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INTEGRATED PERFORMANCE MANAGEMENT SYSTEM POLICY

BACKGROUND

The Systems Act, Act No. 32 of 2000 requires that each municipality establish
a Performance Management System that is: “commensurate with its
resources, best suvited to its circumstances and in line with the priorities,
objectives, indicators and targets that are contained within the Integrated
Development Plan (IDP).

The implementation and insfitutionalization of an Integrated Performance
Management System within DR AB Xuma Local Municipality requires that
performance management and assessment occurs at two levels. |t
requires that performance is managed both at an institutional level and at
an individual level. This policy will detail the manner in which an
infrastructure, system and culture is created which supports performance
management at every level.

The IDP is a 5-year strategy that is reviewed and updated annually based
on community input and needs. Depending on resources and budget
availability the IDP Priorities and Objectives are established for the year in
guestion and translated into an annual Strategic Institutional Scorecard.

Departmental Scorecards detailing the specific goals to be achieved per
department flow from the strategic scorecard (alighed to the IDP). These
goals are translated into the Service Delivery and Budget Implementation
Plans (SDBIP's) for each department as annual targets, and the
establishment of these and the measurement of targets ensures that there
is alignment between the IDP, the Budget and the departmental
objectives.

In order to give effect to these targets, performance agreements are
established with staff (beginning with s56 managers), in order to ensure that
they ultimately meet the IDP objectives.

Through a formal process of performance assessment, management and
reporting, it is ensured that targets are met where at all possible, and
focused and concerted efforts are made to achieve these strategic
objectives through effective and efficient service delivery.
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Institutionally reporting on performance and the manner in which IDP
objectives are met occurs at many levels.

MAIN PURPOSE

To ensure that performance is managed according 1o strategic objectives
as reflected within the Integrated Development Plan (IDP) and to ensure
that there is alignment between individual and organizational behaviour
and performance targets and objectives.

KEY OBJECTIVES

Aside from the legislative prescriptions, the key objectives for the Integrated
Performance Management System are defined as follows:

Achievement of the organization’s strategic objectives;

Identifying and addressing the required skills and competencies required
for staff to contribute towards achieving organizational objectives;

Providing staff with the opportunity to actively manage their own
performance;

To recognize and reward those employees who meet the policy criteria for
reward;

To facilitate all performance reporting by the municipality; and
To instil a performance oriented culture throughout the organization.

SCOPE OF THE POLICY

The scope of the Infegrated Performance Management Policy and System
shall be applicable to the following levels, as part of a long-term roll-out
process:

All managers as defined by section 56 of the Municipal System Act No 32
of 2000;

All employees of DR AB Xuma Local Municipality who are in full time
employment.



GUIDING PRINCIPLES

The Integrated Performance Management System Policy shall be guided
by the following key principles:

It must be uniformly applied to all applicable parties;

It must be applied as a universally recognized means to manage and
improve performance and work standards;

Personal Development Plans are to be developed for all staff (as per roll-
out of policy) in order to ensure that they are capacitated and
developed appropriately in order to be able to deliver in terms of
required performance;

Performance is assessed at both the individual and organizational levels;
There is alignment between the IDP, Budget and SDBIP's;

Reporting will be based on the National Indicators and Performance
Scorecards at all levels will be written in accordance with the 5 National
Indicators;

Each Scorecard will have appropriate weights attached to each
National Indicator as per the Performance Regulations (referred to as a
Key Performance Area (KPA) within a scorecard and at an individual
level. These Key Performance Areas will be headed as follows:

- Municipal Infrastructure and Institutional Development

Financial Management and Viability

Service Delivery

Local Economic Development

- Good Governance & Public Participation.

