INSTITUTIONAL AND INDIVIDUAL

PERFORMANCE MANAGEMENT POLICY

1JULY 2018 — 30 JUNE 2021




INSTITUTIONAL AND INDIVIDUAL PERFORMANCE MANAGEMENT POLICY

[ Purpose-
The objective of this policy is:
»  To provide a standard and a practical guide In the implementation of performance management at L'epelle-
Nkurnpi Local Municipality (LNM) and ensure faimess and transparency.

2 Performance Management Cycle

The performance management cycle for the municipality shail commence on 01 July of the calendar year and shall

b end on 30 June of the following calendar year. The cycle of the rmunicipality is composad of the following phases:

Performance Planning: This 15 about jointly identifying ofganizational, department, departmental as well as

1 individual performance expectations and gaining employees” commitmerit to fulfill these expectations.

"
Performance Monitoring: This happens throughout the performance management cycle and involves the execution
of scorecards, monitoring of performance against the scorecards and thé provisfon of coaching. This is aited at
documenting progress against planned performance ‘and it allows. for conlinuous tracking of performance, and
performance improvement through feedback as well as' reinforcefrient of key results and development of
competencies where applicable.

Performance Reviews: Performance reviews take place through formal sessions at-periodic intervals during the
periormance cycle, These are aimed.at assessing the level of performance against scorecards.

Performante Audifing and Reporfing. This phase invoives the auditing of the performance management system
and. the reporting the performance outcomes of the municipality. Figure 1: Performance Management Cycle
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Phase 1: Performance Planning
» Al employees shall be required to enter info performance agreeménts and ‘plans within 30 days of the
individual performance scorecards as well as a personal developrnent pians (PDP).

inception of the financial year Le. July of each year. These -_per'form_ance agreements shail contain ‘

« However, the individual performance scorecards of the section 56 employees shall be made up of Key
Performance Areas (KPAs) and Core Competency Requirements (CCRs) which shall have a relative

weighting of 80% to 20% r_especti\fe'ly. |

«  Allthe CCRs will be a‘g_;_ee‘d dpon prior signing the performance agreements. This includes defining the

required performance and provision of Portfolio of Evidence for each CCR, (
The foliowing figure guides the devélopment of scorecards: Figure 2: Structure of Scorecards

Defined by Legislation ‘Specific to the municipaiity

* Weighting
= B0%
-Core Competencies E _ :
Requirements ; :_ ' e i ) i
' Sk Weighting:
=20%

The KPAs must be categerized into [1] Strategic Performance. Objectives (SPQOs) and [2) Functional Performance
Objectives (FPOs):
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Strategic Ferformance. Objectives (SPOs) are those' KPAs which are derived from IDP and are sector
based ohjectives and strategies: Of the total 80% KPA weighting, the relative weighting for SPOs should

not be Tess than. 50%. The SPOs are developed to reflect the municipality’s strategic- priorities within the

individual employee scorecard.

Functional Performance Objectives (FPQs) relate to the employee’s functional areas, objectives and
responsibilities. These include good governance objectives. Of the total 80% KPA weighting, the relative

weighting for FPOs:shauld not exceed 30%.

The scorecard shall include Core Competency Requirements (CCRs). The Regulations propose-a range of
CCRs, which are calegorized into managerial and occupational competencies. 3. of the managerial
competencies, [1] financial management, [2] people management & empoweiment. and [3] client
orientation & customer focus, are compuisory, and the occupational competencies: are optional 2 of the
occupatienal compete_hd_es must be: selected from a range of competence -such as self-management,
interpretation of and 'ir'np!ementatibn within the legislative and national pelicy frameworks, Knowledgde of
local government, Knowledge of Performance Management and Reporting and Knowledge of global and

South African specific poiitical, social and ecanomic contexts.

The Municipal Mariager shall erter and conclude hisiher performance agreement with the Executive:

Mayer.

All other section 56 employees shall conclude and sign their performance agreements with the TMunicipal

Manager after consideration and inpuls from the relevant Member.of the Mayoral Committes.

All Section 56 employees' performance agreements shall be noted by the Perdformance Audit Committes
hefore being approved by Council,

Al non-section 58 employees: shall conclude and sign their performance plans with their immediate.

managers.

Parties entering into a performance plan shiould ensure that key performance: indicators are measurable

and in ling:with Service Delivery Budget implementation Plans (SDBIR) of the Departmerit.

The individual performance plan shall be signed by 31 July each year. Departments will be responsible for
the completioh and submission of individual performance. plans. Employees will submit their plans to the

gffice manager relevant in turn who will submit the plans to the Performance Management Office;

4|Page
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= The Performance Management Office.shall check compliance and ensure safe keeping of documents. The

office will also establish a database of empioyees who submitted -and' not ‘submitted, and advise

accordingly.
Phase 2: Performance Monitoring and Coaching
Performance monitoring and coaching must take place all year round.

Monitoring Performarice against the {nfegrated Development Plan (IDF)

The following provisions shall be-applicable to Section 56 employees in monitoring performance. against the {DP:
(a) All Section 56 employees shall be required to provide input into the process for monitoring performarice against
the iDP.

