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DEFINITIONS

Development - means to educate, train and develop employees
IDP - Means Integrated Development Plan

MM - Municipal Manager

NQF - Means National Qualification Frame Work

PDP - Means Personal Development Plan

1. INTRODUCTION

An organization must have a clearly define strategy and policy that direct decisions
that are made in terms of training and development. This policy addresses these
objectives.

2. APPLICATIONS
This policy document is applicable to both Councilors and Officials of the Municipality
3. OBJECTIVES

This objective and policy document is to create a pool of adequately trained and
readily available personnel within the municipality, thereby enhancing the organization
the organization's ability to adopt and use technology to enhance the organization’s
competitive positions and improve employees morale.

4. BUDGET
The annual training budget as well as grants received from the LGSETA must provide for

the training needs of the municipality. Training courses and funding provided by the
Provincial and National Departments of Local Government must also be assessed.

5. PRINCIPLES
5.1 GENERAL
51.1 all employees and councilors have a right to reasonable access to

development in as far as organization and individual needs are concerned

5.1.2 The employer recognizes that its employees are its most important assets and
strives to create a culture of learning and development.



5.1.3 The employer recognizes its responsibility for the upliffment of the country, its
economy and the previously deprived categories of the population
regarding.

5.1.4 In the first and final instance each person is responsible for his \her own
development

5.1.5 Alltraining should be aligned to the mission, vision objective sand values of the
council

5.1.6 All fraining should, as far as possible be precede by training needs analysis
(TNA)

5.1.7 Council should provide necessary facilities and infrastructure to, not only allow
development to take place but to stimulate and motivate capacity building
amongst staff with present and future training needs in mind.

5.1.8 Alldevelopment programmes must be planned and conducted according to
the principles and structures of the National Qualifications Framework (NQF),
the South African Qualifications Association (SAQA), the Skills Development
Act, act 9 of 1999, Local Government : Municipal System Act, Act 32 of 2000
and Human Resources Strategy

5.1.9 Development Programmes should be presented according to the highest
standards with regard to content and methodology

5.1.10 Individuals must be fully involved in the fraining process — i.e. understand the
entire process of determining training needs, for what purpose, how training
should/ could be done and accepting the principle of optimal self —
responsibility and self -studying in the process

5.1.11 Council accepts the responsibility to provide development for the employees
of other organisations/Municipalities in its region/province as prescribe in
accordance with the local Government : Municipal System Act, Act of 2000

5.1.12 Where possible fraining should be co —ordinated on aregional\province wide
basis to ensure consistency, uniformity and to maximize utilization of resources
and to prevent duplication in the development drive in the public sector

5.1.13 Development is an ongoing process

5.1.14 Development is "expensive” in terms of investment in time and money;

5.1.15 Only employees who have completed probationary period qualify for training



5.1.15.1 Maximum results for minimum investment

The best training approach in terms of quality, time and cost must be utilized for the best
investment results ratio

5.1.15.2 Maximum benefit approach - prioritizing

Training needs are prioritized for each individual in tferms of the maximum benefit the
person can derive from the particular development

5.1.15.3 Justin Time approach

Training is provided at the most opportune time — nearest to the point of need. If newly
developed skills are not needed and used immediately, it is lost.

5.1.15.4 Individual Follow - up

All training should be followed up individually to ensure that learning is transferred to the
workplace - i.e. the trainee’s behavior was changed as a result of the training if not
further assistance must be offered.

5.1.15.5 Measuring Training Success
Periodic surveys should be conducted to determine the effect of fraining organization
- wide in terms of increased productivity, client satisfaction e.t.c

5.2 ROLES, ROLE PLAYERS AND RESPONSIBILITIES
5.2.1 Council

The DR AB XUMA Local Municipality is obliged to educate, frain and develop
(hereafter called Develop\Development) its employees and councilors in
order to ensure that employees and councilors provide an effective and
competed service to all of its clients

The council is in position to assist each individual to plan and develop his\her
career and to reach personal goals through career growth. The aim is to
integrate individual goals with those of the Council and its IDP. In the narrow
sense the main aim of the development process is to ensure that there are an
adequate number of suitably qualified and experienced individuals to
maintain and improve performance in present positions but also through
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5.2.5

5.2.51

improved effectiveness, productivity and professionalism in the present
position.

