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PREAMBLE

A skills development policy ‘aligned to the Municipality's goals affords opportunities to
benefit from better co-ordination and alignment of development initiatives. The
Municipality commits to provide skills development to all staff members on an equal
opportunity basis.

PURPOSE

The purpose of this policy is;

2.1 To ensure that skills development occur in a coherent and structured manner;

22 To provide clear alignment of the strategic plan, National Skills Development
Strategy, and other internal Human Resource policies;

2.3 To facilitate access to appropriate skills development;

2.4 To support personal development plans and career development;

2.5 To support the Municipality's succession planning; and.

2.6 To promote and facilitate participation of unemp[qy_e_d learners. in learnerships.
SCOPE OF APPLICATION

This policy applies to all staff members of the Munlc:lpallty, leafners in cases of
learnership programmes for students who are not staff members, .and interns, where
applicable.



LEGISLATIVE AND POLICY FRAMEWORK

» Constitution of the Republic.of South Africa Act, 1996 (Act No. 108 of 1998).

» Municipal Systems Act, 2000 (Act No. 32 of 2000}

» Municipal Structures Act, 1998 (Act No. 117 of 1998)

o Municipal Finance Management Act, 2003 (Act No. 56 of 2003)

« Labour Relations Act, 1995 (Act No. 66 of 1995)

« Employment Equity, 1998 (Act No. 55 of 1998)

« Skills Development Act, (Act No. 97 of 1998)

o Local Government: Regulations on-appointment and conditions of employment of
senior managers, 2014

» Local Government. Municipal Staff Regulations, 2021

« Local Government: Guidélines forthe Implementation of the Municipal Staff
Regulations, 2021

» Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)

« Qccupational Heaith and Safety Act, 1993 (Act No. 85 of 1993)

« National Skills Development Sirategy

o National Qualifications Framework.

» Souith African Qualifications Authority Act, 1995 (Act No. 58 of 1995)

» Compensation for Qccupational Injuries and Diseases Act, 1993 {Act No. 130 of 1993)

s Skills Development Levies Act, 1999 (Act No. 9 of 1999)

e National Youth Commission Act, 1986 (Act No. 19 of 1896

DEFINITIONS

All terminology used in this policy shall bear the same meaning as in the Regulations or
applicable legislation, or as defined and / or explained in the Glossary of Terminology in
the Human Resources Policies Manual.

PROBLEM STATEMENT

[Unigué to each Municipality's situation: state prevailing problems that the policy shall
regulates and provide framework for managing them]

POLICY PROVISIONS
7.1 Principles of skills development

7.1.1 Skills development shall —

:



(a} support the achievement of the Municipality's goals set out in the
Integrated Development Plan by providing critical skills that ensure the
delivery of quality services;

(b) promote the dEVeI'meent and retention of competent Municipal staff,
including the development of technical, professional and specialist staff
who have the required qualifications and skills;

(¢} support the emp[oyment equity_ objectives of the Municipality;

(d) be based on high quality provision and effective: workplace learning and
development practices, including -coaching, mentoring, on-the-job.
learning, and opportunities for the practical application of skills in the
workplace;

(e) seek to continuously improve its results and the returns on learning
investments, by defining measures of success, conducting regular
evaluations, and improving the impact of learning, training and
development; and

() be designed to support and reinforce other capacity building
programmes in the Municipality.

7.1.2 A staff member shall take responsibility for his or her development and own
career growth.

7.1.3 The Municipality shall support its staff members by —

(a) clarifying the skills required for jobs, identifying relevant skills needs and
developing opportunities to satisfy the skills needs;

(b) identifying new skills and knowledge required by staff to support their
career growth and progression;

{c} creating Ee‘aming' opportunities that will allow their staff to develop the
' skills and expertise to enable them to compete effectively for placement
in new orvacant posts; and

{d) ensuring that skills development is a KPA in senior managers’ and
supervisers' performance agreements. This is aimed at promoting
career development throtigh consultations with staff meimbers.

NT



7.1.4 The skills development process shall involve planning, skills assessment,
implementation, and review, |

7.2 Skills development planning
7.2.1 Alignment to strategic pla_n'n'ing cycles

The determination of Municipal skills needs, priorities and budgets shall be —

(a}) developed once every five years af the commencement of the integrated
development planning process, and shali be reviewed annually
thereafter: and '

(b} aligned to the strategic planning cycles associated with the —
() Integrated Development Plan;
(i)  Municipal budget;
(iii)y human resource planning; and
(iv) performance management cycle.