The weights attached to all five KPA's must add up to a total of 80% for
each scorecard;

The remaining 20% of the value of each scorecard must be made up of
Core Management Competencies (CMC's}) and these must be made
up of a maximum of 6 CMC’s, of which three are regarded as
compulsory in terms of the Performance Regulations (Refer Annexure A).
These are weighted appropriately to reach a maximum of 20%;

In the event that the Performance Management Policy applies 1o non-
managers, scorecards would still total 100% but the KPA’s would be
weighted and distributed over the full 100%;

Performance assessment must be based on clear measures and agreed
standards;



6.1.

Performance targets and objectives must provide clarity to all
employees on their role in the achievement of municipal and
departmental targets;

Performance contracts / agreements are to be signed as applicable by
section 56 managers and staff to whom the system is applicable (as per
roll-out);

The system must take into account the applicable legal and regulatory
prescriptions applicable;

The system must serve as an early warning system to facilitate
management and appropriate interventions to address performance
issues identified;

Staff are to be rewarded according to the prescriptions of this policy;
Feedback on progress is to be fed back to the community through
defined and ongoing reporting mechanisms;

Reporting at both the individual and organizational level is to occur
through formal and stipulated reporting instruments and channels, and
This Integrated Performance Management System Policy is o be read
together with the attached Integrated Performance Management
System Procedures document (Annexure A).

Submission of Reports 1o PMS sections must be submitted as and when
the project is complete.

The last submission day for the PMS Reports is the 10th month every
months .

The Municipality has an automated performance management system
which is managed by the PMS manager.

PERFORMANCE ASSESSMENT

At an institutional level, performance is assessed monthly, quarterly, mid-
yearly and annually in a number of ways which include (but are noft limited
to) s72 reports; quarterly SDBIP reporting; s4é6 and mid- year Performance
Report; Annual Report, and the Auditor General’s and MPAC Reports ---all
of which franslate to the reporting that is then provided to communities;

6.2. At the individual level, formal assessments (by a constituted Performance

6.3.

Assessment Panel) will be conducted quarterly, and a final assessment for
the period 1 July - 30 June; and

Ratings will occur according to the approved rating calculator {Annexure
A) and assessment process.



7.

7.1

PERFORMANCE BONUS

S56 Managers and Manaaers/ employees on Fixed Term Confiract

As per the Performance Regulations, the s56 Managers will be able to
quadalify for performance bonuses according to the following ratings:

o A score of 130% to 149% is awarded a performance bonus ranging from
5-9%, and

o Ascore of 150 and above is awarded a performance bonus ranging from
10% - 14%.

Section 56 Managers have their bonuses worked out on a sliding scale
framework. This score is out of 200 points (ie. their scores on their
scorecards which are out of a total of 100 points is multiplied by two to
get a score out of 200). Their bonus should be scored as follows :

Score / 200 7 Bonus
130-133 (65%-66%) 5
134-137 (67%-68%) 6
138-141 (69%-70%) 7
142-145 (71%-72%) 8
146-149 (73%-74%) 9
150-153 (75%-76%) 10
154-157 (77%-78%) 11
158-161 (79%-80%) 12
162-165(81% - 82 %) 13
166+ (83% +) 14




7.2. Other Managers and Staff

Performance Rewards will be negotiated between all stakeholders based
on the following principles:

> Non-Monetary

> Negotiated with stakeholders

> Intended to capacitate and develop individual and or team
performance

» Agreed upon value

» Subject to available budget (Merit Award paid as a once off merit -
dependant on budget)

» Notch increase

» Leave Days

> Cerfificate of Excellence

8. DISPUTE RESOLUTION

Disputes are to be dealt with in the manner prescribed by the Regulations
and for staff other than the s56 managers according to the approved
internal Dispute Resolution mechanisms.

9. GOVERNANCE ISSUES

The following governance structures are responsible for the governance of this
policy:

e Council: adoption of the policy;

¢ Municipal Manager: formulation, review and amendment of the policy;

e Manager: Corporate Services: administration and management thereof
; and

e Performance Assessment Committee / Panel: to formally assess
performance of staff; and

o Audit Committee: to verify results and application of the policy.



