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DEFINITION OF TERMS

Annual performance rating: The annual performance rating as part of an employee’s assessment that
takes place at the end of the performance cycle. The result of this rating is the overall annual
performance score for the employee during the entire performance cycle.

Assessment Cycle: 1 July — 30 June, being the time period that is planned, monitored, reported on and
assessed.

Baseline: A baseline is a previous measure of performance achieved in respect of a KPA or KPI that
serves as a comparison point for purposes of tracking variations and improvements over time.

Core management competencies: Framework in the sense of a set of generic management
competencies applicable to all staff in the SMS.

integrated Development Plan: Integrated Development Planning is the strategic document adopted

by the Municipal Council for the year or any portion of the year for which the performance is
evaluated.

Framework: departmental plans to provincial strategic goals, and individual performance plans to
departmental plans.

Service Delivery Budget and Implementation Plan: (SDBIP) is a detailed plan for implementing the
Municipality’s delivery of service and the execution of its annual budget approved by the Executive
Mayor for the year or any portion of the year for which performance is evaluated.

Key Performance Area (KPA): A key performance area are the general areas in which SRVM must
perform in terms of its Constitutional mandate, which applies to all areas of service delivery and its
employees.

Key Performance Indicator {(KPI): A KPl is a measure of performance that allows the determination of
progress and achievement in respect of any particular objective and/or target set. For the purpose of
this Policy indicators are restricted to output indicators in the format of time compliance or cost
compliance.

Outcome: A broad but measurable, statement, about a specific objective, aim or intent, the
achievement of which will require one or more specific outputs to be achieved.

Output: A concrete result or achievement (i.e. a product, action or service) that contributes to the
achievement of a key result area.

Input: Input indicators reflect the resources needed and used towards the achievement of outputs
and outcomes

Performance Agreement: Links an individual’s performance plan to organizational goals, and includes
an explanation of the expected outcomes required to achieve effective performance.

Performance Review: A progress review is a structured and formal process in which the staff member
receives feedback on his/her performance. This provides an opportunity for improvement before the
annual review takes place.



Performance Plans: The signed agreement between manager and employee of the standard of work
to be completed during the assessment cycle.

Personal Development Plan (PDP): A personal development plan outlines the areas in which
improved levels of competence are required and processes for ensuring improvement.

Provisional assessment rating (PAR): An employee’s total assessment rating score that has been
agreed upon between the employee and her/his supervisor through the Performance Management
System.

Performance Management: The Performance Management framework describes the various
components of the system and includes mechanisms for linking.

Progress review: A progress review is a structured and formal process in which the staff member
receives feedback on his/her performance, thereby providing an opportunity for improvement before
the annual review takes place.

Performance management and development: Performance management and development are all
those processes and systems designed to manage and develop performance at the level of the public
service, specific organizations components, teams, and individuals.

Rating Scale: The rating scale is a standard scale for rating employees’ performance in relation to
specific categories of performance. Rating scales are often used to introduce a degree of comparability
into systems for performance assessment.

Strategic Objectives: Strategic objectives are concrete statements that describe specific results to be
achieved. They serve as a basis for clarifying intentions, planning, guiding activities, and for assessing
achievement.

Strategic plan: The end product of strategic planning, setting out the mission and vision statements
and the medium and long-term strategic objectives of the Municipality as detailed in the Integrated
Development Plan of SRVM.

Strategic planning: The process by which top management determines the overall strategic direction
and priorities, as well as the organisational purpose and objectives and how they are to be achieved
for capturing in the Integrated Development Plan of SRVM.

Target: A target refers to the desired level of achievement and could reflect the time by which and
action must be completed, the costs expended in the achievement of the target or the quantity to be
produced by the employee.

Weight: Weightings are assigned to KPAs and KPIs. Each KPA and KPI must have an associated
weighting. The highest weighting is allocated to the most important KPA. The combined weights must
add up to 100%.



CHAPTER: ONE

1. PREAMBLE

This policy constitutes a framework for the Sundays River Valley Municipality Performance
Management and Development System (PMDS), which is ultimately aligned to the integrated
Development Plan (IDP) and best suited to the circumstances of the municipality.

The PMDS framework is a municipal policy document that defines and describe the municipal
performance management & development system. The framework seeks to implement the current

legislation including the Municipal Planning and Performance Management Regulations {2001) which
stipulates that:

‘a municipality’s performance management & development system must entail a framework that
describes and represents how the municipality’s cycle and processes of performance planning,
monitoring, measurement, review, reporting and improvement will be conducted, organized, and
managed, including determining the different role players’.

In line with the said legal requirements, this framework is a policy document that sets out the
following:

e the requirements that Sunday’s River Local municipality’s PMDS will need to fulfil.

e the principles that informed its development and subsequent implementation.

o the preferred performance modelis.

e the process by which the system will work.

¢ the delegation of responsibilities for different roles in the process; and

e aplan for the implementation of the system. The main goal of this document is to provide
Sundays River Local Municipality with a written guide that will assist in the implementation
of the PMDS at organisational and individual levels.

The main goal of this policy is to provide Sundays River Valley Local Municipality with guide that will
assist in the implementation of the PMDS at organisational and individual levels.

2. PROBLEM STATEMENT

Based on SRVM previous performance reviews and audit findings revealed that the Municipality still
experiencing governance and institutional challenges in the meeting the Municipal obligations.

Amongst those challenges include:

e Lack of achievement of planned targets.
e Material misstatements in Annual Performance Reports.
o  SMART set KPI’s set for each municipal directorate.



e [ssue of strategies and performance management and development system and related
controls that were inadequate.

e Poor skills development programmes negatively impacting the municipal capacity and
obligation.

¢ Ineffective performance management and lack of accountability.

e Instability of key management responsible for audit.

e lLack of performance management officer to assist in Monitoring and Evaluation process of
PMDS.

3. PURPOSE OF THE POLICY
3.1 The purpose of performance management is to create an enabling environment that will allow
staff and the organisation to perform at its highest level.

3.2 To this Policy, performance management is aimed at planning, measuring, and monitoring,
implementing, and improving employee performance. The aim of performance management is to
optimise every employee’s output in terms of quality and quantity, thereby improving the
municipality’s overall performance and service delivery.

3.3 To accomplish individual excellence and achievement, the objectives for performance
management and development system of Sundays River Valley Municipality are the primary
mechanism for planning, monitoring, reviewing, and improving the implementation of the
municipality’s IDP. This will have to be fulfilled by ensuring that the PMDS achieves the following
objectives:

establish a performance and learning culture in the municipality.

improve service delivery.

ensure that all employees know and understand what is expected of them.

promote interaction on performance between employees and their supervisors.

identify, manage, and promote employees development needs.

evaluate performance fairly and objectively.

Provide early warning signals.

recognise categories of performance that are fully effective; and

Manage categories of performance that are not fully effective and unacceptable performance.

4. Scope and Application

This policy is a framework for performance management and development system that applies to all
Municipal staff members of the municipality including Municipal Manager and Directors reporting
directly to the Municipal Manager but excludes the staff member-

e Appointed on a fixed term contract with a duration of less than 12 months.
e Serving notice of termination oh his/her contract of employment; or
e To retire on reaching the statutory retirement age



e Appointed on an internship programme or participating in the national public works
programme or any similar scheme.

5. LEGISLATIVE AND REGULATORY FRAMEWORK FOR PERFORMANCE MANAGEMENT
The most important legislative and regulatory prerogatives that set the basis for the role of local
government and the management of its performance in respect of that role are:

e The Constitution of the Republic of South Africa (Act 108 of 1996)
e The White Paper on Local Government (1998)

e Batho Pele (1998)

e Municipal Systems Act, 32 of 2000

e Municipal Planning and Performance Management regulations (2001)
e Municipal Finance Management Act (2003)

e Municipal Performance Regulations for Municipal Managers and Managers Directly
Accountable to Municipal Managers (2001)

A detailed narrative below:

5.1 Constitutional Mandate, Chapter 10 Section 195 (1) - Basic values and principles governing
public administration:

e Good human-resource management and career-development practices, to maximise
human potential, must be cultivated.

e Efficient & effective use of resources must be promoted, and
e Public administration must be accountable.

5.2 Batho Pele Principles no. 8
e Value for Resources.
e Proper & wise use of resources; and
e Efficiency Savings & Improved Service Delivery.

5.3 White Paper on Local Government, 1998- states that a performance management system
would provide early warnings where municipalities are experiencing difficulties and enable other
spheres of government to provide appropriate support before a crisis develops. Furthermore, it
would enable municipalities to compare their own performance with that of similar municipalities
across the country, identify successful approaches or “best practice and learn from one another”.