(b} The Municipal Manager shall submit progress reports with regards to the implementation ofthe IDP to the

I relevant structures within stipulated time frames.

Monitoring Ferformance againstihe Technical SDBIF;.

T_he.-followi.n'g. provisions shall bé applicable to Section 56 employees in manitoring performance against the
municipality’s scorecard:

(3} All Section 56 employees shall be required fo provide input'into the process for motiitoring perforimance against
the SDBIP; and

(b} All section 56 employees shall be responsible for preparation and the: submission of the progress repart against

the department scoregard,

Monitoring Performance against the Departmental Business Flans,

The following provisions.shall be applicable to-non-Section 56 employees i moritdring pedformance against
Departmental Business Plans;

(a) The relevant managérfs shall be required to collect information on implernentation of the relevant Departmenfal

Business Plan; and the submission of the progress report against the departmental seorecard.

Monitoring of Performarnce Individual Scorecard:

The following arrangerrents shall be applicable in monitoring and reviewing performance against the individual
scorecards:

(z) Individual performance monitoring must take piace all year round,

{b) The Municipal Manager shall be responsible for'monitoring the performance of all managers that-are directly

‘accountable 6 her/ him;

(o} All section 56 employees shall monitor the performance of their subordinates;

(1) All employees shall be collectively responsible for collesting information on implémentation of the scorecard

-and consolidation of this into progress and annual performance report;. and
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(e) All empioyees-shall be required to collect evidence to support the achievement of performance objectives. and

in line with the contents of their scorecard.

The following arrangements shali be applicable to coaching:

{3) Coaching shall take pﬂace at an individual level with due consideration for group dynamics;

(B} Accordingly:

i. The Executive Mayor shall be responsible far conducting one on one (coaching) meetings with the Municipal
Manager; and

i, The Municipal Manager shall be responsible for coaching all the managers who are directly accountable to her/
him;
iii. Section 56 employees as well do so.at their respective departments;

{d) All discussions. held within the. coaching session should be recorded and decumented and should bé managed
in line with the municipality's confidentiality requirements:

Phase 3: Performarice Evaluation/Reviews’

Levels of Reviews

The evaluation of perforiance shall be conducted in. two ways, namely at organizational and individual levels:

‘Figure below.guides the process of review in the municipality:
ORGANIZATIONAL INDIVIDUAL
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‘Quarterly reviews will often be a more effective way of dealing with unsatisfactory performance than the

enactment of formal processes. These reviews allow time for the provision of additionat training, coaching.

-and advice 16 aid improvement in performance.

Where improvement is required, the manager must ensure thai the employee understands and is
committed to reaching the required standard, how perforinance will be reviewed, and over what period.
The content, agreéd adtion and the ottcome of the meeting must be recorded in writing to the employee
concerned, .

However, the empleyee should also be made aware that formal processes will be used if performance

does not improve to thé required standard or if any improevement is not maintained.

Within 30 days after the end of each quarter, departments are required to conduct.an assessment which
reflects on the performance of a department with an aim of ensuring alignment. between actual
perfortiance and assessment/appraisal of employees: At the same timie submit the quarterly reports to

Performance Management Office.

Thé sehedule for performance review s summarized as follows:
18T Quarter  July — September (report to be submitted in October)

2%0Quarter  October ~ December {report to be submitted in January)

382 Quarter January —-March (report fo be submitted in April)

4™ Quarter April - June (repert to be submitied i July)

Mid-Termi and Annual Assessments Reviews

Twice in'a year the manager relevant of each department shall conduct a mid-termand annual department

performance. feview within 60 days after the end of sach term. The Managers and Assistant Maragers

affected by these performance review sessions at their réspective levels.

The schedule for performance. review is schieduled as follows:
187 Semester (Mid-Termy July -~ December (February)
20 Sgmester (Annual) January - Juné (August)

The employee will be invited fo alttend a forma!l performance management meeting and this will be
confirmed in writing. The notification will contain sufficient information about the performance issue-and will

confirm the employee’s right to be accompanied to the formal meeting.

Sigrature by Municipal Manager:
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i

= A minimum of 5 working days written notice will be given to attend 2 formal performance management
meeting. If the employee’s re‘pr&s‘entativez is unable ta attend the mesting, it will normally be rearranged

within 5 days 'of the original date of the meeting.
Evajuation of Qutcomes at Department and Individual Levels

» Internial Audit and Performance Management representatives shall seat'in alt performance assessment to
provide all administrative support.

s The manager shall initiate the assessment process as per the performance management procedure
manual;

= Ail employees must complete their self-assessmerits prior to undergoing formal assessments by their
SUPervisors;

= Al formal performance assessments and reviews shall be based op the respective ‘employee's
performance agreement/ performance plan,

v All employées shall underge. @ minimum of 2 formal assessments {1 midyear review and cne-annual

performance review) in line with the performance cycle.

» Al performance assessments  shall be conducted in line with the. prescribed. tools and templates of the

murnicipality:

= In fhe event the employes chang_es the job (within the municipality, or-where. the employee. leaves the
municipality) during the performance cycle, performance reviews refated o the employee vacating the post
must be completed prior to the employee’s movement ta the new position or new institution. |

= [f the employee changing jobs is.a manager, performance reviews for each employee under herfhis control
should be camplated prior to herfhis movement.