10.

10.1

10.2

11.

11.1
11.2
11.3
11.4
11.5
11.6

COMPETENCE AND CAPACITY TO IMPLEMENT

All managers, supervisors and team leaders will be trained to plan, coach
and review /report on performance. This is fo occur in accordance with
the prescriptions of the roll out plan.

Human Resources Department must ensure the availability of necessary
resources for reporting and record keeping - ensuring effective
administration of the process.

RELEVANT LEGISLATION APPLICABLE TO THIS POLICY

This policy is informed/influenced by the following legislation:

The Constitution of the Republic of South Africa Act, Act No. 108 of 1996;
Municipal Planning and Performance Management Regulations, 2006;
Municipal Structures Act, Act No. 117 of 1998;

Municipal Systems Act, Act No. 32 of 2000;

White Papers on Local Government 1998; and

Labour Relations Act, Act No. 66 of 1995.

ANNEXURE A

INTEGRATED PERFORMANCE MANAGEMENT SYSTEM: PROCEDURES

1.BACKGROUND

The Integrated approach to understanding and applying performance
management within DR AB Xuma Local Municipality must be examined and
reflected as a process of performance assessment and management that occurs
at both the individual and the institutional level. This is further understood by
considering the diagram (Fig. 1) below and the text which follows.



Fig. 1: INTEGRATED PERFORMANCE MANAGEMENT SYSTEM
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By following this system and structure (depicted above), we are able to visudlize
the interrelatedness of these processes and acknowledge the aspects of
strategic planning, and integration of departmental and individual goals, in
order to ensure that the goals and objectives of the IDP are met. In this manner
the organization will ensure that performance measurement occurs, and that
the necessary steps are taken to ensure performance excellence and that a
culture of performance management is pursued.

As detailed, the process of institutionalizing a Performance Management System
and culture must be understood within the following context:
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The IDP represents a five year plan for the municipality based on
input from the community, political arena, and input from officials,
whilst taking into account available infrastructure and resources.
The intention is to ensure appropriate planning, infrastructure, and
resource provision which in turn will ensure that the needs of the
community are taken into account and will be addressed in so far
as is possible.

This 5 year plan is franslated into an annual plan or the Institutional
Scorecard which details specific IDP objectives that are required to
be achieved over a one year period. This Institutional Scorecard is
informed by the IDP godadls and objectives as translated during
annual strategic planning sessions with senior management into a
one year plan. These strategic plans are then translated into
SDBIP'S (Service Delivery Budget Implementation Plans) which
reflect reasonably accurate measures of deparimental goals and
objectives whilst taking into account the requirements of the |DP
and the resources available (so as to enable the implementation
and achievement of these goals). These objectives will in turn
inform the content of both the scorecard at institutional and
individual level.

It is critical that there is alignment between the IDP, the Institutional Scorecard
and the Budget and therefore also between these and the strategic plans,
SDBIPS and Performance Scorecards of staff.

These SDBIPS in turn inform the Perfformance Scorecards of each
manager and staff member and in turn are translated further down
---at each level depicting the operational goals and objectives as
they link in to the strategic plan.

As the annual plans move from higher to lower levels throughout
the organization, the same strategic objectives are transiated into:
Departmental Scorecards; Section Scorecards and Individual
Performance Management Scorecards.

The approved Performance Management System as applied will
provide the necessary structure and uniformity of action, and will
provide the measurement fools applicable to ensure that desired

11



outcomes and objectives are achieved whilst providing necessary
levels of support and development to all.