Career planning is the process where the supervisor and staff member discuss
a possible matching of future plans, abilities and potential of both parties. This
can be done specific need arises or during the annual performance appraisal.
The employer usually initiates this process.

Employees

Although line managers are responsible to see to it that fraining needs of the
employees reporting to them are met, the individual (according to the
principle of own responsibility mentioned earlier) are also responsible for
ensuring that their needs are met. They have a right to approach Union, the
Human Resource Development Division or the Municipal Manager if they feel
that their Line Manager does not reasonable.

Union

Representation by the unions to any Council Committee dealing with staff
matters is available (in parficular development matters in an observer status,
except in the Local Labour Forum where full representation is afforded. If their
options are not accepted they have the right fo declare a dispute and the
dispute setting procedures will be followed.

Line Managers/Supervisors

Immediate supervisor are (in an Organizational Development Sense) primarily
responsible to ensure that employees are developed and frained to do their
and future work competency. Towards this end they should liaise with Human
Resource Development Division whose responsibility it is to provide for, and co-
ordinate the development function in Council

Human Resource Development Division

The Human Resource Development Division is responsible to implement, drive,
co- ordinate, monitor and evaluate all development interventions {i.e.
technical and non —technical as well as internal and external) as set out in this
policy and to established and maintain a database of all relevant information
around fraining of any particular individual and the Council as a whole. This
database contains:-

A Training Programme
A personal Development Plan (PDP) is developed for each individual,

specifying the type of fraining needed, how it is planned to be conducted,
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when, duration, who is responsible for the initiation and completion
therefore, e.tc.

A Training Record

A record is kept and updated on regular basis of all fraining and significant
experience each staff member had.

A Career Plan

As each individual’s career plan unfolds, it is recorded in broad principle.

SKILLS DEVELOPMENT COMMITTEE

5.2.6.1

5.2.6.2

5.2.6.2.1

5.2.46.3

The Skills Development Committee should be established in terms of the Skills
Development Act, of 1998

Composition

The Committee should be composed of equal representation of employer and
labour components as per LGSETA Training Committee Constitution Guidelines

The role of the Training Committee is to:

5.2.6.3.1 Assist with the development of the skills plan

5.2.6.3.2 Approve the Workplace Skills Plan

5.2.6.3.3 Mobilisation of funds for the implantation of the skills plan

5.2.6.3.4 Oversee the implementation of the skills plan

5.2.6.3.5 Provide reports for the effectiveness and impact of various

training programmes

5.2.6.3.6 Assess aqpplications and make recommendations to the
council regarding approval of bursaries as per the policy in the
bursary and other forms of financial assistance

5.2.6.3.7 Review , when necessary, bursaries awarded/provided to
employees

5.2.6.3.8 Adyvise Councillors and employees in choosing courses before
applying

5.3  TYPES OF DEVELOPMENT

5.3.1 The development need gap (i.e. the difference between the skills the person
possess and what is required) can be filled through :-

Knowledge - What the person needs to know
Skills - What the person needs to be able to do
Aftitude - What the person needs to have



5.3.2 These Development needs (to fill the gap) are listed in the individual Personal

Development Plan (PDP) in order of priority — needs having the largest impact

on successful performance

5.3.3 A decision is made on how best to address each of the needs, i.e. using :-

5.3.3.1

53.3.2

5.3.3.3

53.3.4

53.3.5

53.3.6

5.3.3.7

Functional/ Task Training Courses

In — house or external courses aimed at improving specific task\work
performed by employees

Induction training

Serves to introduce and familiarize all new employees and councilors to
Council and their specific work and people they will work with.

Managerial training

Training that aims to improve managerial skills of employees in supervisory
and management positions.

Adult Education and Training (AET)

Serves to provide basic skills to adults who deprived of such opportunities
to date.

Literacy and Numeracy Training

The fraining that aims to improve the literacy and numeracy skills of illiterate
and semi - literate employees so that they are able to access other training
and development initiatives within the organization

Learner ship

Learner ships are learning processes which includes apprenticeships.
Systems of learning are provided for current employees to allow them to
achieve quadlifications.

