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1. SCOPE OF APPLICATION
1.1 The Performance management and development system applies to all staff members
of a municipality excluding a staff member —
(a) Appointed on fixed term contract with a duration of less than 12 months;
(b) Serving notice-
(i) of termination of his or her contract of employment; or
(i) to retire on reaching statutory retirement age;
(c) appointed on an internship programme or participating in the national public

works programme or any similar scheme; and.

1.4 The performance management an
open, constructive and on-
member

1.5 The performang

al department; and
ormance plan and the performance plans of the

performance; and
(b) Recognition and reinforcement of fully effective performance. Performance

significantly above expectations and outstanding performance.

2. LEGISLATIVE FRAMEWORK FOR PERFORMANCE MANAGEMENT
Various government prescripts stipulate provisions pertaining to performance management
in the context of local government. Of note, are the following references:
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White Paper on Local Government
Municipal Systems Act (MSA)

The Municipal Finance Management Act (MFMA)

3. OBJECTIVES OF THE PERFORMANCE MANAGEMENT AND DEVELOPMENT
SYSTEM

The objectives of the performance management and development system is to —

(a) Promote the objectives and developmenta duties of local government, as

set out in sections 152 and 153 of the Const

‘mcipality achieving its mandate and objectives and encourage

itment among staff;
n enabling environment to plan, monitor and measure performance
against set targets or outputs;
(i) Encourage desired behaviours as articulated in the Code of Conduct for
Municipal Staff Members as contained in Schedule 2 of the Act
(j) Identify and improve substandard performance of staff; and
(k) Recognise performance of staff that have achieved a rating of performance

significantly above expectations and outstanding performance
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4, PERFORMANCE MANAGEMENT AND DEVELOPMENT SYSTEM GUIDELINES
4.1 A staff member of a municipality is a public servant in a developmental local
government system, and therefore must-
(a) be committed to serve the public and to a collective sense of responsibility
for performance in terms of standards and targets; and
(b) participate in the overall performance management system of the
municipality as well as the staff member’s individual performance evaluation
and reward system in order to maximise the ability of the municipality as a
whole, to achieve its objectives.
4.2 The municipality, as represented by the relevant srvisor, and staff member

must, during the planning phase, agree on —

(a) Performance objectives and targe

ce standard for each KPI may be qualitative or quantitative, but must
also satisfy the criteria set out in sub-regulation (5)

4.7 The KPA weighting demonstrates the relative weight of each KPA

4.8 The job specific competencies, as derived from Annexure A, must include the
name and definition of the specific competency, the expected level of capability, the
relevant weightings, be specific and applicable to the job of the staff member

4.9 The staff member’s job specific competencies should not exceed six competencies

within a performance cycle g EE—
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4.10 The supervisor must, during the performance cycle, monitor, coach and provide
feedback to the staff member

4.11The supervisor and the staff member must undertake a formal mid-year
performance review. The review must be recorded as a formal engagement between
the supervisor and staff member

4.12 The supervisor and staff member must undertake an annual performance
assessment for each performance cycle based on the performance agreement

4.13 The criteria upon which the performance of the staff member must be assed

consist of two components: KPAs and job specific competencies. The staff member’s

performance must be assed against both compone PAs covering the main

areas of the work will account for 80% of the weight while the job competencies will

constitute 20% of the overall assessment 1
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5.1 A supervisor a taff member must enter into a performance agreement for each

performance cycle of the municipality;
5.2 The performance agreement of a —
(a) serving staff member must be concluded within 30 days of the
commencement of the new financial year of the municipality; and
(b) staff member must be concluded within 60 days of —
(i) his or her appointment after probation as from 1 July of the new
financial year;
(ii) his or her transfer or promotion to a new post ; or



(i)  his or her return from prolonged leave that is more than three
months.

5.3 If at any time during performance cycle, the responsibilities of the staff member
change to the extent that the performance plan in the performance agreement is no
longer appropriate the parties must revise the performance agreement.