1.INTEGRATED PERFORMANCE MANAGEMENT

Integrated performance management requires that the phases of Planning and
Implementation be conducted at both the Institutional and the Employee levels
and thi m,kkmijjs will be explained more thoroughly in the detail which follows:

2.1.  INSTITUTIONAL PERFORMANCE MANAGEMENT

STEPS IN PLANNING (INSTITUTIONAL):

At the institutional level The Municipal Planning and Performance Management
Regulations set out in detail, the requirements for the Municipal Performance
Management Systems. The Regulations state that any PMS must entail a
Framework that describes and represents how the municipality's cycle and
process of performance management (including measurement, review,
reporting and improvement) will be conducted. The system used must also
comply with the requirements of the Systems Act, relate to the municipality’s
employee performance management processes, and be linked to the
municipality’s IDP.

In terms of the Regulations a municipality must:

e Set key performance indicators (KPI's) including input, output and
outcome indicators in consultation with communities ;

e Annually review its KPI's;

e For each financial year set performance targefts;

e Measure and report on the nationally prescribed KPI's;

e Report on performance to Council at least twice a year;

e As part of its internal audit process audit the results of performance
measurement; and

¢ Annudlly appoint a performance audit committee in order to assess
performance.

In terms of the Municipal Finance Management Act municipalities are required
to:
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e Annually adopt a Service Delivery and Budget Implementation Plan
with service delivery targets and performance indicators. (These are set
by each Manager per department, after consultation with senior staff
and evaluation of the budget);

e When considering and approving the annual budget, set measurable
performance targets for revenue from each source and for each vote
in the budget, and

o Compile an Annual Report, which must amongst others include a
municipality's performance report compiled in terms of the Systems Act.

In this regard the PMS Framework and Policy is provided and developed in terms
of a formal PMS Process Plan. The process plan sets out the phases and actions
steps to be followed in developing and implementing the system.

In order to ensure that justice is done to PMS at an institutional level, the
following issues and activities are thoroughly planned prior o the PMS cycle and
ongoing moving forward:

e Training all employees to whom the policy is applicable on the
practical aspects of Performance management;

e Developing and implementing a Public Participation Plan and
structures to facilitate community involvement in inputting into the PMS
targets --- through Public Participation initiatives;

e Workshopping Councillors and senior management on performance
management;

e Setting organizational key performance indicators and targets within
the organizations strategic scorecard;

e Setting key performance indicators and targets within Departmental
Scorecards;

e Developing and Implementing a Performance Management
Framework setting out inter alia how the Municipality’s cycle and
processes of performance planning, monitoring, measurement, review,
reporting and improvement will be conducted and managed;

e Obtaining an approved organizational Performance Management
System;

o Ensuring that written performance agreements for the Municipal
Manager and all Heads of Departments are signed;

13



¢ Developing a Reporting Schedule with accountable personnel in order
to ensure that all Institutional Reporting occurs in the manner and within
the timeframes required and legislated.
Steps in the Planning Process (Institutional) may be highlighted in the table
below:

STEPS IN PLANNING (INSTITUTIONAL)

|
y

IDP & Budget Process Plan 31 August Municipal
Manager/CFO
Annual Performance Report 31 August Municipal
Adopted Manager
Unaudited Annual Report 31 August Municipal
Adopted Manager
Community Consultation (IDP September — Municipal
development/review/ October Manager
feedback as per Public (Committees
Parficipation Plan). and
Submission of AR for comment Consultation
Forums)
IDP Review + adoption 31 May Municipal
Manager
Draft a services delivery and Within 14 Days Municipal
budget implementation plan for | after the approval | Manager
the budget year. of the annual
budget (June)
Audited Annual Report 31 December Municipal
adopted (with Oversight Manager
Repori)
Development of Audit Action May CFO/MM/s56's
Plan
Workshop senior management | 30 June - 31 Corporate
and Councillors on September Services
Performance Management.
PMS Policy Development and March Corporate
Review. Services

STEPS IN IMPLEMENTATION (INSTITUTIONAL)
Throughout the formal Institutional Performance Management Cycle
measurement and assessment will occur as per the reporting requirements as set