Councilor Training
Training that aims to prepare and assist councilors in their duties and
community leaders

5.3.4 For the various skills and competencies required to fill the development gap,

a selection must be made from one of the following fraining approaches as

serves the purpose the best :-

5.3.4.1

Specific training courses



5.3.4.2 Conferences, Seminars and Workshop

5.3.4.3 Self- study (Guides)

5.3.4.4 Experience (including understudy, special project, special project
assignments, mentorship, coaching, efc)

5.3.4.5 Formal Academic Study

6.4. WHO/WHERE TO TRAIN/DEVELOP - GUIDE LINES

The following guide lines should be considered in deciding where the training should be
done and by whom it should be conducted:-

6.4.1 Training will be delivered in — house where possible, however, where capacity is
not available, use of external providers will be considered.
6.4.2 A Data Base of Accredited Service providers must be established and maintained

6.4.3 All relevant technical guidelines, e.g. cost benefit, location, facilities, e.t.c. will be
taken into consideration in selection a particular service provider fo serve a
specific development need.

6.4.4 Providers will be selected in accordance with their specialization, track record and
compliance with provisions of the employment equity act

6.4.5 As far as possible a lasting relationship will be developed with proven service
providers who know Council and its uniqueness well and who are committed to
serving council’s best interests.

6.4.6 Considering the entire concept of capacity building; not only within the Council
but also on a wider front (where Council will serve as a Training\Development
Agent in the Region\Province}, a service provider should be selected that can
serve this broader concept on a broad base.

6.4.7 Training will be planned\conducted at a time and venue where it will cause the
minimum of interruption of normal workflow and procedures, render the best
results and contribute optimally to the term benefit of the Council and the
development function per se.

FINANCIAL GUIDELINES

6.5.1 The development function is an inherent and important function of Council for
the effective and successful operation for which adequate planning, budgeting
and control should be done.

6.5.2 Each Department is responsible (together with the Human Resource
Development Division and Department: Financial Services) to plan and budget
for the training it infends providing in the financial year.



6.5.3

6.5.4

6.5.5

The budget of the training Section of the Human Resource Development Division
will be for training interventions of corporate and strategic nature

The municipal manager together with the Human Resource Development Division
is responsible for the planning and budgeting of Council role as
regional/Provincial Training Agent

The training plan for each department must be based on a training needs analysis
which is linked to Councils longer term general vision and objectives and
Departmental Business Plan as well as each employee’s Personal Development
Plan (stemming from the Annual Performance Appraisal, Career Planning and
Training Needs. Gaps analysis, as is recorded in the fraining record maintained in
the Human Resource Development Division)

A Skills Audit needs to be undertaken in terms of the Skills Development, Act
No 97 of 1998.

6.5.6 The following criteria will apply for the approval of development/ training
expenditure -

6.5.6.1 linkage to strategic priorities of Council

6.5.6.2 Linkage to the department's Business Plan and Development
Programmes of the Department

6.5.6.3 Accreditation of learning outcomes

6.5.6.4 Accreditation of the Provider

6.5.6.5 Clearly defined target groups and implementation sirategy

6.5.6.6 Obvious and convincing benefits to be derived from such
development

6.5.7 Each department must submit a bi — annual report of fraining provided and
training expenditure incurred to the Human Resource Development
Division for submission to the Municipal Manager and to the Council

6.5.8 The required mechanisms will be implemented to ensure the maximum
refunding of the paid amount in terms of Skills Development Act

6.5.9 Where training is sourced out the Municipal Manager can approve training
expenditure up to an amount delegated to him by Council, above this
amount the Council will use tendering procedures in terms of relevant
legislation

6.5.10 An Employees Assistance and Bursary Scheme will provide financial support
to selected employees to obtain various qualifications

6.5.11 All trainings that result in a cost to Council have to be authorized by the
Head of the relevant Department or Speaker in the case of Councillors. The
necessary contract with terms of repayment in case of termination of
services for whatever reason must be sighed by both parties.