7.2.2 Determination of skills heeds

SkKills needs in the Municipality shall be determined by conducting —

{a) skills needs analysis, in which the Municipality shall identify skills needs
at Municipal and department levels based on critical roles and job
categories and associated competencies: and

(b) a staff skills audit, which shall identify skills-needs for each staff member
based on specific competency needs associated with current roles and
future career aspirations.

7.2.3 Skills needs analysis
(a) The Municipality shall conduct a skills needs analysis that analyses the
Municipality’s skilis needs and assesses the skills constraints on service

delivery in the Municipality as a whole and in each department or
function.
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{b) The skills needs analysis shall identify the priority skills: needs, which
when effectively developed, will have a marked impact on the
Municipality's performance.

(c) The process of identifying the skKills needs shall —

(i) be guided by the critical .and scarce skills lists for the sector
published by the Minister for Higher Education- and Training and

the Local Go‘v’e_r’nment:_ Compe‘teﬁnc_y Framework for. Occupational
Stréams as contained in Annexure A of the Municipal Staff
Regulations.

(i) take into account the _'related_ institutional capacity needs and
workplace skills plan of the Muricipality; and

(iti)  cover all major roles in the Municipality, including —
(aa) management and leadership rolés that —
{1) require strategic and analytical functions:

(2) involve a relatively high degree of discretionary
decision-making:

(3) have a relatively high level of risk associated with
decisions made; or

[4) require long lead times (2+ years) to develop the
qualifications and a further time (3+ years) to develop
the experience required to be able to perform
competently.

(bb) technical, specialist, professional and administrative roles;
and

(cc) specified priority skills needs.

(d) The skills needs analysis shall be based on ~

N




H a 'st_rategic; evaluation. of skills needs that have constrained the
service delivery and performance of the Municipality:and each of
its departments or functions in the current year;

(i) a review of community feedback informat_io_n' and an assessment
as o whether a lack of skills has contributed to the shortcomings
in respect of service delivery;

(i) -a review of the effectiveness. of the implementation of ‘previous
priority skills development programmes and interventions; and

(iv} ananalysis of individual staff member personal development plans
to identify common skills needs across job categories.

7.2.4 Staff skills audit

(a) The Municipality shall conduct a skills analysis using programmes or
systems deteitnined by the Minister to ascertain the skills needs of staff
members. in respect of their current roles.

(b} Askills audit may comprise —

(i)  biographical audits, which includes information on the educational
qualifications and experience of the staff member;

(i) perception based assessments; and

(iif) evidence _baSed_ assessments, including assessments using
psychomietric instruments.

(c) A skills audit shall be conducted once every five-years within 24 months,
from the election of the hew council of am unicipality.

7.25 Recognition of prior learriing assessment

{(a} Recognition of prior learning assessment determine a staff member's

' skills and know_l'edge acquired through formal or informal training
conducted by industry or educational institutions, work experierice and
on-the-job training.

(b) Recognition of prior learning assessment shall be-conducted —

N




(i) by service providers that-are accredited by the relevant Education
and Training Quality Assurance Body; and

(i) in line with the provisions. of the National Qualifications Framework

established in terms of the National Qualifications Framework Act.

7.2.6 Personal development plans

{a} Every staff member shall have a personal development plan that sets out:
the strategies to ~

(i) address the staff member's development needs and specific skilis
to be developed for their current roles arising from the skills audit,
as well as the learning interventions required to build these skills;
arid

(i} develop new skills and provide exposure to new areas: of work,
which are aligned to the municipality's strategic objectives.

(b) The personal development plan shall take ‘account of the skills audit and
the requirements of the performance management system,

(c) A staff member may only undergo training that is —
(iy contained in personal development plan; or

(i) approved by the municipal manager or his or her delegate.

7.2.7 Workplace skills pian

(a) The Municipality shall develop a workplace skills plan arising from the
' outcomes of institutional skills needs analysis and the individual skills
audits;

(b) The workplace skilis plan-shall include.—

iy the priority skills needs. for the Municipality and each department
or function;



(iiy the associated interventions that the Municipality intends
conducting; and

(i} an aggregation of the learning and development initiatives from
staff members’ personal development plans.