14



by various pieces of legislation and this policy. The Municipal Manager is
required to ensure that institutional performance is reported on at least in the
following manner (NOTE: The table reflects the most critical issues/reporting. This
is not an exhaustive list.):

STEPS IN IMPLE!V\ENTATION (INSTITUTIONAL)

| Step | Activity __ |Timeframe  |F isible Party
1. PMS Reports submitted to Quarterly MM + all
[ Council _ Managers
| 2. Mid - year Performance Report | 25 January MM + all
_ | Managers
3. Annual Performance Report 31 August MM + all
- Managers
4, Unaudited annual report 31 January MM + all
L adopted ) Managers
5. Annual Report adopted 31 March MM + all
Managers

In this manner there is ongoing evaluation of organizational perf_ormcmce and
this links directly to the performance of employees. All is informed by the needs
identified within the IDP as translated into the institutional scorecard, SDBIP's and
employee Scorecards.

2.2 INDIVIDUAL / EMPLOYEE PERFORMANCE MANAGEMENT

At the individual level this process is best explained by examining the Employee
Performance Cycle. This involves 4 key areas or phases during the annual
performance cycle which extend from 1 July fo 30 June annuailly.

This is explained in ferms of Fig. 2 below:

15




FIGURE 2: EMPLOYEE PERFORMANCE CYCLE PHASES

1
Planning
(JUNE)

4 2
Rewarding Coaching

(FINAL {SEPTEMBER &
ASSESSMENT } MARCH)

Reviewing

(DECEMBER
& JULY)

2.2.1 PHASE 1: PLANNING (MAY / JUNE)

Each s56 Manager is required to enter into a negotiated fixed term
contract which turns into what is referred to as a performance
agreement. This is signed annually and effective from 1 July or from
date of employment (if appointment is at a later date);

Performance Scorecards are developed for all staff (as per the roll-out
plan) after extensive discussion between the incumbent and their
immediate manager / supervisor. These scorecards are based on the
departmental SDBIP and Budget and are therefore aligned to these
two documents;

Each scorecard is made up of Key Performance Areas (80% of the
scorecard weighting) and Core Management Competencies (20% of
the scorecard weighting);

Scorecards are written as per the five National Key Performance
Indicators and are written as per the following corresponding Key
Performance Areas. These are reflected as:

- Municipal Transformation and Institutional Development
- Financial Management and Viability

16



- Service Delivery
- Local Economic Development
- Good Governance & Public Participation

Each KPA is weighted according to the importance and amount of
emphasis within that particular department and position (providing
that the total number of weights for KPA's adds up to 80% in the case
of staff having management / supervisory responsibilities). Where this
is not the case (as with lower levels) performance will only be based
on the KPA’s and these will then reflect a total of 100%,;

Core Management Competencies are established for all s56
managers and this will reflect as the remaining 20% on the scorecard.
Three compulsory CMC's as per the Performance Regulations are
required to be reflected and these appear as follows:

- Financial Management

- People Management and Empowerment

- Client Orientation and Customer Focus

A maximum of 3 other CMC's/COC'’s (Core Management
Competencies/Core Occupational Categories) relevant to the
managers area of functioning are to be selected from the list provided
within the Regulations and included in the Performance Agreement
template. These must be chosen according to the appropriateness of
the position and its functions. A maximum of 6 CMC’s/COC’s in total
are therefore required to be reflected as the 20% allocation of total
scorecard weight;

Targets of performance as reflected on the scorecard must be
developed according to the SMART principle:

S -Simple to understand

M — Measurable (quantifiable in qualitative or quantitative form)

A - Achievable

R — Redlistic

T- Time bound (timeframes are specified)

It is important that both the manager and incumbent agree to these
targets although it is understood that the authority of the manager will
stand pending the results of formal dispute resolution.