» It is the responsibility of the employee to timeously alert the manager of any emerging factors that could
preclude the achievement of any performance. undertakings, including the contingency measures that are
proposed to-ensure the impact of such deviation from the original agreement is minimized.

« |t is also the responsibility of the employee to collect and submit evidence to support performance
achievements,

« During the appraisal meeting’ the' manager and the employee discuss and reach agreement on the
‘employee’s performangce rating for each of the outputs. |

= Therating of perfermance shall bé done-in line with the prescribed rafing scale.

~ It is the respansibifity of the manager to inform the employee in writing of the' outcome of the assessment

and if the empioyee’s_pérformanc'e is unsatisfactory, of the reasons for that assessment.

= All the annual performance -assessment reports shall be moderated by the moderaticn commities of the

municipality if required.
= The completed asssssment-shall be signed by the subordinate, manager relevant;
* The appraisal of the employee's performance will form the basis for rewarding putstanding performance or

correcting unacceptable performance.

Signature by Municipal Manager:
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The role of Performance Management Unit in the analysis of outcomes

Performance Management Office’s role in the analysis of outcome is sumimarized as follows:
= Compare and verify. portfolio of evidence subimitted againstthe unit of measurement.and KPI's targets.
»  Capture evidence on the system-as report as submitted by depariments.

= Provide comments.on the work performarice of the departments.

Phase 4: Performance Auditing and Reporting

Quality Assurances

All asséssment shall bé subjected to quality assurance _p_ro_vi’d_ed by the Performance. Audit Committee, Internal

Audit Department and Moderation' Commiittée. Quality assurance shali He aligned to the performance management.

procedure manual's time lines:

In moderating the outcomies, the moderation committee shall consider the following:

(a) The exient to which the individual results are a true. réflection of the individual's performance: and are-in line

‘with perférmance requirements &s expressed in the individual’'s performance plan;

(8) The extent to- which-the individual results arg aligned to the performance of:the municipality. as expressed

through the performance reports against Departmental Business Plans, scorecards and the SDBIP; and

(c) The extent to which the process that was followed was in fing with this palicy:

Internal Audit Department

Upon the receipt of _portfolio".of-evidenca_.and a quarterly performance report, the Internal Audit shall quality assure

_ assessments conducted-and recommend {o.the department. This. incitides. the mid-term and annual réports. The

assurance conducted by the Internal Audit department will be limited to depariments performance report not

individual.

Perfarmance Audit Commitiee:
All assessments shall be subjected fo guality assurance body also known as the. Performance Audit Comimittee.

The PaC shall assess pedormance in line with the performance management framework, policy and policyand any

other duty’as prescribed by the _Munic:ipal' Finance Act, 2003. The Internal Audit performance report will be

subjected to scrutiny by the PaC, this.include the mid-term and annual assurances

Moderation Committee

ThHe moderation committee as a committee of the Municipal Manager shall be responsible for the overall strategic

working of the performance management and development system in the runicipality. Operatirig as a moderating

body for non- section 56, the committee must ensure that consistency and integrity is maintained in the review

§|Page
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processes of individuals and departments/departments. The committee will do this'by presiding.on matters relating
to appeals lodged by employees where rio agreement is reached between a manager and an employee on final
performance scoring and recommend appropriate action to. resolve. the matter. This way the committee will ensure
that a level of falmess is-achieved. Moderation of results will be conducted for mid-term-and annual assessment

resuits. The degision of the moderating commitiee is final..

Phase 5: Performance. Reporting

The following figure shall be followed when repoarting performance in the:municipality:

3. Roles and Responsibilities

34 Managers
Managers are responsible for ensuring that their teams/departments achieve and maintain agreed standards of
wark performance and - should:
»  lead by example through their individual performance and behavior, providing staff with clear guidance and
direction;
= provide support, coaching aid continuous improvemer-it' both at team and individual level;
»  use the performance management processes to agree to the objectives of performance, devélopment of
standards and giving constructive feedbiack upon performance;
= ensure that required performance standards are Tealistic, achievable, communicated, understood andin:
line with the: employee’s job descriptioh document; and
»  aim to resolve issues promptly and effectively, considering the use of mediation where relevant and
approprigte and adheré fo this performarice managerment pracedure.
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32  Employees
» The municipality is entitled to fully effective’ work  performance from all its employees, employees are.
exp’ected-t’o-.work-eﬁecti'vely to'the agreed standards required by the municipality;
~  Employess are required to adhere to the municipality’s rules, policies and proceédures and understand the
i_mpact. of their behavier on others;.and
= Eniployees must engage with and parlicipate in tfie performance managemeft process. and seek
clafiﬁ_catibrl about expectations, behaviors and rules from their managers if they are unsure:about them;
co-operate if asked to be involved.
33 Organized Labour

The municipality shall manage performance in a consulfative; supportive and nan-discriminatory manner in order to
enhance organizational efficienicy, éffectiveness, and accountahility for the use of resources and achievement of
results. To this end, the participation of the organized labour is critical to the suecess of performance management.