{c) The workplace skills plan shall be included in ‘the Municipality's
Integrated Development Plan.

(d) The municipality shall submit a completed workplace skills plan to the
LGSETA on 30 April of each year.

7.2.8 Budgeting for skills development

(a) The. Municipality shall establish a skills development budget that
provides funding for the priority skills needs identified in the. workplace
skills plan. '

(b) Funding fortraining and development of staff will derive from -
() the Municipality's own training budget;

(i) the skilis development levies as prescribed in terms of Skilis
Development Levies Act 9 of 1999;

(iity discretionary and mandatory grants. received from LGSETA; and

(iv} provincial and national government capacity building grants.
7.3 Implementing skills development

7.3.1 Types of skills development programmes

The Municipality shall focus on developing priority skills through —

{a) structured learning programmes, which shall include learnerships,
apprenticeships, technicians-in-training programmes, and graduates-in-
training programmes;

(b} structured on-the-job .learning and development, which may include —

10
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(i}  professional coaching of staff members by an external or internal
expert coach where such capacity exists;

(i) coaching of staff miembers by supervisors, including guiding a staff
member to develop new skills,

(if) mentoring staff members 10 acquire technical, professional or
specialist skills, which may inciude structured mentorship
‘programmes;

(iv) the creation of work exposure opportunities’ that may accelerate
learning and or skills development, including —

(aa) allocating staff members to-a specific project:

(bb} seconding a staff member to ancther department or work
area o increase the staff members exposure to other work
processes and systems;

(cc) increasing the responsibilities allocated to a staff member;

(dd) rotating staff members through the full range of activities of a
Pparticular process or department; and

(ee) work shadowing, where. a staff member is given the
opportunity to observe a more senior professional or
manager at work, enabling the staff member to understand
more complex and challenging roles in a structured and
sectre manner; and

(c) professional development programmes.

7.3.2 Succession planning

The Municipality shall develop future managers in order to ensure seamless
succession of competent leaders, as follows:

(a) Carty out a potential staff member search and matching through -

ND




{i homir]_ati'on of staff members who are considered for sitccession
planning, ensuring representation of gualified ‘women, Black
people, and staff membets with disabilities:

(i) nomination criteria that include staff member who -
(aa) show an interest to be nominated:
(bb} are able to work'wit_hout supervision;

(cc) show a commitment to deliver beyond what is required;

(dd) display consistent high performance in their duties, in
aftaining targets, and with a rating scored at outstanding
level; and

{ee) demionstrate potential to operate at a high level.

(b} Create a succession pool of staff members who demonstrate desirable
values, behaviour and competencies to be poten‘tia!'.successors, and -

(i} where a number of jobs are of similar type and need similar skifls,
the number of potential successors to the succession pool shall be
increased; and

(i) nominate two (2) or more staff members for possible succession
per post to cater for natural attrition / turnever.

{c} Enter formal agreements with staff members earmarked for succession
planning to protect the interests of both the staff member and the

Municipality. The agreement shali outlifie the following:

(i} Staff members shall not be guaranteed appointments in posts that
they are prepared for, and shall have ‘o compete for the posts
when 'adv_er'tised_ ;

(i) The succession period for each successor shall range from six (6)
to twelve (12) months: and

(ifi) A successor who has failed to make an impression during the
interviews shall not be guaranteed a stay in the programme.

12
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{d) Consultants contracted to the Municipality shall be ‘obliged. to act as
mentors ‘to nominated staff members for skill transfer during’ ¢ontract
duration, ' o

(e} Successors shall have properly designed career paths to ensure that
they gain most appropriate experience for their future roles.

7.3.3 Obligations of the Municipality

(a) Supervisors shall ensure the -development of staff members through re-
altocation, rotation and secondment of staff members across functions
within the Municipality with due regard to service delivery requirements,
where applicable. ' '

{b) The Municipality shall ensure the effective management of the quality of
learning delivery, especially that provided by external training providers.

(c) Supervisors shall be €ncouraged to gain coaching skills a‘nd shall
actively ‘coach and support the development of staff members who
report fo them.

(d} The Municipality shall prioritise the -appointment of mentors who are
experts in their fields to support structured skills transfers. in order to
achieve the required specialist and technical skills for priority roles.