5.4 Municipal Systems Act 2000, Chapter 6 (38) — Establishment of a performance management
system. A municipality must:
e Establish a performance management system that is:
e Commensurate with its resources.
e Best suited to its circumstances; and



¢ Inline with the priorities, objectives, indicators, and targets contained in its IDP.
e Promote a culture of performance management among its political structures,
political office bearers, Councillors and in its administration.

5.5 Municipal Performance Management Regulations, 2001 describes the nature of a
performance management and development system municipalities must develop and implement.
Such a system must:

e Comply with all the requirements set out in the Municipal Systems Act 2000.

¢ Demonstrate how it will be operated and managed from the planning stage up to
performance monitoring, reviewing, and reporting stages.

e Define the role and responsibilities of each role player, including the local community,
in the functioning of the system.

e Clarify the processes of implementing the system within the framework of the
integrated development planning process.

e Determine the frequency of reporting and the lines of accountability for performance.

e Link organisational performance to Employee performance.

e Provide for procedure by which the system is linked with the municipality’s integrated
development planning processes; and

e Show how general key performance indicators will be incorporated in the
municipality’s planning and monitoring process.

5.6 Municipal Finance Management Act no32 of 2000, Chapter 6:
e Establish a performance management system.
Development of a performance management system.
Monitoring and review of performance management system.
Community involvement.
General key performance indicators.
Audit of performance measurements; and
Annual performance reports.

Specific sources of authority for various elements of performance management and development are:

The Constitution of the Republic of South Africa, 1996

The Public Service Act, 1994, as amended

The Public Service Regulations, 2001 (Chapter 1, Part Vi)
The Skills Development Act (Act 97 of 1998)

The Labour Relations Act (Act 66 of 1995)

Promotion of Equality and Prevention of Unfair Discrimination Act, (Act 4 of
2000)

Promotion of Access to Information Act (Act 2 of 2000)
Employment Equity Act (Act 55 of 1998)

Public Finance Management Act, 1999

Promotion of Administrative Justice Act, 2000

White Paper on Transformation of the Public Service, 1995



White Paper on Human Resource Management, 1997

White Paper on Affirmative Action, 1998

White Paper on Transforming Public Service Delivery (Batho Pele), 1997
White Paper on Public Service Training and Education, 1998

Treasury Regulations, 2001

Relevant collective agreements

Relevant directives issued by the MPSA and, departmental policies

6. APLLICABILTY OF THE FRAMEWORK

This policy framework is applicable to the Municipality. The Municipal Systems Act (2000) places the
responsibility on the Council to adopt a PMDS, while holding the Executive Mayor responsible for the
development and management of the system. The Executive Mayor delegates the responsibility for
the development and management of the PMDS to the Municipal Manager of the Municipality. The
Heads of Department will be responsible for executing the PMDS in their respective departments
according to the approved framework.

7. POLICY PRINCIPLES
The key principles underpinning effective performance management are the following —

7.1 Departments shall manage performance in a consultative, supportive, all-inclusive, and non-
discriminatory manner to enhance organisational efficiency and effectiveness, accountability for
the use of resources and the achievement of results.

7.2 Performance management processes shall link to broad and consistent staff development plans
and align with the department’s strategic goals.

7.3 Performance management processes shall be transparent and objective.

7.4 Performance management procedures should minimise the administrative burden on supervisors
while maintaining transparency and administrative justice.

CHAPTER TWO: ESTABLISHMENT OF THE PERFORMANCE MANAGEMENT SYSTEM

2.1 ESTABLISHMENT OF THE PMDS AND DELEGATION OF RESPONSIBILITIES
The Municipal Systems Act of 2000, section 39 dictates how municipality must develop and manage

the PMDS. The Act also identifies the role players that are mainly responsible for managing the
system.

“The executive committee or executive mayor of a municipality or, if the municipality does not have
an executive committee or an executive mayor, a committee of councillors appointed by municipal
council must:

2.1.1 Manage the development of a performance management and development system



2.1.2  Assign responsibilities in this regard to the municipal manager, and
2.1.3 Submit the proposed system to the municipal council for adoption”.

The executive mayor as supported by the principle, is responsible for overseeing the implementation
of the PMDS of the municipality. The Executive Mayor of Sundays River Valley Municipality therefore
must officially delegate the relevant responsibilities to the Municipal Manager. The delegation must
be recorded in the Municipality’s System of Delegation and as adopted by Council.

2.2 THE RELATIONSHIP BETWEEN IDP, PMDS, SDBIP AND THE BUDGET

The IDP is a plan that defines municipal priority areas, objectives, and projects. Priority areas and
objectives are the basis for Key Performance Indicators (KPIs) in the PMS. KPls measure progress on
IDP objectives. The Municipality uses KPlIs to set performance targets that are necessary to reach
realistic goals. Targets inform budget commitments that must be made to meet objectives. IDP
objectives and their related PMS targets inform the structure and scope of the budget. The budget, in
turn, speaks back to IDP and PMS. The budget sets limits on what is achievable.

2.3 WHAT DO WE MONITOR AND REVIEW

International experience in both the private and public sectors has shown that traditional approaches
to measuring performance, which have been heavily reliant on financial measures, are severely
lacking. It has become well accepted that to assess an organisation’s performance, a balanced view is
required, incorporating a multi-perspective assessment of how the organization is performing as seen
by differing categories of stakeholders. To ensure this balanced multi-perspective examination of
Sundays River Valley Municipality performance, a municipal scorecard is used to guide performance
management in the entire municipal organization.

The Municipal scorecard is based on two levels of scorecards in the context of a Local government
Municipality and embodies five Key Performance Areas. The two scorecard levels are: strategic
municipal scorecard level /institutional performance, and SDBIP & performance plan/ operational &
individual performance.

2.4 THE BASIS OF THE MUNICIPAL SCORECARD

Provisional assessment rating (PAR): An employee’s total assessment rating score that has been
agreed upon between the employee and her/his supervisor through the Performance Management
System.

2.4.1 Tightly aligned to the strategic planning and IDP processes of the municipality.

2.4.2 Directly relevant to the notion of developmental local government.

2.4.3 A balanced view of performance based on municipal inputs, outputs, outcomes, and
processes.

2.4.4 A simple portrayal of municipal performance, where inter-relationships can be identified
(municipal-wide, sectoral/departmental and unit/programme levels).



2.4.5 Compliant with the requirements of the Municipal Systems Act (2002) and its subsequent
Regulations (2001 and 2006).

2.4.6 Based on the 6 Key Performance Areas for Local Government as determined in the Five-Year
Local Government Strategic Agenda and used in the Regulations and MEC comments.

The 6 Key Performance Areas for Local Government are:

e Municipal Transformation & Organisational Development
e Infrastructure Development and Basic Service Delivery

e Local Economic Development

e Municipal Finance Viability & Management

e Good Governance & Public Participation

e Spatial Planning

2.5 INSTITUTIONAL LEVEL AND THE IDP

It is important at the Municipality, that the Council and management should have access to the
appropriate information for considering and making timeous interventions to uphold or improve the
capacity of its delivery systems. The performance of any municipality as a service delivery mechanism,

is fundamentally determined by factors enabling it to perform its Constitutional and statutory
mandates.

It is important that these causal and contributory factors for performance excellence at the
municipality be measured, to timeously determine performance gaps with the objective of responding
with appropriate remedial interventions.

The municipal scorecard enables high level monitoring of the objectives and strategies of the
organisation. It concerns itself with such variables that cannot be attached to one person or in some
cases one organisation in isolation. The scorecard will measure the impact of the IDP over the 5-year
term of its existence (rather than be limited to a single financial year) and will provide information as
to the future direction of the municipality for future IDP terms.

The primary question the scorecard will be responding to will be ‘when assessed based on the five
perspectives measured, to what extent is the municipality making the contribution it is expected to
make?’.

In general, the orientation of this strategic scorecards indicators will be output focused.

2.6 OPERSTIONSL LEVEL AND THE SDBIP (STRATEGY IMPLEMENTATION)

Legislation states that indicators and targets must be formulated and delegated to all employees
within the municipality. Once approved, the IDP is married with the budget in a document called the
Service Delivery and Budget Implementation Plan (SDBIP), which provides a workable management



tool from which to operate under and monitor progress of the institution. The SDBIP does the
following: -

e Presents indicators aligned to the accompanying strategies, objectives, and developmental
priorities.

e Attaches an annual target to each indicator.

e Ensures that each indicator that requires funding has been allocated an account number in
the budget with a corresponding amount.

e Ensures that the spending of each account in the budget can be monitored through the PMDS.

e Breaks down each indicator into quarterly manageable targets to allow for continual
monitoring of performance (certain indicators are specified as only being able to be monitored
half yearly or annually).

e Assigns an accountable department to each indicator.