5.4 The performance agreement may not diminish the obligations and duties of a staff
member in terms in terms of the staff member's employment contract, or any applicable

regulations or municipal policy

5.5 The performance agreement must include a perform e plan that contains —

(a) The name, job title and the department of the staff
(b) The objectives or targets; E
(c) KPAs, their weightings and the targ‘et;; ate for 1
(d) The KPIs and the performance stand

(e) The name and definition" definition : pecific competencies, their

or each competency;
: liance with regulation 51; and

member ugh one-on-one sessions during which their performance is compared

against pre ined performance standards.

6.3 The supervisor must offer coaching when required in order to reinforce effective

performance or bring the performance of the staff member closer to the expected
standards

6.4 The performance of the staff member must be reviewed at mid-year to assess the staff
member progress towards meeting performance targets, to identify challenges and
agree to solutions and to consider reviewing targets resulting from workplace changes
beyond the staff member’s control

6.5 The municipality may review the performance of a staff member at any other time and

on an ongoing basis to offer coaching and feedback MR. N
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7 PORTFOLIO OF EVIDENCE

The only means of effectively proving that a target has been met is through documentary
proof. Using documentary proof also ensure 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 the target. For an example, if a document
has to be approved by Council, the appropriate proof will be the minutes showing approval
(rather than the document itself). It should be noted that a manager will not be permitted to

award a rating if no proof is provided and the indicator will treated as not met.

8 PERFORMANCE EVALUATION

8.1 The annual performance must involve —

standards or KPIs have been met;

(ii) an indicative rating on the five-point scale set out in the table below provided
for each job specific competency;

(iii) the rating assigned to each job specific competency multiplied by the weight
given to that competency to provide a score for that competency.

8.2 The five-point rating scale as set out in the table below shall for the purposes of

implementation of this chapter. Apply to all staff members. /™ == E AISENG
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Table 1: Rating Scale
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Level

Terminology

Description

Outstanding performance

Performance far exceeds the standard expected
of an employee 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.

Performance

Significantly above
expectations

t more than half of the

the job. The appraisal indicates
loyee has fully achieved effective
ainst all significant performance
criteria and indicators as specified in the
performance plan.

Performance is below the standard required for
the job in key areas. Performance meets some of
the standards expected for the 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.

Unacceptable performance

Performance does not meet the standard
expected for the job. The review/assessment
indicates that the employee has achieved below
fully effective results against almost all of 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.




8.3 Anoverall rating is calculated by using the assessment rating calculator as provided
in Annexure D. Such overall rating represents the outcome of the performance
appraisal.

8.4 The annual performance evaluation must determine a performance rating for the
performance cycle.

8.5 The staff member assessed or the person designated in terms of sub regulation (7)
must provide the supervisor with a portfolio of evidence relating to his or her KPAs
for the entire performance cycle

8.6 The maintenance and provision of the portfolio of evidence to support the decision
on the final score to each KPA and competency, l ;

responsibility of the staff

member.

8.7 Despite sub-regulation (6), the munic
8.8

member's supervisor or his or his o
8.9 The staff member's :
8.10

8.11

9 PERFORMANGE MODERATION

9.1 The Municipal Manager must establish departmental performance moderation
committees, which must be convened annually.

9.2 Performance moderation processes must take place within a reasonable timeframe after
the end of the performance cycle, but not later than six months after the end of financial

year.

9.3 The departmental performance moderation committees shall be constituted as
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(a) The relevant Heads of Department, who must act as chairpersons in the
committees;

(b) All managers/ supervisors directly accountable to the heads of department,
who must be recused from the committee before their assessments are
considered by the committee; and

(c) A senior human resource functionary who will advise, guide and provide

support, including arrangements for secretariat services.
9.4 The purpose of the departmental performance moderation committee is to —

(a) Conduct moderation of annual staff perfo e results in order to ensure

er the impact of the performance assessments on financial rewards

options for various form of recognition;

(h) Recommend performance rewards as well as remedial actions for

perfor ce considered to be below effective performance; and
(i) Ensure that the integrity of the performance management and development
system is protected.
9.5(a) if the departmental moderation committee has reason to believe that any
performance assessment by the supervisor does not conform to performance
norms and standard or that there is a lack of evidence or information to support

performance ratings, the departmental moderation committee may not reassess,

, but may refer the

amend or adjust the performance-ratingssa=siatbmamt
3 MR. I.E AISENG

JOHN TAOLO GAETSEWE

SISTRICT MUNICIPALITY

o SPEAKER !
o e

e ST s TR |

10



assessment back to the relevant supervisor for reassessment in consultation
with the affected staff member.