7.4 Evaluating skilis development quality and impact

741 The Municipality shall —

(a) conduct regular evaluations of the workplace skills plan and personal

development plans, as well as their implementat'ion;_ and

(b) adjust its learning programmes. to improve its effectiveness, including the
impact on reducing the skills constraint on service delivery.

7.4.2 The Municipality shall ensure that —

(a) every supervisor reports. annually on progress on implementing staff

~ pérsonal development plans and the other programmes contained in
the workplace skills plan;

13
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(b} the effect of implementing personal development plans for staff is
evaluated;

(c) evaluations, using standard benchmarks determined by the Minister,
respond. 1o priority learning programmes, and contribute to the
development of skills which result in improved performance and service,
delwery, and

(d) reguiar skills development reports and evaluation results. are —

() integrated into the wider capacity building initiatives: within the
Municipality, and

(i) reported to the relevant provincial and national capacity building
structures.

7.5 Payment for skills development programmes

7.5.1 The Municipality may agree to pay full or part payment for a staff member's
learning programme and for reasonable travel and accommodation expenses
on receipt of official proof of the structured learning programme.

7.5.2 Where the Municipality agrees to pay for-a learning programme, the staff
member shall be required to work for the Municipality for a reasonable period
after the completion of the programme, failing which the staff member shall
pay back the costs, of part of the costs, associated with the programme.

7.5.3 Despite clause 7.5.1, if a staff member fails to attend or fails a learning
programme, the Municipality shall recover the costs associated with the
programme after complying with Section 34 of the Basic Conditions of
Employment Act.

7.6 Roles and responsibilities:
7.6.1 A staff member shall —

(a) actively manage their own development, whether for their current ole or
for their future career opportunities, based on their personal
development plan

14
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7.6.2

]

{c)

(d)

(e)

(f)

(a)

participate actively in skills audits:

develop and reflect on their personal development plans with their

Supervisor;

commit to development that coincides with the Municipality's prioiity:
skills; |

participate actively in all forms of learning, training and development
which will assist the staff member to meet agreed needs;

stay abreast of and apply new knowledge and skills in their field of

expertise; and

provide feedbac_k__ on the outcomes, effectiveness and relévance of
training and development received,

A supervisor shall —

(a)

(b)

(c)

(d)

(e)

()

(g)

link skills deVerpr’ﬁen’_t to the priorities of their function, the infegrated
development plan and to the outcomes of the performance
management procass:

moniter skills needs and constraints that have, or may have, a major
impact on the achievement of their objectives and report on these
during the institutional skills needs analysis process:

develop; réport on and review progress with the personal deveiopment
plans of the staff members who report o the supervisor or supervisor:

ensure that development propased in the personal development plans. of
the staff members who report to the supervisor is relevant io the
functions of the Municipality:

provide coaching to and support for the development of staff membeis;

provide input.into the cantent of training programmes, if relevant;

allow their subordinates time off for training, as agreed in training
schedules and plans;-and

15



7.6.3

7.6.4

7.6.5

(h) actively facilitate the application of learning back on the job.

The Skills Development Facilitator shall —

(a)

(b)

{c)

facilitate the adoption of the Workplace Skills Plan, including liaising with
the registered trade unions:

facilitate the impiementation of skills development programmes with
supervisors, staff members and external training providers; and

liaise with the LGSETA and ensure that the Municipality meets all the
requirements of the LGSETA.

The Chief Financial Officer shall ensure that proof is provided to the LGSETA
that all funds obtained from the LGSETA and the 1% budgeted towards. skills
developrment have been used for skills development purposes.

The Training Committee shall —

(a)

(b)

(c)

{d}

(e)

be chaired by a senior manager:
have an equal number of managers and representatives of staff;

include the Integrated Development Planning Manager, the Skills
Development Facilitator, the Manager responsible for human resources,
individual and institutional performance manhagers, and the Chief
Financial Officer, as representatives of the Municipality;

include representatives of the registered trade unions. recognised by the

Municipality as representatives of staff members or, in their absence,
staff members who are representative of the Municipality's staff as a
whole; and

consult, and make recommendations to the Municipal Council, on -
(i} proposed improvements to sKills audit processes;
(i} findings and priorities emerging from the skills audit presented by

management;
16
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(i) the draft workplace skills plan;
(v} management's regular skills deVelopment' report; and

(v} skills development palicy-of the M’uni'cip_ali'ty.