The template for the SDBIP is contained in the Annexures. A close look will show how the information
from the IDP is placed in a simple to read tabular form. The SDBIP is approved by the Executive Mayor
28 days after the budget has been formally approved at a Council meeting. At the same time, the
mayor agrees on the details of the performance plan for the Municipal Manager and gives consent to
the plans for all the Directors (Section 57 employees) Departmental and Individual level.

The SDBIP Scorecards will capture the performance of each municipal department. Unlike the
STRATEGIC Scorecard, which reflects on the strategic priorities of the municipality, a service delivery
and budget Implementation Scorecard will provide a comprehensive picture of the performance of
each Directorate. It consists of objectives, indicators and targets derived from the IDP process in the
main Makana SDBIP. It is crucial to ensure that the departmental SDBIP Scorecards do not duplicate
current reporting, but rather be integrated as core components of the municipality’s vertical reporting
system. The SDBIP Scorecard is then cascaded down through the departments where it will be
monitored. This is done through ensuring that each employee has a performance plan for his/her role
within the Municipality.

The SDBIP is the basis from which the performance plans for employees are drawn. As every activity
is attached to an official who is responsible for it, one can see that institutional performance is
inseparable from individual performance. For Sundays River Valley Municipality to succeed in its
objectives, it depends on the performance of each employee.

The process of performance planning moves in the same way as verbal instructions are
communicated, i.e., from one level to the next. A decision may be taken by the municipal manager,
the Municipal Manager then requests help from one of the directors. In turn the director asks for
assistance from one or many people who bring technical, administrative, and related skills to be able
to address the original instruction. In the creation of performance plans, these verbal instructions are
put on paper and agreed by all parties. As every manager is responsible for his / her team, so too are
they responsible for the creation of the team’s performance plans. It is imperative that each person’s



performance plan supports the performance plan of their manager. Such upward reporting must feed
into the SDBIP Scorecard report. Therefore, each section must have its own Performance plan that
contributes to the overall implementation of the SDBIP Scorecard.

The following sections explain the sections of each performance plan.

2.7 SETTING MEASURES/INDICATORS AND TARGETS

The setting of measures/indicators and targets happens during the IDP process and is linked to the
strategic objectives of the municipality. Performance measure/indicators and targets are used to show
how Municipality is performing on its objectives. This stage entails setting measure/indicators and
targets, and then gathering of data and information on these measure/indicators to assess the
progress of the Municipality. Performance measures allows for comparison of actual performance to
intended performance, and against nationally defined minimum standards. It will also, in time, allow
for comparison of their performance against that of other Municipalities.

Performance targets are planned level performance or the milestone the Municipality sets for itself
for each indicator identified. Baseline measurements and service standards must be identified, which
will serve as the measurement of the chosen indicators at the start of the period. In setting targets, is
important to know how the Municipality is performing at the current moment. This step also tests
whether the chosen indicator is in fact measurable and be commensurate with available resources
and capacity. The public must/should be consulted on their needs and expectations in setting a target.

Politicians need to give clear direction as the importance of target and how it will address the public
need.

The targets should be informed by the development needs of communities and the development
priorities of the municipality. The municipality must for each financial year set performance targets
for each of the key performance indicators set. The performance targets must be practical and
realistic. It must measure the efficiency, effectiveness, quality, and impact of the performance of the
Municipality. It must also identify administrative components, structures, bodies, or persons for whom
a target has been set. Finally targets need to be consistent with the development priorities and
objectives set out in the IDP.

2.8 KEY PERFORMNCE INDICATORS (KPls)
Indicators indicate how progress can and should be achieved. They: -

2.8.1 Provide a common framework for gathering data for measurements and reporting.
2.8.2 Translate complex concepts into simple operational measurable variables.

2.8.3 Enable the review of strategies and objectives.

2.8.4 Assist in policy review processes.

2.8.5 Serve as a communication tool between employees, managers, and Council.



e e

'BASELINE INDICATORS

INPUT INDICATORS

OUTPUT INDICATORS

OUTCOME INDICATORS

TYPES OF INDICATORS

These are indicators that
measure conditions or status
before a project or programme
is implemented or at the start
of the period.

These are indicators that
measure what it costs the
municipality to produce the
outputs. The indicators may be
the amount of time, money or
number of people taken.
These are the indicators that
measure the results activities
or processes. They are usually
expressed in  quantitative
terms (number or %).

These are the indicators that
measure the quality as well as
the impact of the project. The
impact of a project may or may
not be directly related to the
project itself.

2.9 IDENTIFICATION OF INDICATORS
The following aspects will be considered when identifying indicators:

e.g., Nr of water tanks in use

e.g., Cost per water tank
e.g. development of a
rainwater harvesting Strategy.

e.g., Nr of Water tanks erected
e.g., Nr of water awareness
campaigns on rainwater
harvesting.

e.g., % reduction on use of
conventional water supply.

e Key Performance Areas (KPSs), Key Focus Areas (KFAs), strategic objectives and development

objectives set in the IDP.

e The activities, projects, programmes, and processes identified in the IDP for achieving the

developmental objectives as well as the earmarked resources; and

e Whether data and baseline information are available for its measurement in the Sundays River

Valley Municipality Area.

KPIs must be set in respect of each of the development priorities and objectives referred to in Section
26(c) of the MSA. It must also be ensured that KPIs inform the indicators set for all its administrative
units and employees as well as every Municipal entity and service provider with whom the
Municipality has entered into a service delivery agreement.

The following SMART criteria will apply for the determination of KPIs and targets:

S- Specific

M- Measurable



A- Achievable
R- Realistic

T- Time-framed

2.10. REVIEW OF KPIs AND TARGETS

The Municipality will review its KPIs and targets annually as part of the performance review in
accordance with Section 54 (1) of the MFMA following approval of an adjustment budget or whenever
it amends its IDP in terms of Section 34 of the MSA.

2.10.1. Targets

Annual and quarterly targets must be set for each account number in the budget (in accordance with
the MFMA). In keeping with this, annual and quarterly targets are set for all indicators in the various
plans across the municipality. Performance targets are the planned level of performance or milestones
that are set for each indicator identified.

Once municipal objectives and targets have been set, it is possible to cascade these down to the
relevant departments and individuals. In turn, the individuals, and departments, by achieving their
objectives and targets, contribute towards the municipality achieving the objectives and targets in its
Service Delivery and Budget Implementation Plan and the Integrated Development Plan. To

appropriately provide support to managers, each employee’s indicators and targets must support the
achievement of the indicators and targets in the level above.

2.10.2 Core Competency Requirements

In addition to the projects listed either in the IDP or in support of the IDP, performance management

also seeks to develop and monitor the key attributes that help us do our jobs. This is done through the
planning and measurement of Core Competency Requirements (CCRs). CCRs are the personal traits
we bring to our roles; they are also the transferable skills we can take with us from one job to the next.
Sometimes these skills come naturally, at other times the skills must be learned through practice.
Additionally, different roles may require strengths in some CCRs rather than others. There are many
CCRs, the following are some examples.

e Financial Management

e Honesty and Integrity

e Problem Solving and Innovation

e Time Management

e People Management and Empowerment



e Communication
e (Client Orientation and Customer Focus
e Multitasking

2.10.3 Portfolio of Evidence

The only means of effectively proving that a target has been met is through documentary proof. Using
documentary proof also ensures that the review is fairly conducted and can be cross checked by
another individual if need be. It is important to give thought to the type of proof that will be used to
show achievement of a target. For example, if a document must be approved by Council, the
appropriate proof would be the minutes showing approval (rather than the document itself). In some
cases, a method of inspection will need to be used to ascertain proof. For example, to establish correct
filing / archiving, a random check would be preferred. Either way it is advisable to maintain an
Evidence File throughout the year so that the gathering of proof is not a rushed task before the final
review. It should be noted that a manager will not be permitted to award a rating if no proof is
provided, and the indicator will be treated as not met.

It should be noted that the documentary proof must be kept for at least 2 years following the review
for the purposes of auditing and any necessary verification.