17



¢ Both the employer and employee (at all levels) must sigh acceptance
of the scorecard, indicating that they understand the performance
targets and what is required of them in tferms of required performance;

e Based on agreed scorecards, the manager and subordinate will spend
fime discussing challenges towards meeting required targets and
objectives and will assess the degree to which the subordinate is
required to be exposed to development/ capacitation exercises. Skills
and knowledge gaps are identified and highlighted within the Personal
Development Plans and this PDP will be established for each employee
as per the roli-out plan;

o Based onissues identified within the PDP discussion it is determined
what types of interventions may be required. The supervisor and
employee should determine the skills and knowledge requirements of
the agreed upon deliverables/outputs of the performance agreement,
match it against the competencies of the employee and determine
the skills gap. Suitable development opportunities to enhance the
capacity of the employee should then be determined, whether these
relate to formal training programmes or courses, self-study, mentoring,
coaching or on-the-job fraining. The PDP should therefore reflect the
competencies to be developed, the development opportunity as well
as the time frames a linked to the development plan. This should form
part and parcel of the performance agreements; and

e The Corporate Services Manager should facilitate the consolidation of
all the employees’ PDPs’ and ufilize this information to develop and
inform the development and submission of the Workplace Skills Plan for
the Municipality annually.

2.2.2. PHASE 2: COACHING (OCTOBER AND APRIL)

Coaching occurs formally during September and March. During this time
the manager and immediate subordinate sit fogether and discuss the
challenges and successes appropriate to current performance targets.
The manager provides appropriate feedback (praise and assistance
where required) and through feedback and coaching discussion takes
place around the manner in which to effectively manage and improve
performance. Coaching can take the form of formal training/on-the-job
instruction but may also occur day-to-day in the form of advice and
feedback.

18



2.2.3.

Every effort must be made to facilitate the successful achievement of the
targets. All efforts are documented as action plans and progress reported
on at agreed upon dates and intervals. Action Plan Templates are to be

utilized for this purpose.

PHASE 3: REVIEWING AND ASSESSMENT (DECEMBER AND JUNE)

Formal review and assessment of performance occurs during December
and June. In essence the process of review and assessment follows an
identical process although the first assessment is referred to as the First
Review (assessing the first 6 months) and the second is referred to as the
Final Review (which assesses the full 12 months).

During the process of review the scorecard is discussed at great length
and actual performance is evaluated and assessed as compared with
the required target specified on the scorecard for each indicator within
each KPA or CMC.

All claims of performance must be validated or proven and as a result,
each person assessed is required to produce a Portfolio of Evidence which
will detail all supporting documentation. Failure to produce evidence of
performance will prevent these areas from being evaluated and will result
in arating of “1” — as the lowest rating possible.

g

Agreement/contract

¢ Establish Personal
Development Plans
(PDP’s)

¢ Develop and sign
Performance Scorecard
(Develop according to
SMART principles,
aligned to IDP, SDBIP,
Budget and National
KPI's)

Documents required:

- Performance
Agreement/contract

Bopo

sit together,
discuss,
reach
agreement,
and sign
documents.
PDP’'s detail
required trg.
/
intferventions
/ resources
needed to
facilitate
ability of
staff

e June/Jul
Y

e 31 July

Manager +

subordinat
e
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- PDP Forms and
sfructured questions
- Job descriptions/profiles
- Performance Scorecard
|- References: IDP, SDBIP +
Budget

member to
reach
required
standard.