6.5.121f an employee/Councillor fails a module/s, he/she will have to pay the
failed modules in the following year. The municipality will only pay for the
passed modules
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6.5.13 An employee/ Councillor/ Traditional Leaders cannot pursue another
course without having passed

6.5.14 When training need is identified and it must be met externally on an
individually basis, the staff member should complete a course or seminar
application form. The booking of the course or seminar will only be finalized
when the Municipal Manager or Head of Department has agreed that the
external training is in effect needed and have approved the necessary
expenditure for training.

6.5.15The Human Resource Development Division will be notified of the approval
and they will in turn notify the relevant staff member and arrange for and
co-ordinate the training take place

6.5.16 Training is often very expensive, therefore staff members who attend
training courses are required to enter into a contract with Council on the
following basis :-

COST CONTRACT PERIOD

Less than R1 500,00 6 Months

R1 500,00 to R3000,00 - 12 Months B
More than R3000,00 18 months

6.5.17 if employment is terminated for whatever reason before the completion of
the contract the particular employee is responsible to repay the monies
owed to Council on a pro rata basis

6.5.18 before the staff member enrolls for a specific course he/she has to ensure
that he/she will quadlify for acceptance to the course and for study leave.
If not authorized by Council, study fees for a course is the staff members
responsibility.

6.5.19 If course is not authorized no study leave will be granted

6.5.20 In exceptional circumstances Council may nominate a staff member for
advance studies of the Council's choice. Course fees will then paid by
Council

6.5.21 If delegates nominated to attend training courses have accepted to such
course and do not give at least forty eight (48) hours’ notice of non-
attendance at the instruction of the Head of Department then the cost of
the training will be charged to the department. If non- attendance is
however due to personal matters (under the control of the employee) then
the employee will be held responsible for the cost therefore

6.5.22 The municipality shall buy books for councilors and employees and return
them to the municipal library after use, i.e after passing the subject. They
are obliged to return the library books failing which they will have to repay
them

6.5.23 The books must be returned in a good state failing which she/he will have
to repay it.

6.5.24 Transitional Clause enrolled leaners shall continue and Limit S&T to
Government related invitation e.g. COGTA
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6.6 RECOGNITION OF DEVELOPMENT

The Human Recourse Development Division is responsible to ensure that fraining is
provided by Accredited provider in terms of the applicable legislation. This needs o be
done in order to embrace the concept of portability which forms an integral part of the
NQF

6.6.1 CERTIFCATION

Certificate of attendance will be issued on request where the course provided is not
legally accredited on. Certificate of competence will be issued for accredited course
after the participant has shown the required level of competence via the completion
of the required assessment for the relevant course

6.6.2 INCENTIVES\REWARDS

Human Resources Development Division will not prescribe specific incentives or rewards
to the various Department, however the council may decide on a system of
incentives/rewards for course participants who pass.

6.6.3 EXPECTATIONS\PROMOTIONS

Participants should be informed at the start of the course or whenever they nominated
themselves for the respective courses that a promotion will not necessary follow on the
completion of a course. They should be encouraged to use the completed course as a
reference on the CV when the applying for promotional post — it forms part of the entire
capacity building drive. Their relevant immediate supervisors should be encouraged to
give the participants practical experience by allowing them to do work on a higher
level which may complement the completed course.

6.6.4 RECOGNITION OF PRIOR LEARNING

Relevant assessment will be put in place in order to ascertain the participant’s
accumulated knowledge regarding certain courses or subjects to ensure that
participants are placed in correct level of competence e.g. AET. These assessments
should be used to ensure that nominees for courses do not waste resources by
nominating themselves for courses in which they are already competent. This
assessment must be outcome - oriented, e.g. the assessment center for assessing
managerial competency.

6.6.5 NON - ATTENDANCE OF COURSES

Upon receipt of an invitation to attend a course delegates must confirm attendance in
writing or by faxing the attached confirmation slip, if confirmation is not received within
(5) days of the scheduled date, the delegate’s place on the course will be cancelled.
If the delegate does not give at least forty — eight (48) hours nofice of non- attendance,
the cost of the training will be charged to the department, or in the case of a personal
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matter under the control of the individual, it will be charged to the individual staff
members involved.

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 adopftion.

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 submit proposals
of amendments of the policy to the Council for consideration and adoption.
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