CHAPTER THREE: PERFORMANCE MANAGEMENT SYSTEM PkOCESS
3.1 PERFROMANCE PLANNING AND INVOLVEMENT

The Systems Act stresses that municipalities must develop a culture of municipal governance that
complements formal representative government with a system of participatory governance. The Act
places special emphasis, inter alia, on participation in the IDP process and the evaluation of
performance through performance management.

Section 42 of the Municipal Systems Act determines as follows:

“A municipality, through appropriate mechanisms, processes and procedures established in terms of
Chapter 4, must involve the local community in the development, implementation and review of the
municipality’s performance management system, and in particular, allow the community to
participate in the setting of appropriate key performance indicators and performance targets for the
municipality.”

The IDP, budget and SDBIP constitutes the planning components of municipal performance
management. Through the annual IDP review processes, the community is invited through a series of
imbizos to submit comments and opinion with regards to proposed direction of the municipality. This



process and the activities in the wider IDP and budget process plan constitute the community
involvement in the annual review of current performance and the setting of future KPIs and targets.

Once collated, all comments received are clustered and discussed within the Municipality at which
point officials apply technical knowledge, and Council check for political direction. These organized
and informed comments are then presented as a series of projects or indicators and fed back to the
community in the draft Integrated Development Plan (IDP) so that the community can check for
correct interpretation and if necessary, provide further comment.

The final approved IDP is therefore the basis of performance planning in that it holds the municipal
indicators which will feed into the entire PMS.

3.2 ROLES AND RESPONSIBILITIES OF STAKEHOLDERS AND ROLE-PLAYERS

It is important to understand the duties, roles and responsibilities of the different stakeholders and
role players in the various processes that together constitute the framework of the PMDS. It is
important that the accountabilities and relationships and priorities of the participation, consultation,
and involvement of all stakeholders for maximum inputs into, and success of the PMDS.

PMDS is a component of municipal governance and management system that is aimed at ensuring
that the performance of the Municipality is developmental, while complementing the planning and
budgeting processes as an integral part of organisational and individual management. It involves a
wide variety of stakeholders, all of whom play a vital and integral part in the overall success of the
PMDS. The hereunder schedule sets out the tasks, which should not be seen as a chronological
sequence of occurrences and events. The tasks, together with the appropriate stakeholders/role-
players (with their roles and responsibilities), are stipulated below:

anctioning’| Council Ratify and adopt the PMDS
Policy.

Provide IDP and PMDS
documentation and (when
appropriate) of the previous
reporting period.

Provide inputs into the process

with reference to the available

resources within their
respective departments.
Document the

measures/indicators.




| Executive Directors (Eds and
Chief Financial Officer CFO)

Provide the schedule of
measure/indicators to relevant
stakeholders.

Councillors

Provide inputs into the process
with reference to the needs
and requirements of their
constituents and the
communities.

Engage with the officials to
ensure maximum utilisation of
the resources considering
budgetary  guidelines and
possible limitations.

| Local Community and

Stakeholders

Provide inputs into the process
with reference to their specific
needs and requirements.

Senior Management (EDs and
CFO)

Provide inputs into the process
with reference to the available

resources within their
respective departments.
Document the targets.

Provide and publicise the

schedule of targets to the
relevant Stakeholders.

Councillors

Provide inputs into the process
with reference to the needs
and requirements of their
constituents and the
communities.

Engage with the officials to
ensure maximum utilisation of
the resources considering the
budgetary  guideline and
possible limitations.

Local Community and

Stakeholders

Provide inputs into the process
with reference to their specific
needs and requirements.

Municipal Manager

Ensure that the
measures/indicators and
targets in the performance
agreements of senior mangers
are linked with his/ger
agreement.

into  senior
performance

Provide inputs
managers’
agreements.




Ensure that the
measures/indicators and
targets of the departments and
sub-ordinates are linked with

the senior mangers
agreements.
{ Council Ratify and adopt the

performance agreements.

Executive Mayor

Monitor and evaluate
{(according to agreed schedule)
the measures/indicators and

Municipal Manager

targets of the Municipal
Manager.
Monitor and evaluate

(according to agreed schedule)
the measure/indicators and
targets of senior managers.

Ensure that the results are
documented and publicised to
the relevant stakeholders.

Councillors

Provide inputs into the process
with reference to the needs
and requirements of their
constituents and the
communications.

Ensure with the council officials
that all information is made
available.

Examination, scrutiny, and
critical analysis of
measure/indicators,  targets,

outputs, and outcomes.

Senior Management (EDs and
| CFO)

Collect and process relevant
and appropriate information
from departments.

Local Community and

Stakeholders

Provide inputs into the process
with reference to their specific
needs and requirements.

Prepare performance
agreements with agreed and
approved measures/indicators
and targets.

Ensure that all  senior
managers’ performance
agreements are published.




Manager: IDP and
Performance Management

Collect and process relevant
and appropriate information
from the departments.

Examination, scrutiny, and
critical analysis of information
from departments.

Performance Audit Committee

Examination, scrutiny, and
critical analysis of information
from departments.

Auditor-General

Collect and process the
relevant and  appropriate
information from the
Municipality.

Examination, scrutiny, and

critical analysis of information
from the Municipality.

Internal Auditor

Provide an independent audit
report to the Audit Committee.

Performance Audit Committee

Provide an independent audit
report to the Municipal
Manger, Mayoral Committee
abs Council.

Municipal Manager

Provide approved, relevant,
and appropriate information
and reports to National- and
Provincial Government; and
the Auditor-General.

Municipal Manager

Ensure that the results are
documents and published to
relevant stakeholders.

Senior Management (EDs and
CFO)

Provide inputs into the process
with reference to the available
resources within their respect

departments.

Document the
measure/indicators and
targets.

Provide and publicise the
schedule of revised

measure/indicators and targets
to relevant stakeholders.

Provide inputs into the process
with reference to the needs
and requirements if their
constituents and the
communities.




| new measures/indicators and
i farget | Councillors Engage with the officials to
‘ endure maximum utilisation of
resources considering the
budgetary  guidelines and

possible limitations in the light

of the revised
measures/indicators and
targets.
Local Community and | Provide inputs into the process
Stakeholders with reference to their specific

needs and requirements in the
light of the revised
measures/indicators.

Table 1: Roles and Responsibilities

3.3 CONSULATION WITH STAKEHOLDERS
The stakeholders will be consulted during the review and approval of the policy.
3.4 AWARENESS OF POLICY

Once the policy has been approved by Council it will be communicated to all internal stakeholders i.e.;
Executive Mayor, Municipal Manager, Director, Council, etc.

3.5 WEIGHTING OF KEY PERFORMANCE INDICATORS AND CORE COMPETENCY
REQUIREMENTS

In practice, certain aspects of a job are either a) more important, or b) take more time. This is
considered within each performance plan by allocating weightings. Both the KPI section and the CCR
section are weighted out of 100. When it comes to reviewing performance plans, the indicators count
for 80% of the total score and the CCRs count for 20% of the total score. A rating will count for more
points of the final score if it is weighted higher. By doing this, the system ensures that we both focus
on the job we were employed to do and are recognized for our effort, but it also ensures that we are
recognized for our personal ability and the improvement of that ability.

3.6 PERFORMANCE MONITORING

Performance monitoring is an ongoing process by which each person accountable for a specific
indicator continuously monitors his/her current performance against targets set. The aim of the
monitoring process is to take appropriate and immediate interim (or preliminary) action where the
indication is that a target is not going to be met by the time that the formal process of performance
measurement, analysis, reporting, and review is due. A task of a manager is to ensure that his/her



team can continually work toward the end goal. However, it must be remembered that Performance
Management empowers the individual employee to also be able to take charge of their own
performance.

In the instance of Sundays River Valley Municipality, it is recommended that the institutional scorecard
of the Municipality be reported on a quarterly basis to the Mayoral Committee. Performance
monitoring requires that in between the relevant formal cycle of performance measurement
appropriate action be taken, should it become evident that a specific performance target is not going
to be met. It is therefore proposed that at least on a weekly basis Directors track performance trend
against targets for those indicators that lie within the area of accountability of their respective
Directive to early identify performance related problems and take appropriate remedial action. It is
further recommended that each Director delegate to the direct line manager the responsibility to
monitor the performance for his/her sector. Such line managers are after all, best placed given their
understanding of their sector to monitor on a regular basis whether targets are being met currently
or will be met in future, what the contributing factors are to the level of performance and what interim
remedial action needs to be undertaken.