The role of the organized labour is to:
« give input into the performance-management framework;
= phserve and monitor the implementation of the framework;
»  educate and sensitize their members o support the framework;

~ represent their employses in the event of grievances arising from the implemientation of the:

performance management; and be fepresenteéd in the moderation committee
3.4 Evaluating-performance

The Performance Regulations-for Municipal' Managers and Managers directly accountable to Municipal Managers

(20086) stipulates in defail how the evaluation process should be undertaken.
3.4.1 Evaluators

For purposes of evaluating the annual performance of 'thé'munic}'pal' manager, an evaluation panel copstituted of

the following persons will be established -
»  Mavor;
+ Chairperson of the performance audit commities;.
e Ay Member of the Executive Committes;
» Mayorand/or municipal manager from a’notrle'r' municipality.

« Ward comimitiee mernber

_ 1l]Page
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For purposes of evaluating the annual performance of mariagers directly accountable to the municipa! managers,

an evaluation panel constituted of the following persons will be established

In.order to qualify for any performance reward, an employee must have an average rating of above 3 with a score
of 130 and above, in line: with the Municipality's prescribed rating scale. This means that the employee's
performance must be significantly higher than the standard expected in the job. or the performance must be

outstanding or exceed expectation.

A performance bonus of 5 % to 14 % of :an annual remuneration package may be paid to an employee in

recognition’ of outstanding performance. The following rating scale will be used to determine the payrment of

Municipal Manager,

Member of the performance audit commitiee, preferably its chairperson;

Any member of the Council

Municipal manager from another municipality.

‘Ward commitiee membér

Recognition and Rewards

s Performance rewards shall be given to-employees in line with the approved reward framework for the. rmunicipality.

performance bonuses which will be a percentage of the annual remuneration package of the employee,

Below Is a table for-illustration:

Rating Total score Performance. Description Perfarmance incentives
category
1 69%.and lower Unaccepiable Performance ‘does not | No cash
performance. meet the.  standard | bonus/certificate of
-expected for the job recognition
12 70-99% Perfermance not | Performance mests some | No cash
fully effective. of the standard expected | bonus/certificate of
for the job recogriition
3 100%. Performance: Performance fully meet all | Certificate-of recognition-
fully effective areas of the job
101-114% Performance- Performance "fuliy meet all | Gash bonus
12{Page
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fully effective | areas of the job
{slightly —above
expectations)
4 115-129% Performance Performance is | Cash bonus
significantly significanitly “higher than
above. standard expected in the
expectations job
130-149% Performance Perforiiance is | Cash bonus
significantly significantly “higher than
above standard expected in the
expectations job
5 150-167% Quistanding Parformance far axceeds | Cash bonus
performance the standard -expected of
& jobholder at this level
‘Salary level | Performance category Total score for KPAs | Award Performance
and CMC Category. incentives
4-12 Performance significantly | 101-114% D 1-4%
above expectation T _ _
115-129% C 5-8%
130-149% B 9-12%
Qutstanding performance 150-167% A 13-18%
0-3 Performance significantly { 101:114% D 1-3%
above expectations -
115-129% C 4-6%
: 1_3'0%1_4'9'.% B 7-9%
Quistanding performance 150-167% A 10-14%.

Furthermore, employees who are on prolonged leave (60 days) or-are on precautionary suspension. may not

quality fora bonus, unléss a motivation is provided for awarding such an employes. Employees wha have been

suspended due 1o disciplinary reasons may not qualify for any performarice reward.

New employees who join:the municipality in the middle of the financial year will be allowed the same opportunity as

other employees when determining eligibility for performarice bonuses and if they have been employed for a period

jonger-than six months. However they should be paid on & pro rata basis from date of employment.

Signature by Municipal Manager:
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The Council shall make the final decision with regard to rewards on the recommendations of the Municipal

Manager and in due of consideration of budgetary implications.

5. Performance Evaluation Committees

For purposées of -evaluating the performance of the Empieyee; an evaluaiion pane! constituted by the following:

persons will be established - (onily applicable to the. Municipal Manager).

¥

*
H

")
oy

o
A

+
L

Mayor;
Executive Mayor/Mayor from. another Municipality;

Member of the Mayoral Committee

- Chairperson of the Performance Audit Committee; and

Member of the Community

() For purposes of evaluating the annual performance of saction 56 - managers directly accountable to the

Municipal Manager, an evaluation panel constituted of the following persans must be established.

{(Oniy. applicable to the managers directly accountable fo Municipal Manager)

The terms of reference for the Sectian. 56 employee’s evaluation panéi are:

Municipal Manager;

Municipal manager from another municipality;

Chairperson of the Perforinanice. Audit Cic:mm'itte'e;-

Mermber of the Mayoral Committee: (seatin 3]l the assessments of Directars); and

Member of the Mayoral Committeerelevant.

Assess performance. against set targets as contained in ‘the scorecards;
Analyze performance report against evidence provided;
Review the internal audit repart;

Make recommendations on the overall performance of the employeg;

Maks recommendations for Performance incentives/bonus payments;

PMS Manager / Specialist provide:secretariat role; and

 Record-any deviations that may anse.