(b) Upon conclusion of the reassessment, the departmental moderation
committee may reconvene to moderate the assessment of the staff member
concerned. '

(c) if the supervisor fails to reassess the staff member with the stipulated
timeframe despite the request to do so by the relevant authority or the
departmental moderation committee still has reason to believe that the

performance ratings are not substantiated, the moderation committee may

request higher level supervisor to reassess the nt staff member.

to respond.

9.6 The municipal council must establis
must be convened annually.

. The municipal manager, w
. All heads

rovide oversight over the staff performance management and development
to ensure the performance management process is valid, fair and

(b) Moderate the overall performance assessment score for staff determined
after the departmental moderation processes;

(c) Ensure that the final individual performance ratings are fair across each
grade and department or directorate;

(d) Ensure that the final assessment outcome corresponds with the municipality
and the relevant department aligned to the staff member’s job description
before any recbgnition of performance is considered
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(e) Determine the percentages for the merit-based rewards subject to
affordability and the annual and the annual approved municipal budget in
terms of section 16 of the MFMA,;

(f) Recommend appropriate recognitions for different levels of performance;

(g) Recommend appropriate remedial actions for performance believed to be
substandard,;

(h) Advise the municipality on recognition of performance of performance,
including financial and non-financial rewards, where applicable;

(i) Identify potential challenges in the performance management system and

recommend appropriate solutions to the m:
(j) Identify developmental needs for supervisors to
performance management and d

10. PERFORMANCE REWARDS -
10.1 A performance related reward

(c) May néf be awarded to a staff member —

- appointed after 1 July of that performance cycle;

- who is serving probation

- whose performance period is less than 12 months;

- whose employment is for a fixed term duration of less than 12 months; or

- whose post was upgraded without a change in performance agreement.
10.2 A municipality may not spend more than 1.5 % of its annual salary and wage bill for
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10.3 Staff members who perform outstanding may receive days leave
e 80-852days

_ | wr:
« 85-903days | £0Hm
e 90-954days ., PISTRICT M

UNICIPALIT
SPEAKER r

e T S "~ j

e 95-100 5 days

11. DISPUTES ABOUT PERFORMANCE AGREEMENTS AND ASSESSMENT

11.1 Any dispute about performance objectives or targets must be mediated by

the relevant head of department of the staff r ber to whom this function is

delegated.
faction, the:

If the dispute is not resolved to the staff member’

member may lodge a grievance |

12.

12.1 A staff member who receives a performance rating below 3 in terms of the

Five-Point Rating table must —
(a) Be assisted in developing his or her competencies through training,
and supervision; and
(b) Develop a revised personal development plan with his or her
supervisor.
12.2 The personal development plan must contain at least —
(a) A description of the behaviour and skills that require improvement;

13



(b) A description of the actions that will be undertaken to improve the
identified behaviour and skills that require improvement

(c) The deadlines for improvement;

(d) A schedule of meeting to assess improvements and provide feedback;
and

(e) Details of the potential consequences in the event that there is no
improvement in performance.

12.3 The meetings to assess improvements and to provide feedback must be

recorded in writing.

12.4 The personal development plan to manage ormance improvement must

of which, a formal

cover a maximum period of six months, at the

staff member’'s behaviour and skills; or

gapacity in terms of the provisions of the Labour

13. PERFORW
POSTS

CE MANAGEMENT OF STAFF MEMBERS WHO ARE ACTING IN

If a staff member is required to act in a post for a period that exceeds three months, the
supervisor to whom the acting staff member is reporting, must review the KPAs and KPIs
in consultation with the acting staff member, and include the KPAs and KPlIs in the staff

member's amended performance agreement.
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