Directors are also required to report on SDBIP’s progress on monthly basis to their respective portfolio
Committee and quarterly to Municipal Manager through office of IDP Manager so that he/she can
prepare a consolidated performance report to full Council.

3.6 PERFORMANCE MEASUREMENT AND EVALUATION

Performance measurement refers to the formal process of collecting and capturing performance data
to enable reporting to take place for each key performance indicator and its associated target.

Each accountable official is responsible, when performance measurement is due, for the collection
and collation of the necessary performance data or information and the capturing of results against
targets for the period concerned on the institutional scorecard. In turn they are responsible for
reporting the results to his/her manager through the said scorecard. The report will be submitted to
PMS Unit for evaluation to ensure completeness of information reported and compilation of POE file.
The PMS unit will then submit report and POE files to internal audit unit to ensure accuracy, validity
and to verify reliability of information.

3.7 PERFORMANCE REPORTING AND REVIEW:

The next two steps in the process of performance management namely that of performance reporting
and performance review will be dealt with at the same time.



3.7.1 In-Year Performance Reporting and Review

Within 2 weeks (10 working days) of the end of the quarter, a Quarter Report must be completed
whereby the employee records progress to date. Such reports for employees are used as progress
reports. Each individual employee is responsible for reporting back on their own performance in the
performance report. The report serves as a document from employee to manager regarding their
activities during the quarter.

At the level of the SDBIP, the quarter report is the method of reporting back to the Council and the
Community of the progress made to date. Comments made by Officials regarding indicators included
in the SDBIP are used directly on the formal report. At Mayoral Committee and Council meetings, the
SDBIP report is the basis for discussion regarding progress made toward achievement of the IDP.

When reporting back on performance it is important to detail exactly what has been achieved or
specify the standard that has been achieved. If a target has not been met it is important to specify
why the target has not been met and state what measures that are to be put in place to ensure that
the target is met in the future. If applicable, it is also important to state whether the annual target will
be affected by any non-achievement of the in-year target. If employees have not reported
comprehensively enough the SDBIP report may be lacking is concise feedback to Council for them to
use the performance report as a tool to review the Municipality’s performance and to make important
political and management decisions on how to improve.

The reporting to Council will therefore take place in the council meeting following the end of each
reporting period. The review in January will coincide with the mid-year performance assessment as
per section 72 of the MFMA. The said section determines that the accounting officer must by 25
January of each year assess the performance of the municipality and report to the Council on inter alia
its service delivery performance during the first half of the financial year and the service delivery
targets and performance indicators as set out in its SDBIP.

Performance review is the process where the leadership of an organisation, after the performance of
the organisation have been measured and reported to it, reviews the results, and decided on
appropriate action. The Executive Mayoral Committee in reviewing the SDBIP scorecard submitted to
it on a quarterly basis will have to ensure that targets committed to in the scorecard have been met.
Where they have not, the Committee must ensure that satisfactory and sufficient reasons have been
provided by senior management and that the corrective action being proposed is sufficient to address
the reasons for poor performance.

In support of all the above and to fully entrench the culture of performance management, SDBIPs and
performance plans should be used as the basis for discussion in meetings. This is to be the case in
discussion at all levels. Although the SDBIP and performance plans are reported upon quarterly,
progress should be tracked at least monthly using the same reporting templates. This further supports



the early warning system indicator aspect of the system and enhances and enriches communication
between levels of the hierarchy as it structures discussion.

Decision makers should be immediately warned of any emerging failures to service delivery, such that
they can intervene if necessary. It is important that departments use these reviews / meetings as an
opportunity for reflection on their goals and programmes and whether these are being achieved.
Minutes of these interactions should be forwarded to the performance management office so that
consideration can be made of how progress affects the municipal plans. Changes in indicators and
targets may be proposed at this meeting but can only be approved by the relevant structures, in
consultation with the IDP/Performance Management Office. Changes to the SDBIP can only be made
through Council resolution.

Annually Municipality must develop Annual Performance Report with 30 days after the end of financial
year, in the report must include a comparison of the performance with set targets, comparison with
prior year & measures taken to improve performance.

3.7.2 Reasons for Under Performance

When completing the review or at any time during the year, it may become apparent that an employee
is not meeting targets, it is important to state reason for no performance in the report and analyse
the reasons for this so that the problem can be addressed.

e Inadequate planning at the beginning of the year resulting in unachievable or unrealistic
targets

Although the targets were agreed at the commencement of the year it will become apparent
during the year that the target were unrealistic. When completing performance planning, the
job holder must adequately acquaint him/herself with the ability to plan correctly. By
operating under a performance management system, employees will become more able to
adequately plan workload which will prove beneficial throughout the person’s career.

e Lack of sufficient technical knowledge or experience by the jobholder

In this case, it may become apparent (whether known prior to the creation of the plan or
otherwise) that the employee does not have the ability to achieve the required target.
Through following the in-year review process the problem will be picked up, discussed
between job-holder and manager and the personal development plan (PDP) should be used
to plan how this can be addressed. The manager or employee would also find it beneficial to
use more frequent monitoring such as, for example weekly or monthly actions / targets, to
ensure that new skills are developed correctly through practice, mentoring or monitoring.



e Lack of resources available to jobholder
In this case, required resources which were expected to be available at the commencement
of the year are no longer available or have not become available. A decision would need to be
made whether the indicator is still achievable through changing direction or whether the
target would need to be adjusted.

e Lack of will to perform the requires duties (poor performance)
In cases of poor performance, the manager should not wait for the end of the following
guarter to review performance again. At least monthly if not weekly action steps / targets
should be put in place to attempt to curb the low level of performance. The manager is
accountable to decide whether to increase the monitoring of an employee or not, however, it
is compulsory to increase monitoring to at least monthly intervals if fewer than 75% of
indicators are not on track. It is also necessary to counsel the employee to establish the reason
for the lack of motivation or inability to perform.

It is the managers responsibility to know whether there is a specific reason for lack of
motivation or inability and take steps to escalate the problem. Should performance not
improve then the disciplinary procedure must be followed.

3.8. SURROUNDING ADMINISTRATION AND GUIDELINES

3.8.1 Changing of Performance Plans

The aim of performance management is to ensure that what was originally planned is achieved. This
means that indicators or targets should not be adjusted during the year. However, good project
management also enables controlled changes to be made should circumstances change. It is
important that there is sufficient motivation for the changes. It is not permitted to simply adjust
targets that have not been met or are not expected to be met due to under-achievement or poor
planning. The following process is to be followed for any changes: -

3.8.2 Changes to budgeted indicators that are included in the SDBIP

In this case any changes would incur a high impact, as they may affect what was originally planned
and publicly agreed in the IDP process. As the IDP and Budget was originally approved by Council, such
indicators are only permitted to be changed upon approval by Council. Additions are permitted with
only the managers approval (or in the Municipal Managers case, the Executive Mayor’s approval). As
the IDP is affected with changes to the SDBIP, so will the SDBIP and applicable performance plans be
affected with any changes to the IDP document during the year. Such changes must be made
unilaterally.

3.8.3 Changes to indicators that are not included in the SDBIP

These indicators, although not included in the SDBIP, are vitally important as they support the
indicators that are. However, it is at the discretion of the manager as to whether changes can be made.
Any changes must be recorded and authorized by the relevant departmental head whether they be



deletions, amendments, or additions. The manager and employee must together decide how great
the impact any change to an indicator is and whether replacement resources would need to be putin
place (for example if the required change was due to an employee being on a long-term absence from
work).

3.9. ANNUAL PERFORMANCE REPORTING AND REVIEW:
The end of year or fourth quarter report indicates the final status at the closure of the financial year.
The timing of the final report depends on the type of the plan that is being reported against.

3.9.1 Assigning Scores to Performance

Each year, performance must be reported and reviewed, and each employee must be awarded a score.
The scoring criteria specified in the Performance Management Regulations for Municipal Managers
and Managers Reporting Directly to Municipal Managers is utilised for all employees regardless of
grade or job title. For all employees, a score is only permitted for an indicator or CCR if proof of
achievement of the target is submitted. Therefore, the review must (as with in-year reviews) be
conducted using an Evidence File. The final report is printed and signed by both employee and
manager before being recorded by the Performance Management Officer and finally stored in the
employees personnel file. The following table is used for assigning ratings. A consistent rating of 3
(fully effective) would give a score of 100%.