{iy Forpurpcses of evaluating the annual performarnce of non-section 56 -managers and other professional

employees, an evaluation panel constituted of the follewing persons must be established. (Managers,

Assistani Mariagers and other fixed term confracts).

+
P

-
-
o

8. Addressing Peor Performance

Supervisor /line Manager;
HR/PMS specialist (if required) l

Signature by Municipal Manager:
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|n the event of an eniployee failing to meet his/her performance objectives, the following guidelines should be

followed:

&. 1 Performance Counseling Sessicns
*  The employee's direct Manager Is responsible for conducting any formal gounseling sessions, on. poor
perfarmance. The counseling session i an opportunity to formally: plan and agree on corrective action.

» identify why the employee is fafling to meet the required performance -standards}’objec{ives_:

= Agree on a personal development plan to gssist the employee in achieving the required
standards/objectives and give the employee a fair opportunity to improve hisfher performance.
This persona’! development plan must form part of the performance agreement

»  Make the employee aware of the potential consequernices of not complying ‘with pérformance
requiraments

= Ensure that these meetings are documerited so that procedural faimess can be: proved in the

event of any future disciplinary being taken

8.2 Parformance and lncapacily:
Firstly the manager should ensure that the employee ig fully. aware of their job description and their job
requirements. KPAs, KPls and CCRs as defined in their performance plans and performance agreements should
be agreed upon by both parties.

= Adequateinstructions, coaching and training should be provided to ensure that the employee i

able to meet objectives and targets.
» The employge must be given reasonable time to achieve the required objectives and fargets..
» The employee should be given reguiar feedback om their performance.

» The above steps should be conducied.in conjunction with the Personal Development Plan.

6.3  Formal Disciplinary Process - Coprective action
= Should the :employee -after a reasonable period of time for improvement; continue to perform
unsatisfactorily, notwithstandirig appropriate -evaluation, instruction, guidance and/or counseling, forma!
disciplinary steps may be imgiemerrted.”
= A formal disciplinary hearing should be held and corrective action_ through a series of disciplinary

measures shiould be considered, e.g. written warning, wiitten final warning, and finally dismissal as a last

option.
7. Dis_putelResbluﬁon
) | " | 5| Page
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Appea!s will be heard without Linreasonable delay. Empioyees-'have a rig_h’t to be-accompanied at the appeal
meetings. For non-section 56 :employees, appeals are directed to the moderation committee established by the
Municipal Manager. The appeal wil he chaired by chairperson of the moderating commiittee, The outcome. of the
appeal may be to uphold or reject the appeal; modify or remove the warning where justified. Employees will be
informed in writing of the outcome:of the appeal meeting within 10 working days after the date of the-meeting. The
‘decision of the committee is-final.

In the case of the Municipal Manager such an appeal shall be made in the first instance to the Mayoral Commitiee;

hereafter the dispute resolution mechanism contained in the performance agreéement isfollowed.

For all managers reporting to:-the Municipal Manager, the appeal is directed to the Executive Mayor hereafter the.

dispute resolution mechanism contained in the performance agreement is-followed.

All employees have a right of appeal against any formal warnings issued under the performance management
procedure. An appeal must be made-.In writing within 10.working days from the date of the warning letter.
Grounds for appeal are where the employee believes:

= THe warning to be unfair or unreasonably severe; or

= Substantial new and relevant information _relafed to'the case is available; ar

~ There is evidence indicating the procedure-was not properly applied.

B. Special Conditions

8.1 . Newly Appointed Employées

Ali.newly appeinted Section 56 _em'plcyees_:shaﬂ'.be_requ_ireci' to enter into performance agreements within 30 days
of the date of assumption of duty; This means all newly appointed- employees may. qualify for a pro-rated

performance reward.
8.2 Transferred Employees

All employees who have changed jobs within the municipality during the perforimance cycie shall bié required to

sign-a new performance agreementin line with the performance planning provisions contained in this policy.

Furthermore these employees shall undergo formal pérformance reviews related to the post they are vacating pricr

to the employee’s movement to the new position.

If the empleyee changing jobs is a supervisor or manager, performance reviews for each employee-under herfhis-

contral should bé completed prior to her/iis movement.

Accordingly the performante outcomes shall be determined on the basis of a consolidated perforrmance rating

based on performance againstali the agreements entered inta.

''''' 16|Page
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8.3 Employees on Prolonged lLeave

For employees who were on prolonged leave (three months or longer):

(a) A amended performa_noe-ag_reement{plan"-shau!d be sigried unless the prolonged absence was catered for
during the performance planning phase;

(B} Al performance reviews should take place accordingly; and

(¢) The relevant employees may only qualify fora perform_an_.ce-incent_i_.ve!rew_a_rd if their period of absence does not
exceed 3 months unless their absence was catered for in.which case the relevant provisions with regards fo

performance. rewards shall be applicable
8.4 Employses in Acting Positions

Far employees who are acting in.a higher position for more than 3 months:.
(3) An amended performance agreement/plan should be signed.
(B Al performance reviews should take place ascordingly; and

(¢) Performance incentives shall be cajculated to the post to which the employee is appointed.