POLICY MONITORING AND EVALUATION

8.1 This policy shall be implemented and effective. once. recommended by the Local
Labour Forum and approved by Council.

8.2 Nen-compliance to the stipulations contained in this policy shall be regarded as
breach of Code of Conduct, which shall be deait with in terms of the Cade of
Conduct:

8.3 Head of Corporate Services shall carry out the monitoring and evaluation of the
policy’s implementation,

POLICY APPROVAL

This policy was formulated by HR Managerent in consultation in the Local Labour
Forum:.

Approved by: |
SPEAKER) X[\ paTE 05 [ 06| ey f

7

RESOLUTION NUMBER DATE -
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JCEDURE STEPS

ACTORS

E 1 AVERA
| AAKENPER- .| TRANS/
TRANSACTION | MONTE

slitate an-dnhual assessment to measure the Municipality's performance
7inst the IDP

niify the Toles that constrains service delivery, affecting community
sfachion

ntity the roles that consirains the efficient and effective intemnail operations of
Municipality:

':é!yse-?hejpe_rformqnce reviews and personal development plans of staff
mbers employed in grifical roles dnd job cdiegaries

dmeetings with'each Muhicipal department {o evaluate the reasans for
i service delivery and performance

ermine whether g lack of skills has.contiibuted fo the poor performance

duate stakeholder complaints to-establish whether poor service is a result of a-
k of skills in certain key roles

niify whethar thase probiems are in crifical réles.and ol cateégories wiick
v need fo be tracked more closely

niify the skills problems and needs associated with these reles

et with the senior management team of the Municipality fo.present on
yregate assessment of the skills needs atising out of the depdrtment

etwﬁh the senior monagement team of the Muni_cipaliiy to v_olidcﬂe.fhe
ity skills needs to be-addressed by the Municipality in the forthcoming year
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DETERMINING STRATEGIC SKILLS HEEDS

Fatilitate an dnnual
csssssment o
rreasiie the

ldentify Iha roles that
constraing the
efficient and

idlentify the refes that
“Constrgingservice
delivery. affecting

tMURicialitys effective intemal
.pafon?r?;\?gpcgdnsr 3 fg;?gz:gi operations of the

Muricipality

Aricilise the
Perornance reviaws
ond persorial
development plansof
stoff mernihens emploved
in critical rotes and job>.
categaties

{

Bvaiyette stakeholcler
complaints to
astablish whether
oot service jsa
result of o fatek Sf skills
ity cerlgin key roles

[denttly whether
these probiems are in
criical roles and jol
cotegoties whichr
may heed tobe. |
tracked more Glosely |,

Identify fhe skils
profxlems and
needs

asecialed with |-
thesaroles

Meet with the senior
management féeam of tha
Municlzolity o présent an

aggregate assessment of
the siills heeds arsing out

ofthe gepariment :
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AVERAGE TIME

SEDURE sTEPS | acrors TAKEN PER TRANY
TRANSACTION - MONT
fify the role competencies :dnc_i definitions
le accessto, or make available, the competency sefin Ahnexure. A of the Municipal
Regulations 1o the supervisor of thHe ithmbenf__.und&.’nging the audit
he Local Govemment Skills Audit Questionnaire [in conjunction with the appropriate
competencies and definitions] to assess-and review the role competencies and.
titions.
Ee incumbent against the competencies
fity i_he.'_c_-ompetency'.gcps fromethe skills audit and.address them in the personal
slopment plon
20




STAFF SKMIS AUDIT

Ideritify the rc»ie
conipatericies

and definttions | |

Brable access to, or rnake
arvailable, the.comp etercy
set in Annexire A éfihe
Municizal Staff Regulations
to fhe supervisor of the

incuinbent undergoing the |

cpaclit

-
Use the Local Govemment Skills
Audit Guastionnaire (i
conjunction with the
s approptiate rele competaricies
and definifions] te assess.and’
review the rola competencies
and-definitions .

Rate the
incumisen
cigdinst th

competensi
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YCEDURE STEPS

ACTORS.