RATING ~ TERMINOLOGY. DESCRIPTION. | it
5 Outstanding Performance far exceeds the standard expected of an employee
performance at this level. The appraisal indicates that the employee has
achieved above fully effective results against all performance
criteria and indicators as specified in the performance plan and
maintained this in all areas of responsibility throughout the year

4 Performance Performance is significantly higher than the standard expected in

significantly the job.

above The appraisal indicates that the employee has achieved above

expectations fully effective results against more than half of the performance
criteria and indicators and fully achieved all others throughout the
year.

3 Fully effective Performance fully meets the standards expected in all areas of the
job. The appraisal indicates that the employee has fully achieved
effective results against all significant performance criteria and
indicators as specified in the performance plan.

2 Performance Performance is below the standard required for the job in key

not fully | areas. Performance meets some of the standards expected for the
effective job. The review/assessment indicates that the employee has

achieved below fully effective results against more than half the



key performance criteria and indicators as specified in the
performance plan.
1 Unacceptable Performance does not meet the standard expected for the job.
performance The review/assessment indicates that the employee has achieved
below fully effective results against almost all the performance
criteria and indicators as specified in the Performance Plan. The
employee has failed to demonstrate the commitment or ability to
bring performance up to the level expected in the job despite
management efforts to encourage improvement.

3.9.2 The five-point rating scale

As illustrated above, the PMS System utilises a five-point rating scale. A “3” on the scale — “Fully
Effective” — means that the employee’s performance fully meets the standard required and has
achieved effective results against the performance criteria. In terms of the new approach to
performance rating, an employee who is rated as “fully effective” has fully complied with the
requirements of the job. On the rating scale this translates to a score of 100%.

3.9.3 Rewarding Over-Performance
Legislation recognises the need to reward employees for going over and above what was originally

required. This enables recognition over and above the verbal recognition that a manager may provide
and the self-recognition that an employee will feel for a ‘job well done’.

The method of reward is in part governed by legislation which distinguishes between Section 57 and
non-Section 57 employees. The types of reward are shown below.

3.9.4 Section 57 Employees

in accordance with legislation a financial bonus is awarded for over performance as per the following
scale. A score of 130% to 149% is awarded a performance bonus ranging from 5% to 9%; and A score
of 150% and above is awarded a performance bonus ranging from 10% to 14%.

SCORE BONUS %
130133 |5
134-137 6
138-141 7
142-145 8
146-149 9
150-153 10
154-157 11
158-161 12
162-165 13

166-167 14



The performance bonus is calculated based upon the individuals total remuneration package, and is
paid only after the following: -

e The annual report for the financial year under review has been tabled and adopted by the
municipal council,

e An evaluation of performance has taken place, and

e An approval of such evaluation has been given by the municipal council.

3.9.5 non-Section 57 Employees

Conditions of employment have been decided upon at a national level, now the legislation does not
allow financial reward for outstanding performance. As an employee under the Bargaining Council,
non-section 57 employees automatically receive a 13th cheque regardless of their level of
performance. The human resources shall development performance reward policy that recognize the
rewards of outstanding performance that is non-financial or review remuneration policy to recognize
outstanding performance.

3.9.6 The Annual Report

On an annual basis a comprehensive report on the performance of the Municipality needs to be
compiled. The requirements for the compilation, consideration, and review of such an annual report
are set out in chapter 12 of the MFMA (sec 121). In summary it requires that:

e All municipalities for each financial year compile an annual report.

e The annual report must, immediately after it has been tabled, be made public and that the
local community be invited to submit representations thereon.

e The municipal Council must consider the annual report within nine months after the end of
the financial year and adopt an oversight report containing the council’s comments on the
annual report.

e The oversight report as adopted is to be made public.

e The annual report as tabled and the Council’s oversight report must be forwarded to the
Auditor-General, the Provincial Treasury and the department responsible for local
government in the province.

e The annual report as tabled and the Council’s oversight report must be submitted to the
Provincial legislature.

The oversight report as adopted provides the opportunity for full Council to review the performance
of the Municipality. The requirement that the annual report and oversight report be made public
similarly provides the mechanism for the public to review the performance of the Municipality.



3.10. DEALING WITH INVESTIGATIONS OF RESULTS AND EMPLOYEE INFORMATION

3.10.1 Performance Investigation

The Mayoral Committee or Audit Committee may at any point in time commission in-depth
performance investigations where there is either continued poor performance, a lack of reliability in
the information being provided or for any other reason. Performance investigations should assess:

e The reliability of reported information

o The extent of performance gaps from targets
e The reasons for performance gaps

e Corrective action and improvement strategies

3.10.2 Employees who leave or join during the financial year

Upon the commencement of a new employees service with the Municipality, a performance plan
should be used to discuss the employees new role. The performance plan will run only until the
commencement of the new financial year, at which point a new plan can be created along with all
other employees. Upon leaving the service of the Municipality (during anytime of the year) a final in-
year review must be conducted to establish the final status of indicators applicable to the post. The
information is also used to design the performance plan of any new employee who may take over in
the position.

3.10.3 Employees appointed in ‘acting’ positions

Any employee appointed to ‘Act’ in a position other to their own for longer than 15 consecutive days
must at the same time be advised of the key performance indicators they will be requested to support
and or achieve. During the time of the ‘Acting’ appointment, the employee will be expected to treat
these inherited indicators as his / her own and will be asked to report formally on the progress at a
review to be held at the end of the term (in addition to the normal quarterly review if the period
covers such a time).

It must be noted that the employee must not neglect their existing performance plan and any
indicators delegated to other officials during a period of ‘Acting’ must be closely monitored as the
employee will remain accountable for these and be reviewed on their original plan at the end of the
year. Involving the community in the process of Monitoring, Review and Evaluating Municipal
Performance. Citizens and communities should be afforded the opportunity to review the
performance of the municipality and their public representatives in the period between elections. It
is required legislatively that the public be involved in reviewing municipal performance at least
annually and this is done through the IDP public participation process. The SDBIP reports are however
public documents and can be taken by Councillors to Ward Committee meetings as well as available
for use by Officials in liaison with the community.



CHAPTER FOUR:

4. AUDITING, QUALITY CONTROL, AND MODERATION

The MFMA requires that the Municipality must establish an internal audit section which service could
be outsourced depending on its resources and specific requirements. Section 45 of the Municipal
System Act stipulates that the results of the Municipality’s performance measures must be audited by
the said internal audit section as part of the internal auditing process and annually by the Auditor
General.

4.1 INTERNAL AUDIT

The Municipal Manager/ PMDS Office will be continuously involved in auditing the performance
reports at all levels. As required by the regulations, it will be required to produce an audit report on a
quarterly basis, to be submitted to the Municipal Manager and Audit Committee.

Auditing is necessary to prevent:

e Inconsistencies in performance management definition or methodology of data collection.

e Incorrect processing and poor documentation of performance management.

e Biased information collection and reporting by those whose image is at stake in the
performance management process.

The Regulations specify that any auditing must include assessment of:

e The functionality of the municipality’s performance management system.

e The compliance of the system with legislation; and

e The extent to which performance measurements are reliable in measuring performance
of the municipality.

4.2 AUDIT COMMITTEE
The Municipal Council will ensure that mandate of the audit committee includes performance
auditing.

The Audit Committee will:

e Review the quarterly reports submitted to it by the Municipal Managers Office
e Review the municipality’s PMS and make recommendations in this regard to the Council
e At least twice during a financial year must submit a report to council

The Audit Committee is empowered to:

e Communicate directly with the Council, Municipal Manager or the internal; and external
auditors of the municipality concerned



e Access any municipal records containing information that is needed to perform its duties or
exercise its powers.

e Request any relevant person to attend any of its meetings, and, if necessary, to provide
information requested by the committee; and

e Investigate any matter it deems necessary for the performance of its duties and the exercise
of its powers.

4.3 EVALUATION AND IMPROVE OF PERFORMANCE MANAGEMENT SYSTEM

For performance management system to remain effective, it must, always, compliment the manner
of work and the alignment of system within the Municipality. As with many institutions, Municipality
must constantly change and adapt to the environment in which it operates. So too, must each
employee adapt to new tools and processes that are brought onboard. In keeping with this, it is
necessary to constantly evaluate the PMS and ensure that it remains as effective and valuable at it
should be. Each year, PMS will be tested for applicability of the system using assessment tool provided
by SALGA and uniformity of the implementation across the Municipality through a sampling method.
Any proposed changes will be submitted to the Mayoral Committee through the Executive Mayor for
approval or for information depending on the suggested change.

4.4 PMDS MODERATE GOVERNING STRUCTURE
4.4.1 PMDS Steering Committee

ROLE PLAYERS RESPONSIBILITY
= Executive Mayor = Qverseeing the compliance of PMDS
®  Municipal Manager with Municipal System Act and PMDS
= Director Corporate Services Regulations
»  Chief Financial Officer = Qverseeing the rollout of Institutional
= |DP/PMS Manager and Strategic implementation of PMDS
=  HR Manager = Qverseeing implementation of
= Union Representative Individual performance management
= Qverseeing the PMDS implementation
process

4.4.2 SDBIP moderate committee
ROLE PLAYER RESPONSIBILITY.



= Municipal Manager »  Evaluate SDBIP performance against IDP

= External member of Audit Committee using the SDBIP scorecard and
= Member .. of  External Mayoral recommend to the Mayoral Committee
Committee
= Municipal Manager from another
Municipality

= PMS Manager for facilitation secretariat
services

4.5 DISPUTE RESOLUTION MACHENISM

All disputes that may arise during the implementation of the PMDS policy should be escalated to the
Municipal Manger office and Council for resolution.

4.6 APPROVAL OF THE POLICY

The policy will be approved by council after all the consultations with internal stakeholders have been
done.

4.7 REVIEW OF POLICY
The policy will be reviewed annually or after three years depending to the municipality.

4.8 VERSION CONTROL

PERFORMANCE MANAGEMENT AND DEVELOPMENT SYSTEM!POLICY.
Policy status Final

Policy author IDP/PMS Practitioner
Version No 2

Date of approval 8 July 2022

4.9 Attached Standard of Operating Procedures (SOP) and SDBIP ANNEXURES

8 July 2022




STANDARD OPERATING PROCEDURE ‘
1. PERFORMANCE PLANNING AND AGREEMENT
1.1 The performance agreement

The performance agreement is the cornerstone of performance management at the individual
level. All employees must enter into and sign performance agreements before the commencement of
any financial year with the provision that new appointments made after the commencement of
the financial year must enter into a performance agreement within 30 days of appointment.

The content of a performance agreement must include the following:

. Employee data such as the employee number, job title and a description of the
employee’s job profile, with emphasis on the main objectives, job purpose and key
performance areas.

J A performance plan containing the KPAs, outputs, activities, targets, and performance
standards for each activity

° A personal development plan that assists in identifying developmental areas and job-
related needs of the employee, as well as methods to improve these.
If an employee changes jobs within Sundays River Valley Municipality during the performance cycle, a
new performance agreement must be entered into for the new role and the performance
assessment should take both periods into consideration.

Only supervisors and section 56/57 managers are authorised to enter into a performance agreement
with another employee on behalf of the municipality.

The performance agreement, especially the performance plan, should be re-negotiated if the
employee has not been in the position for three months or more for any reason, such as for example,
maternity leave, ill health, study, secondment, or travel, unless this absence was built into the original
agreement.

A performance agreement without a completed, signed and attached performance plan shall be
invalid.

1.2 The Performance Plan

While the performance agreement is the cornerstone of performance management at the individual
level, the Performance Plan sets out the performance objectives, standards and targets that must be
met by the Employee; and the time frames within which those performance objectives and targets
must be met.



The criteria, upon which the performance of an employee is assessed, consist of the assessment of
achievement against the performance standards for each target contained in the performance plan in
respect of Key Performance Areas and Core Competency Requirement attached to the position of the
employee. Each employee must be assessed against both areas. The employee’s performance must
be assessed against two components:

KPAs covering the main areas of work will account for 80% of the final assessment, while the Core
Competency Requirements (CCR’s) make up the other 20% of the assessment score.

KPAs describe what is expected from an employee in his/her role and focus attention on actions and
activities that will assist units and ultimately the department in performing effectively. In the
performance plan the KPAs should be broken down into outputs and activities. Performance standards
are used to indicate how the performance/achievement of the outputs and activities will be measured.
KPAs can cover many different aspects of the work such as — )

° Specific tasks or events which the employee should ensure are achieved.
. Levels of performance which the employee should maintain and promote.
o Actions or situations for which the employee is personally responsible for delivering

his/her “unique contribution”; and
° Duties and responsibilities related to advice and support given, for example, by
specialists to clients.

Each KPA must be weighted (in %) according to the importance it has in the employee’s/member’s
job. The weighting of all the KPAs should add up to 100.

It is necessary to determine KPIs, which define what needs to be measured to gauge progress towards
achieving the development objectives. KPls must be measurable, relevant, simple, and precise. They
simply define how performance will be measured along a scale or dimension

KPIs can also be used to:
e Communicate the achievements and results of the municipality.
¢ Determine whether a municipality is delivering on its developmental mandate.
e Indicate whether the organisational structure of a municipality is aligned to deliver on its
development objectives.
¢ Promote accountability by the council to its electorate.



2.3 Personal Development Plan

The performance agreement in-itself does not contain a Personal Development Plan, but the personal
development plan forms an integral and compulsory part of the Performance Management System.
The purpose of the personal development plan is to identify any performance output shortfall in the
work of the employee, either historical or anticipated, to relate this to a supporting KPt shortfall and
then to plan and implement a specific set of actions to reduce the gap. The competence gap may relate
to any of the KPIs included in this Policy or any other area of the employee’s knowledge, skill, and
attribute requirement. The Personal Development Plan should include interventions relating to the
technical or occupational “hard skills“of the job, through e.g. appropriate training interventions, on-
the-job training, expanded job exposure, and job rotation.

The employee and the supervisor are required to take joint responsibility for the achievement of the
Personal Development Plan with allocated accountabilities clearly recorded on the Personal
Development agreement document.

2.4 Prolonged absence and staff movement

2.4.1 Absence during the cycle

Normal periods of leave for example vacation leave must be planned by employees to not interfere
unduly with the employee’s performance management cycle. The fact that an employee has been
absent from work because of approved leave and/or short periods of sick leave shall not detract from
the obligation the employee has to perform his/her duties as detailed in the performance plan.

Where an employee has been absent from work for a period rendering the employee unable to
perform the required tasks and duties as set out in the employees performance plan for any full
quarter or larger part thereof, the performance of the employee shall only be reviewed in respect of
full quarters worked.

Where it is found with the annual performance assessment that the employee is entitled to a
performance reward, such reward shall be calculated only in respect of the full quarters the employee
worked and not for any quarter or part thereof in respect of which the employee was absent safe for
absence due to ordinary leave and/or short periods of sick leave.

2.4.2 Acting in higher positions

When an employee is appointed to act in a higher position for shorter than six weeks, the performance
review/evaluation of the employee shall be based on the post that the employee is permanently
appointed to and any such appointment to act in a higher position shall not detract from the
obligations of the employee in terms of the performance plan of the employee.

Where an employee is required to act in a higher position for periods in excess of six weeks and such
a period of acting shall encompass a full quarter, the performance agreement of the employee must
be adjusted to accommodate the increased duties and responsibilities of the employee.

An employee shall only be assessed on the completion of each full quarter irrespective of the position
the employee holds or was required to act in. Where an employee acted in a higher position for a full
quarter and on assessment it is found that the employee is entitled to a performance reward in respect



of acting duties performed, the reward shall be based on the salary of the employee plus the acting
allowance paid to the employee in respect of every full quarter the employee acted and was found
the be entitled to a performance reward.

The employee shall thus be entitled to a pro rata performance reward, subject to evaluation, in respect
of each performance quarter completed in full in respect of an acting position with the remainder of
performance rewards subject to evaluation, being calculated at the ordinary salary of the employee.

Acting appointments shall always be subject to a concluded agreement between the employer and
the employee to act and the conclusion of a performance agreement and performance plan for the
duration of the acting appointment (for each full quarter) and no performance reward shall be
considered without an acting agreement or concluded performance agreement for the acting position.

2.4.3 Staff movement

When employees are transferred at the same salary level, and where a full performance quarter has
been completed prior to the movement, the review results prior to the movement in respect of any
completed quarter shall be considered with the annual performance evaluation of the employee.

2.4.4 Misconduct and suspension

Where an employee is suspended pending the outcome of a disciplinary hearing for a period
exceeding a full quarter, the employee shall not be in a position to fulfil performance obligations to
the employer and in such instances shall the employee not be penalised with a performance rating of
less than 3 in respect of the period of suspension. It must be taken into account that irrespective of
the outcome of the disciplinary hearing that the employee was not in a position to perform at levels
higher than performance level 3 and as such shall a performance rating not exceeding 3 should be
awarded to the employee.

Where an employee is suspended for a period less than a full quarter pending the outcome of a
disciplinary hearing the employee performance shall be reviewed/evaluated against the performance
plan, provided that the review shall take into account the period of suspension.