85 Resignations

s Al employees who have resigned during the performance: cycie shall be required to undergo farmal
performance reviews as partof the exit manag_eme_n{-proce*ss.

x  If the employee resigning is a supervisor .of manager, p'erformanc_e_.re_views for each emplayee under
her/his confrol should be completed as partof the exit management process.

» Accordingly employees who have resighed miay only qualify for performance rewards if they have
successfully completed a period of 12 months of the applicable .perfor'r'riarice'-. cycle and if all other

requirements for in terms of this policy have been met.
9. Record Keepingand Filing
Assessments shall be recorded by the Performance Management Unit to enable the Municipality to draw treports.
Upon completion the. assessment recards will be forwarded to-Corporate Services for filling.
10 ‘Guidelines for Developing Service Delivery Budget Implementation Plans

Diring the IDP process a corporate vision and mission were formulated for the Municipality; together with broad

key perfarmance areas (KPA's); and key performance indicators (KPls). This process of developing scorecards will
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be followed every year after the. adoption of the IDP and budget. The steps below. illustrate the components of the
SDBIP: o

STEP1: Outiine the National Outcome and National Key Performance Areas (KPAs)

Qutfining Key Performance Areas is the first step in the performance management process. -According to the 5-
year Local Government Strategic Agenda,, all minicipalities are required to department their priority issues around
the following:

* Basic Service Delivery

~  Financial Viability and Sustainability

«  Municipal Transformation and Institutional Development
«  Good Governance and Public Participation

» Local Economic -D‘ev"elopment'

The municipality-should cluster the priorities according tothe Cabinet Lekgofa-resolutions 20-22 January 2010
where it adopted the Tweive Presidential outcomnes in order to accelerate service delivery. The Prasident sig_ned
performance agreements with all 34 Cabinet Ministers based on these twelve outcomes with outputs. Of these

putcaomes, rmunicipalities are mostly affected by:

» Outcome 9: A responsive, Accountable, Effective-and Efficient Local Gavernment System and;
»  Outcome 8 Sustainable Human Settlements.. All departrnénts, agericies and spheres of government

involved in the direct.delivery process required to achieve an output; should be party to the.agreement.

Presidential Oitcorne 9 ReSpon's'_ive-,_ Accountable, Effective and Efficiant Local Gavernment System

Cutput 1: Implement a differentiated approach to municipal financing, planning and support

Qutput 2: Improving Access to Basic Services.

Outpitt 3: Implemnentation of the Community Work Programme-

Quitput 4 Actions supportive of the human seftlement outcomes

Cutput 5: Degpen’'democracy through a refined Ward Committee model
Output 6: Administrative and financial capability

Output 7: Single Window of Coordination

The municipality within its IDP has'defined 7 strategic obisctives within each broad KPA. For example under the

Basic Service Delivery KPA, there will be several Strategic Objectives.

Example: Basic.Service Delivery ~Renewing our communities and reviving as a sustainable environment.
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STEP 2: Dévelop suitable Key Performance Indicators. (KPls).
‘Once KPAs and strategic objectives are defined, it is necessary to determine the KPls, which-define what needs to

be measured in order to gauge:progress towards achieving the strategic objectives discussed in the previous step.

KPls must be measurable, relevant, simple and precise. For an example KPIs are used to communicate. the.

achievements and results of the municipalily, determine whether the municipality is delivering on its developmental

mandate and-promote accouritability by the Council.

STEP & indicate the types of Key Performance indicators
Once the. Municipality has identified KPAs and clear objéctives in terms of its IDP process, it can move to set
indicators. Indicators are derived from objective statements. KPis define how pesformance will be measured..- It

ought to assist in motivating and orientating staff towards achieving the ‘set objectives. KPis define how

™} performance will be measured along a scale .or dimension. KPis are management-tools, which assist in making

performance based decisions regarding strategies and activities.
In terms of guidelines of National Treasury, 2007 a good performance indicalor should be:

Reliable: the indicator should be accurate enough for its intended use and respond to changes in the level of
performance.

Woell-defined: the indicator needs to have aclear, unambiguious definition so that data will be collected consistently,
and be easy to understand and use.

Verifiable: it must be possible to validate the processes and systems that produce the indicator.

Cost-effective; the usefuiness of the indicator must justify the cost of coliecting the data.

Appropriate: the indicator must avoid unintended consequences and encourage service delivery improvements,

and not give managers incentives to carry out activities simply to meet a particular target:

1 Relevant: the indicator must relate logically and directly to an aspect of the institution's mandate, -and the

realization of strategic goals and objectives.

Again, performance-information needs to be structured to demonstrate: clearly how the municipality uses available,

resources to delivér on its mandate.

Inputs, activities, outputs, outcomes and impacts
When describing what government institutions do for purposes-of measuring performance the fallowing terms are
used:
« inputs: all the resources that coniribute to the production and delivery of outputs. Inputs are "what we use
o do the work”. They include finances, personnel, equipment and buildings.
«  Activities: the processes or actions that use-a range of inpuis'to produce the desired outputs and ultimatsly

gutcoimes. Ir.gssence; activities des‘c_ribe"’Wh at we da",
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Outputs: the final products, or goods -and services produced for delivery. Outputs may be defined as "what
we produce or deliver”,

Outcomes: the medium-term resuits for specific beneficiaries that are the consequence of achieving
specific outputs.. Outcomes should relate clearly o an institution's strategic goals and ob_‘jectiv_ea set oyt in

its plans. Outcomes are: "what we wish to achieve".

impacts: the results of achieving specific outcomes, such as reducing poverty and creating jobs.