1.Coachi
ng

- Documented coaching
session

- Signed Action Plan

- Documented follow up
reports

Documents required:

- Performance Scorecard

- Action Plan

- Follow up meeting notes

- Evidence Portfolios

- Day to day insfruction

- Training records,
etcetera

Both parties
discuss work
to date
against
required
targets on
scorecard.
Problems
and
challenges
are
highlighted
and
appropriate
action
detailed on
action plan
+
timeframes.
Follow up
meetings
created to
view +
manage
progress.

e October |
o April

Manager
(with

subordinat |
e)
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1. Reviewi

e First Review (signed)

o First

eDecem

Manager,

ng e Final Review (signed) Review is ber subordinat
between e June e,
subordinat
Documents required: e (self-
- Performance score) and
Scorecard Manager.
- Action Plan Discussion
- Follow up meeting and
notes assessment
- Review Forms around
(scorecard) achievem
- Evidence Portfolios ents.
- Scoresheet and Agreemen
Consolidated t sought re-
Scoresheet scores.
e Final
Review
requires
consolidat
ed panel
score as
per policy.
2. Rewardi | e Submission of results to | eResults e June Senior
ng Corporate Services audited by | (applica | Manager:
Manager for Audit ble for Corporate
processing Committe June but | Services
e Award as per policy e only Panelists
and results e Results conduct | Audit
read ed after | Committee
together Final
with policy Annual
and Report
reward tabled
applied as and
per policy approve
d

NOTE: Reporting for all PMS Phases facilitated by Corporate Services

Manager.
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/PERFORMANCE MANAGEMENT IS A PROCESS (DAY TO DAY), NOT A ONE TIME
EVENT!

2.2.4. Phase 4: REWARDING (JUNE)

Depending on the currently approved Policy, and the level of
performance achieved, it will be determined whether the employee is
entitled to receive a reward or not. Note: There is a direct link between
performance (as per the final assessment and review) and reward.

It must be noted that in most instances the final review takes place after
the Annual Report has been approved. In this manner it is ensured that all
claims to performance are validated and can therefore be acted on
(audited financial statements and Annual Report). In both cases of review
an assessment panel is appointed in terms of policy and the Performance
Regulations. Performance is assessed as follows:

Formal Review and Assessment (Process and Bonus Awards)

level | Terminology | Description
Outstanding | Performance far exceeds the standard expected of an
performanc | employee at this level. The appraisal indicates that the
e employee has achieved above the fully effective results
5 against all performance criteria and indicators as
specified in the PA and Performance Plan and
maintained this in all areas of responsibility throughout
the year.
Performanc | Performance is significantly higher than the standard
e expected in the job. The appraisal indicates that the
significantly | employee has achieved above fully effective results
4 . 4
above against more than half of the performance criteria and
expectation | indicators and fully achieved all others throughout the
S year.
Fully Performance fully meets the standards e;pec’ré& in all
3 effective areas of the job. The appraisal indicates that the

employee has fully ochieved_e_ffec’rive results against all |
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significant performance criteria and indicators as
specified in the PA and Performance Plan.
Performanc | Performance is below the standard required for the job
e not fully in key areas. Performance meets some of the standards
effective expected for the job. The review / assessment indicates
that the employee has achieved below fully effective
results against more than half the key performance
criteriac and indicators as specified in the PA and
Performance Plan.
Unaccepta | Performance does not meet the standard expected for
ble the job. The review / assessment indicates that the
performanc | employee has achieved below fully effective results
e against almost all of the performance criteria and
indicators as specified in the PA and 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.
EVALUATION OF THE MM ' EVALUATION OF EVALUATION OF
MANAGERS EMPLOYEES BELOW $56
ACCOUNTABLE TO THE MANAGERS
MM
Mayor MM MM

Chairperson
committee

the audit | Chairperson of the | HOD
audit committee
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Executive Committee member | Executive Committee | Union Representative

member

Mayor or MM from another | MM  from another | Corporate  Services

municipality municipality Manager

Ward committee member | Corporate  Services
nominated by Mayor Manager
(Secretariat)

Corporate Services Manager
(Secretariat)

As per the Regulations, performance will be assessed in terms of the level
descriptors below. During the first review (December) the manager will
assess the subordinate’s performance by using a rating scale of 1 to 5 and
rate each indicator according to the appropriate description levelled
below. Similarly, the subordinate will conduct a self- assessment. When
meeting, both parties will attempt to reach agreement on the ratings.
Where no agreement is reached as to the final score the decision will be
made by the next higher level of authority (as per the dispute resolution
mechanism).