AVERAGE TiME
TAKEN PER:
TRANSACTION

fore fraining] Confirin n umbers of learners

re frdining provider has leameér fesdback form that meets requirements

cledr learning objectives for course { programme / learning intervention

ntify competencies (wifh the competency-definitions) to be developed during fraining

je'n‘c'z_ke pre-fraining 180-degree competency-assessment (seff and manager-assessment
2amer competence), using 5-paint Likedt scale

ord the most recent formal performance scores of the individual

d /.or] Identify cind record particular outputs that the individual leaimner i5-not delivering
zctivaly:

ring frdining] Comiplete agftendonce register

ure leamers compiete feedback form affer sach contact session

aduct interim reviews on whether ledimning objectives are being achieved and adjust
svention.aecordingly:

esses progress of learniers in eacti module using assignments written by ledrriers

duce qualitative report on leamer application of competencies during exercises dnd
fon learning during contact sessions

nifer improvements in the delivery of the specific outputs by'ihe ledmer

ter fraining] Report on aggregate attendance levels of loamers on course affer fraining

ure leamers complete programy ¢ourse fee dback form

'gtegqfe andreport on lsarmer feedback and satisfaction with coursef prograrme

ndyct post-learning assessment.of whether lsarning objectives are mst and feed results
»the future design ond development procesies,

Jertake post-fraining ]__80’—degre.e..'competency;qss’essmem {seif ond managesr
assment.of learner competence), using 5-point Likert scale
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gregate assignment.results of each leameér-and facilitator reports on learners

duce qudlitotive report on learmer application of competencies during exercises and
ton learning across the whele course/ programme:

nitor and report onwhgther the leamer has improved the delivery of the specific outpufs

ack whether ihie next reund of pérformance scores of the leamer have improved dnd
ort on ﬁnding_s

=)
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TRAINING.EV ALUATIOR:

[Before fraining]
Coriirm

numtsers of
ledimen

irure training
 providerhos
lecimer feedback.
Tetrn that meets
requiramants

o ickendity
Set clearlecining i
wsidvern® | | campsienct: i
piogeame s | dlefhitions} tc e
leaming intervention de“'eifg:ﬁ g‘?“"-”’-‘g

indertake Bt trainirg
180-degrae competancy
assessment {seM arid
monager assesiment of
leamer cahpetencs),
usung S-pomf ukeri sccﬂe

Ervurs izamers
. complete
feedizack fomm ;
. ofter eciah

contiagt session

Caonduct riterim
reviews &n whether
Iechng chjectives are
keing achieved org
aclus intervention
c:ccordrngly

Assesses. Rrogress of lecrhers in
. edachmodule Using
assignments witiffeny by laomers
Produce dualitative report on
tecimer appliccion of
<comp-efericies during exercrses
andd action | Iec:mmg duting
contact sessions

hMornitor

improvements in
the delivery of the -
spaciic oulpuls by
the lecmer .

[tter training}
Repert on
aggregate
attendance levels
of leaners on

‘coyrseaftertraining

Conduci posi-

' .deveiopment Lrocess

lecming assesment
ofwwheathar leaming
1 objeclives tire met
dndiead resultsinto §.
the futyre deﬂgn and

180-degree:
compatency

Under’lake post-trdining

qssessment fself and
madnager assesiment-of
lecimer competence). |
Usirig S-proint Liker scate |

Aggregcte
assighment tesuts
ofecch lEdmer
and, tdcitater
repxarts on leamers .

Frociuce quatitalive
repott on leamer
‘application ot
competencies <uting
exerclses and action-
lecming ccress the whele
acoutset programme

Menitor and report.
“oit whether tha
lagimer by
irniptovedt the
-delivery pfthe
spemﬁc ouipU!s
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CEDURE STEPS

ACTORS

AVERAGE TIME
TAKEN PER
TRANSACTION

AVER/
TRANS
MONT

2e months cﬁer staff member completed Jearmng] Evaluate the
ctiveness of the: iearning sfrategy in supporhng the Muricipal ity’s priorifies.

tss staff member's capability gaps-dgainst o comprehenswe competency
ework !

155.the extent the learning strengthens the overall health of fhe mMunicipality

. staff member performance improvement, such as.on call cut-fimes,
juchve heuts, enquiry résponse time, CUS']‘OFHEI complcxmis orincreased
tuctivity before and ofter) :

:35.per- and post-learning achievement levels of the staff member
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