Typical direct indicators include, cost or pricg, distribution, quantity; quality, dates and time frames, adequacy ‘and:

accessibility.

Cost or Price indicators are both important in determiining the economy and efficiency of service delivery.
Distribution indicators relaie to the distribution of capacity to deliver services and are crifical to assessing
equity across geographical areas, urban-rural divides or demographic categeries. Such information could
be presented using g‘eographic--Tnfo_rmation systems,

Quantity indicators relate to the nurmiber of inputs, activities or outputs. Quantity indicators should generally

be time-bound; e.g. the number of inputs available at a specific point in time,. or thé: number of outputs

prodiiced over a spegific time period.

Quality indicators reflect the quality -of that which is being measured agalnst predetermined standards.
Such .standard_sj should reflect the needs -and expectations. of affected parties' while balancing economy
-é_nd effectiveness. Standards could include legisiated standards and industry codes. .

Dates and time frame indicators reflect timeliness of service delivery. They include service frequency
measures, waiting times, response time, turnaround times, time frames for service defivery and timeliness
of service delivery..

Adequacy indicators raflect the quantity -of input ar output relative to the need or demand - "Is e‘nough
being done fo address the problem?”

Accessibility indicators reflect the extent to which the intended beneficiaries are abie to access services.or
outputs, Such indicators could include distances to service points, travelling time, waiting time;

affordability, language, accommodation of the-physically chalienged.

Departments are also encouraged to pay particular attention to ‘developing indicators that measure: econormy,

efficiency, effectivenessiand equity using data collected through these and other direct indicators.

‘Economy indicators: ‘explore’ whether specific inputs are acquired at the lowest cost and at the right time; and

whether the method of producing the requisite outputs is economical. Economy indicators oniy have meaning in a

reiative sense. To evaluate whether an institution is acting economically, its economy indicators reed to be

compared to similar measures in other state institutions or in the private sector;. either in South Africa or abroad.

Such irdicators can also be compared aver time, but then prices must be adjusted forinflation.

Efficiency indicators:.exploré how productively inputs are translated into outpits. An efficient operation maximizes

the favel of output for a given set of inputs, or it minimizes the inputs required to produce 2 given level of output.
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Efficiency indicators are usually. measured byﬁ an input: output- ratio-ar an output: input rdtio. These indicators also

only have _mea'ning- in a rélative sense. To evaluate whether-an institution Is efficient; its efficiency 'ir_ldica_’t'ors_ nesd

to be compared to similar indicators élsewhere or across time.. An institution's -efficiency can alse be measured

refative to predetermined efficiency targets.

Effectiveness indicators: explore the extent to which the outplts of ar institution achieve the desired ouicomes. An
effectiveness indicator assumes a model of how inputs and outputs. relate to the achievemeént of an institution's
strategic chjectives and goals. Such 2 medel also needs fo- account for other factors that may affect the
achievement of the outcome. Changes in effectiveness indicators are only likely to take place over a petiod of
years, 5o it is only necessary to evaluate' the effectiveness of an- institution eévery three. to five years; or an

instifution may decide o evaluate the effectiveness of its different programmes on-a rolling 3-5 year schedule,

Equity indicators: -explore whether services are béing provided impartially, fairly and ‘equitably. Equity indicators l

reflect the extent to which ar institution has achieved and been able to maintain-an equitable supply of comparable J
otitputs across demographic. groups, regions, urban and rural arsas, and so on.. Often specific benefit-incidence
studies will be needed o gather information on equity: The aim of such studies would be to answer the. question:
"Who benefits from the outputs bein_g delivered?" Usually equity is measured against bénchmark standards oron a l

comparative basis.

The following general key performance indicators are prescribed in terms of section 43 of the Municipal Systems. J

Act, 2000; These indicatars must appear on the Organizational Scorecard in addition to all the-KPI's which have

been set by the Municipality.

‘General Key Performance Indicators l
= The percentage of households with accass to basic level of water, sanitation, electricity and. solid waste J

= The percentage of households earning less than' R 2 360 per month with access to free basic services; J

« The percentage of @ municipality'’s capital budget actually spent on capital projects identified for a
particular financial year in terms of the municipality's integrated development plan; {
= The number of jobs created. through municipality’s local economic development initiatives including capital
prejects, J
= The number of peaple from employment equity target groups employed in the three highest levels of J
management in compliance with a municipality's dpproved employment equity plan; ,
» The percentage of a municipality's b_ud_get actually ép‘eht o implementing. its workplace skills plan; and

»  Financial viability as expressed by the following ratios:

- Dept Coverage A= B-CB - Total operating revenue recelved
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D G ~Operating Grants
D - Dept service p‘ay_r’n‘e_nis

(i.e. interest + redernption) due-within the financial year

-Outstanding service debtors to revenue

A=B B — Total outstanding service debtors
C C - Annual revenue actually réceived for services
- Cost coverage’ A=B+C B - All-available cash at a particuiar
D time
C - Investments.
D — Monthly fixed operating-expenditure:
STEP 4: ‘Provide baseline information for each KPI

The next step is to determine the baseline indicator for each set KPI. A baseline indicator is the value {status quo)

of the indicator prior to the period over which performance-be mienitored and reviewed.