The results of the assessment will guide the manager and subordinaie 1o
take appropriate steps to improve performance ongoing. During the final
assessment (for the period 1 July to 30 June), performance will also be
rated according to these level descriptors. Each panellist’s score will be
taken into account and the total score averaged in order to obtain a final
score on a consolidated score sheet.

Performance Assessment Panel (for s56 managers)

As per the Performance Management Regulations, the minimum
requirements of the evaluation panels will be as follows:

Performance assessment will form the basis of rewarding outstanding
performance and correcting unacceptable performance.
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Rating and Scoring

The rating is used to determine the actual score from the fotal possible
score for each output. Itis calculated as follows:

EXAMPLE: KPI: 1 is weighted a 5. This means that a maximum score of 5 may
be awarded to this output.

If the employee “meets the standard” for Output no.1 a rating of 3 is
awarded.

How to turn the weighting and rating into a meaningful score

A rating of 3 may be reflected as a rating of 3/5 because the employee
was rated a “3" out of a possible rating of “5". Due to the weight of "5”
having been allocated to KPI 1 we know the highest score possible is a
score of 5 for output 1. This employee scored a rating of “3" out of a
possible “5” but this must now be translated into an actual score out of 5.

By using a simple calculation, the following score for Output 1 is achieved:
3/5X5=3.00
This amounts to an actual score of 3.00 for that Key Performance Indicator.

Payment of Peformance Bonuses / Merit Awards

These calculations occur throughout all KPI's for each KPA and for the
CMC'’s. Findally, all scores are added together and a final total score
obtained for the employee.

Performance Bonuses or merits are awarded in terms of the policy in this
regard. Reference must be made to the current version of the attached
Performance Management Policy which provides specific detail in respect
of this.

All final Review Assessment Results will be verified by the Audit Committee.

NOTE: No bonus may be paid prior to the approval of the Annual Report for
the year In question which in turn will validate all the performance
achievements and allow recognition based on that.

Dispute Resolution
Disputes for s56 staff (and reporting managers)

All disputes for s56 staff will be handled in terms of the Dispute Resolution
Procedure for s56 managers as attached within the Performance
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Management Resolutions document. Accordingly the following points
apply:

1.1In the case of the MM, the MEC for local government in the province or

any other designated person for this purpose by the MEC, is required to
provide a final outcome within 30 days of a formal dispute having been
lodged by the MM; and

1.2In the case of any other s56 managers / managers reporting to the MM,

the dispute is to be mediated by a member of Council (providing they
did not form part of the assessment panel) within 30 days of a formal
dispute having been lodged.

Disputes for other staff

1.3In the case of other staff disputes lodged must be mediated within 30

days, and the following procedure followed:

The Supervisor or Manager of the aggrieved employee (emanating from
a dispute in terms of the Performance Management System) , should in
the first place attempt to resolve the dispute;

In the case that a deadlock at that level occurs, the supervisor/manager
on the next level should intervene and strive 1o resolve the dispute;

All unresolved disputes emanating from the PMS should be referred to
the Performance Management Committee with full written motivation by
the aggrieved employee;

The PMC should initiate an investigation or recommend appropriate
action; and

Only after this process has been followed, the Appeals Procedure of
Article 62 of the Municipal Systems Act, 2000 will be invoked.

All such decisions will be considered binding.
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1.POLICY ADOPTION

The accounting officer will be the accountable custodian of this policy and must
ensure that this policy is submitted to the council for consideration and adoption.

2.POLICY REVIEW

This policy must be reviewed at least annually to ensure that it is adaptable to
operational changes and it is aligned with the legislative environment.

When deemed necessary on ad hoc basis, the Accounting Officer must subomit

proposals of amendments of the policy to the Council for consideration and
adootion.
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