Where an employee has been found guilty of misconduct and the sanction imposed is that of dismissal
shall the employee not be eligible for any form of performance reward irrespective of the levels of
performance of the employee.

Where an employee has been found guilty of misconduct and the sanction imposed is that of
demotion shall the performance of the employee up to demotion not be considered for reward during
a financial year and shall the employee forfeit any such reward up to date of demotion. A fresh
performance agreement shall be concluded in respect of the demoted position and the employee shall
be reviewed and evaluated on performance as from date of conclusion of the agreement in respect of
the lower position.

Where an employee has been found guilty of misconduct and the sanction imposed is that of
suspension without remuneration, shall the employee forfeit any possible performance reward in
respect of the quarter in which the misconduct was conducted and shall the employee, subject to



evaluation, only be eligible for a pro rata performance reward in respect of those quarters where no
such sanction was imposed on the employee.

2.4.5 Amendments to the performance agreement

Performance in the municipality takes place in a dynamic environment. A performance agreement can
therefore never be cast in stone. Even though the initial performance agreement is signed at the start
of the performance cycle, significant changes and additions must on an on-going basis be

reflected in the performance agreement and performance plan with the provision that
changes cannot be backdated irrespective of the circumstances for the request.

The performance agreement and performance plan against which an employee is assessed at the end
of the cycle must accurately reflect the employee’s actual activities and outputs during the entire
performance cycle. Amendments made to the performance agreement and performance plan must
be signed and dated by both the employee and her/his supervisor.

Whereas performance review and assessment are conducted on the performance Management
System shall all requests for amendment of performance plans be requested through the relevant
Director to the Manager PMS for capturing on the system and irrespective of the date of signature
shall the amended performance plan only become effective as from the date of capturing the
amendments on the Performance Management System.

3. OUTCOMES OF PERFORMANCE ASSESSMENT

3.1 Probation

The performance of employees on probation is managed in terms of this Policy process as
well as the municipality’s policy on probation. The process is as follows:

° The Performance Management System will serve as the system that is used to
assess an employee during the period of her or his probation.

° The performance assessment of employees on probation must be conducted
guarterly and must link with the Performance Management System.

° The performance assessment form must be submitted to HR immediately

following the assessment.

° At expiry of the probationary period the line manager of the probationer must
make a recommendation on whether or not appointment should be confirmed.
If the probationer is not deemed suitable for the relevant post, other options
such as the extension of probation, formal registration on the incapacity
programme or as a last resort, dismissal, should be considered, subject to legal
compliance in this regard.



An employee's probationary period will not necessarily coincide with the 1 July to 30 June
cycle; however the Performance Management System assessment tool must be used for
assessment, and the results captured in the quarterly probation assessment form.

3.2 Managing performance that is not fully effective

Line Managers are required to first identify and then, in line with a developmental approach, deal with
unacceptable performance of employees under their supervision. The line manager must comply with
the procedural requirements of the schedule 8 of the Labour Relations Act. The Performance
Management System provide for the early identification and resolution of unacceptable performance.

The employee’s performance rating as “not fully effective” or lower during the annual performance
assessment should not be the first indication of the employee’s shortcomings. Performance
monitoring, including the performance reviews, provide opportunities to ensure this does not happen.
Interventions by the line manager to overcome performance shortfalls on the part of the employee
can include any or all of the following:

. Personal counselling

° On-the-job mentoring and coaching

] Formal training/re-training

° Restating the performance plan performance requirements

. Work environment audits to establish other factors affecting performance.

Should the employee not respond to reasonable and continuous attempts to improve performance
and an overall performance assessment score of less  than 90% is consistently the result of the
assessment process, the employee must be formally registered on an “Incapacity Programme” and be
advised of this in writing.

3.3 Performance bonus

A performance bonus is a financial award granted to an employee in recognition of sustained
performance that is significantly above expectations and is rated as such in terms of the rating scale.

The value of a performance bonus in terms of this policy is calculated on the employee’s actual salary
notch as at 30 June of the year under evaluation.

A performance bonus, subject to evaluation outcomes, is only payable to an employee who was in
services as at 30 June of the year under evaluation and such performance bonus shall be calculated
on the actual performance quarters fully completed by the employee with the provision that
where less quarters are completed as a result of date of employment, appointment to act in a higher
position or demotion the performance bonus shall be calculated on a pro rata basis.

Where an employee resigns, voluntarily takes early retirement or is dismissed without completing the
full final quarter of any year no considerations shall be given for a performance reward irrespective of
the performance of the employee during the preceding quarters of the year.



Where the services of the employee is terminated before completion of the final quarter as a result
of compulsory retirement or medical incapacity shall a performance bonus, subject to evaluation
outcomes, be based on a pro rata payment for actual fully completed quarters.

Performance bonuses shall be calculated on the monthly salary of the employee as at 30 June in
respect of the year under review and shall become payable with the November salary run immediately
following the year under review.

For purposes of illustration the following three broad groups of total performance scores can be

distinguished, with the corresponding categories, percentages and outcomes:

Performance | Percentag | Performance | Performance | Performance bonus expressed
groups e categories score as a percentage of the
monthly salary of the
employee at 30 june of the
year under review
Unacceptabl | 69% and No reward
e below
Below
. 99% and performance
satisfactory
below Performance | 70% - 99% No reward
performance
not fully
effective
Satisfactory | 100% Performance 100% No financial reward but
performance fully recognition given for good
effective performance
Above Performance 130% 5%
. 130% and
satisfactory above above fully 131% 5.2%
performance effective 132% 5.4%
133% 5.6%
134% 5.8%
135% 6%
136% 6.2%
137% 6.2%
138% 6.4%
139% 6.6%
140% 6.8%
141% 7%
142% 7.2%
143% 7.4%
145% 7.6%
146% 7.8%
147% 8%
148% 8.5%




149% 9%
150% 9.5%
151% 10%
152% 10.5%
153% 11%
154% 11.5%
155% 12%
156% 13%

158% and 14%
more

3.4 Non-financial incentives

Financial rewards on their own are not always sufficient to motivate staff towards performance
excellence. Other more creative ways for recognising performance should be explored, i.e. where the
award does not directly lead to "money in the pocket". The municipality may, from time-to-time,
introduce mechanisms for non-financial recognition to stimulate performance across the municipality.
However, managers may also propose forms of non-financial recognition, provided these remain non-
financial, fit into the budget and do not change any basic condition of employment. The following are
examples of recognition that can be considered —

. Acknowledgement and recognition of performance excellence i.e. in municipality’s
publications; specially created awards and certificates; citations at
conferences/meetings; attendance at conferences etc.

° Increased autonomy to organise own work and/or increased resources with which to
perform work.
° Public awards of various kinds made by management (eg. Mayoral Excellence awards)

in recognition of a specific achievement or innovation or for consistent achievement
over a specific period.

. Specific access to specialised training and development opportunities.

. Participation on a prioritised rotation basis in study tours or overseas and other visits
by senior management.

4. SURROUNDING ADMINISTRATION AND GUIDELINES

4.1 Changing of Performance Targets

The aim of performance management is to ensure that what was originally planned is achieved. This
means that indicators or targets should not be adjusted during the year. However, good project
management also enables controlled changes to be made should circumstances change. It is
important that there is sufficient motivation for the changes. It is not permitted to simply adjust
targets that have not been met or are not expected to be met due to under-achievement or poor
planning. The following process is to be followed for any changes: -



4.1.1 Changes to budgeted indicators that are included in the SDBIP

In this case any changes would incur a high impact, as they may affect what was originally planned
and publicly agreed in the IDP process. As the IDP and Budget was originally approved by Council, such
indicators are only permitted to be changed upon approval by Council. Additions are permitted with
only the managers approval (or in the Municipal Managers case, the Executive Mayor’s approval). As
the IDP is affected with changes to the SDBIP, so will the SDBIP and applicable performance plans be

affected with any changes to the IDP document during the course of the year. Such changes must be
made unilaterally.

4.1.2 Changes to indicators that are not included in the SDBIP

These indicators, although not included in the SDBIP, are vitally important as they support the
indicators that are. However, it is at the discretion of the manager as to whether changes can be made.
Any changes must be recorded and authorized by the relevant departmental head whether they be
deletions, amendments, or additions. The manager and employee must together decide how great
the impact any change to an indicator is and whether replacement resources would need to be put in

place (for example if the required change was due to an employee being on a long-term absence from
work).



ANNEXURE B
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