STER 5: Set'targets for each KPI
Once a set of suitable indicators Has been defined for-a programme, or project, the next step is to specify what level

of perdormance the institution and its ‘employees will stive to achieve. This involves specifying suitable

performance targsts relative fo current baselines. Performance targets express a specific level of performance that

the institution, programme or individual is giming to achigve within a given fime periad.

Performance standards and performance targets should be specifted pridr._to' the beginning of a performance cycle,
which may be a strategic planning period- or a financial year. This is so thatindividual employees-know what they
are responsible for, and can be held accountable at the end of the cycle. While standards are generally "timgless”,
targets néed to be setin relation to a specific period, The targets for outcomes will tend to span multl-year periods,

while the targets for inputs, activities and 'o_utiju_ts should cover .either--'quar'teriy or annual periods,

A useful set of criteria for selecting performance targets is the "SMART" criteria:
= Speeific: the nature and the required level of performance. can be clearly identified
« Measurable: the required performance can be measured
= Achievable: the target is realistic given existing capacity
» Relevant: the required performance is finked to the achievement of a goal

= Time-bound: the time period or déadline for delivery is specified.

STEP6; indicate quarterly targets to be met arising.cut of set targets.
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The step is abeut unpacking sach of the annual targets and dividing them into quar‘terly targefs. Provision must be

made.in the organizational scorecard for targets'to be met in respect: of the first, second, third and fourth quarter.

STEP 7: Allocate roles and responsibilities for ensuring information integrity, procedure -and quality
Assurance by departrents for execution.

During this step, respensibilities are allocated in terms of what actions o be done.
Guidelines for Developing Individual Performance Pians.

STEPI: Determine the overall strategic objectives of the Municipality on the [DP and determine your

Departmerit's sirategic focus.

tnstead of beginning at the bottomn of the Municipality with the job description to develop empioyee performance
£ plans, begin with the process by looking at your Municipality’s overall picture. Review goals; objectives, and

perforrance measures already available. Consider the fallowing questians:

«  What are your Department/Depariment's general outcome goals are as eutiined in the IDP?
=~ What are the specific performance objectives established for your Department as-outlined in the SDBIP's?

«  How bestdo l.cont_ribute.'t_owsrd dssisting the Municipality to realize these strategic objectives.

STEPi: Transiate thie Department Strategic Objectives in key defiverables for department/uniis

Once you have identified the sirategic objectives of the department, begin fo breakdown the department
performarice areas. into individual activities or actions. Ensure that the actions are directly from the {DP and
Service Delivery Budget Implementation Plan.

STEPjii: Determine Key Performance indicators

To develop specifics, yeu first must deterrmine. the general measure(s) important: for-each activity or action (i.e.,

' quantity, quality, timelfiness, or cost-effectiveness). Then, determine how. to measure the quantity, quality,
timeliness, or cost-effectiveness for the KPL. If you can measure an accomplishment with numbers, record the. form
.of measurement, If the measure of the element is descriptive, determing what the appraiser would see. or report

that would verﬁy-p_erfo__rmancem fully achieved

STEPRiv: Agree on Sources of Evidence

During this step both the employee and supervisor should agree on.the source of. evidence. Agreement should be
concluded 6n what type. of evidence will determine success -of performance. Determine what data o collect for
each performance KPls, which source fhe ddta should come from, and whether to collect all the datfa or just a
sample: Determine when to collect the data, as well as who should eollect and who sheuld receive: the data.

Review the existing reports for possible use as féedback reports.
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STEPv: Détermine how to monitor performance

Monjtoring performarice means measuring performance- and providing feedback to employees. The performance
Management Framework requires an  ongoing monitoring, which includes, but is riot limited- to, conducting one or
more. grogress reviews. during each quarter. In addition twice-a-year progress review, which is a formai part of the
appraisal process, supervisors and employees are ‘encouraged to discuss perfdrmance infarmally-and often. Try to

design feedback processes tHat give employees feedback autorhatically.
STEP vi: Complete the performance plan and check it against guidelines

The first five steps of this process. address the guidelines the Municipality should follow in aligning performance
plans. with organizational goals. The results-oriented performarnce culture includes a key indicater the Municipality
can use fo verify they are following the guidelines. The key lindicator states performance: expectations for

employees should be:

A", Aligned with organizational goals;

o Clesr, specific, and understandable;

o ‘Reasonable and affainable;

o Measurable, tbiservablé; or verifiable, and resuits orienited;
o Corhmunicated in a timely fashionyand

& . Key in fostering continual improvement in service delivery..

APPROVAL AND SIGNATURES:

2 (07 /2@!‘6

MR MOTHOGOANE TB
ACTING MUNICIPAL MANAGER DATE:

24|Pdage

/%

Signature by Municipal Manager:




