 1996 

✓ Compensation for Occupational Injuries and Diseases Act, 1993 (Act 130 of 
1993) 

✓ National Environmental Management Act, 1998 (Act 107 of 1998) 

✓ National Water Act, 1998 (Act 36 of 1998) 

✓ National Environmental Management: Air Quality Act, 2004 (Act 39 of 2004) 

✓ National Environmental Management: Waste Act, 2008 (Act 59 of 2008) 

✓ National Environmental Management: Biodiversity Act, 2004 (Act 10 of 2004) 

• Key Regulations 

✓ Construction Regulations, 2014 

✓ General Safety Regulations, 2003 

✓ Machinery and Machinery Safety Regulations, 2013 

✓ Hazardous Chemicals Regulations, 2013 

✓ Electrical Machinery Regulations, 2009 

✓ Asbestos Regulations, 2001 

✓ Noise Exposure Regulations, 2008 

✓ Occupational Exposure to Hazardous Chemicals Regulations, 2001 

✓ Hazardous Biological Agents Regulations, 2001 

✓ Confined Spaces Regulations, 2011 

✓ Work at Height Regulations, 2014 

✓ Pressure Equipment Regulations, 2009 

✓ Diving at Work Regulations, 2008 

✓ Explosives Regulations, 2015 

✓ Radiation Regulations, 2001 
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10  Call to Action 
 

This guide has provided a brief overview of key HR functions for small businesses. 
Implementing these strategies can help you attract, retain, and motivate top talent, 
improve employee engagement, and enhance overall business performance. 

If you're looking for expert guidance in implementing these HR strategies, I can assist 
you. I offer a range of HR consulting services, including: 

✓ HR strategy development 

✓ Workforce planning 

✓ Policy development 

✓ Performance management system design 

✓ Employee engagement initiatives 

✓ Compliance management 

I can help you tailor these strategies to your specific business needs and ensure you 
have the right people in place to achieve your goals. Contact me today to schedule a 
consultation. 
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12  Script From Figures 

12.1 Figure 1 Pathway to Creating a Strategic HR Strategy 
Assess organizational goals: Business Objectives, Growth Targets, Challenges 

Perform a gap analysis: Workforce Assessment, Skills, Competencies, Resources 

Define HR objectives: SMART Objectives 

Formulate a strategy: Action Plan, Recruitment, Training, Performance Management, 
Employee Engagement, Retention, Employee Involvement 

Properly allocate resources: Budget, Technology, Personnel, Stakeholder Buy-in 

Implement and execute: Monitoring, Communication, Adjustments 

Seek employee feedback: Open Communication, Consistent Feedback, Employee 
Input 

Monitor and evaluate: KPIs, Regular Reviews, Effectiveness Assessment 

Continuous improvement: Flexibility, Change Management, Adaption and 
Improvement 

12.2 Figure 2 Pathway to Creating an HR Plan 
Assess Current Skills:  

✓ Skillsets 
✓ Skill Gaps 
✓ Operational Needs 

Forecast Labour Needs: 

✓ Workforce Requirements 

✓ Promotions 

✓ Retirements 

✓ Market Trends 

Organisational Design: 

✓ Company Structure 
✓ Workflows 
✓ Strategic Objectives 
✓ Staffing Needs 

Manage, Motivate & Retain 
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✓ Talent Attraction 

✓ Employee Motivation 

✓ Talent Retention 

✓ Compensation 

✓ Employee Development 

✓ Positive Work Environment 

Align with Budget: 

✓ HR Budget 

✓ Financial Sustainability 

Establish KPIs: 

✓ Key Performance Indicators (KPIs) 

✓ Employee Turnover 

✓ Time-to-Hire 

✓ Employee Satisfaction 

 


