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PERFORMANCE MANAGEMENT POLICY

|

PREAMBLE

Municipality places performance by all staff members at the forefront of service delivery,
and has thus developed a policy to drive performance management across all levels
and in synchronisation with other human resource management systems and processes.

PURPOSE

The purpose of this policy is to provide a standard framework for planning and continuous
assessment of and optimisation of performance of all staff members in the Municipality.

SCOPE OF APPLICATION
This policy applies to all staff members of the Municipality, except a staff member who is:
3.1 appointed on a fixed term contract with a duration of less than 12 months;
3.2 serving notfice —
3.2.1 of termination of his or her contract of employment; or
3.2.2 toretire on reaching the statutory retirement age; and

3.3 appointed on an internship programme or participating in the national public works
programme or any similar scheme; and

3.4 appointed in terms of sections 54A and 56 of the Municipal Systems Act.
LEGISLATIVE AND POLICY FRAMEWORK

. Constitution of the Republic of South Africa Act, 1996 (Act No. 108 of 1996)

. Municipal Systems Act, 2000 (Act No. 32 of 2000)

. Municipal Structures Act, 1998 (Act No. 117 of 1998)

. Municipal Finance Management Act, 2003 (Act No. 56 of 2003)

. Labour Relations Act, 1995 (Act No. 66 of 1995)

. Employment Equity, 1998 (Act No. 55 of 1998)

. Skills Development Act, (Act No. 97 of 1998)

. Local Government: Regulations on appointment and conditions of employment of
senior managers, 2014

. Local Government: Municipal Staff Regulations, 2021

. Local Government: Guidelines for the Implementation of the Municipal Staff
Regulations, 2021

. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)
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Municipal Planning and Performance Management Regulations, 2001 -
National Skills Development Strategy
National Qualifications Framework

DEFINITIONS

All terminology used in this policy shall bear the same meaning as in the Regulations or
applicable legislation, or as defined and / or explained in the Glossary of Terminology in
the Human Resources Policies Manual.

PROBLEM STATEMENT

The inability of the municipality to assess the performance of its employees and the
inability to identify the areas which employees need to be capacitated hampers service
delivery.

POLICY PROVISIONS

7.1

Performance management and development principles

7.1.1 The performance management and development system shall be
collaborative, fransparent, and fair.

7.1.2 The municipality shall apply the performance management and
development system in a consultative, supportive and non-discriminatory
manner in order to enhance organisational efficiency, effectiveness and
accountability.

7.1.3 The performance management and development system shall be
underpinned by an open, constructive and on-going communication

between the supervisor and the staff member.

7.1.4 The performance management and development system shall, where
reasonably practicable, link to -

(a) the Municipality's strategic objectives and Integrated Development
Plan, the SDBIP of the relevant Municipal department; and

(b) the senior manager's performance plan and the performance plans of
the staff members falling under that senior manager's department.

7.1.5 The performance management and development system shall be
developmental, while allowing for -

(a) an effective response and relevant measures fo manage substandard
performance; and
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7.2

7.1.6

71.7

7.1.8

(b) recognition and reinforcement of fully effective performance,
performance significantly above expectations and outstanding
performance.

The performance management and development system shall be integrated
with other human resource policies and practices, as well as any other
organisational development initiatives of the Municipality.

The performance management and development system shall promote
productivity and optimise skills development targefs.

The performance management and development system shall ensure that
redlistic and achievable outputs are set for staff members.

Determination of perfformance management and development system

The objective of the performance management and development system is to -

7.2.1

7.2.2

7.2.3

7.2.4

7.2.5

7.2.6

7.2.7

7.2.8

promote the objects and developmental duties of the Municipality as set out
in Sections 152 and 153 of the Constitution;

promote a culture of service to the public, accountability, mutual
cooperation and assistance amongst staff members;

institutionalise performance planning, monitoring and evaluation in the
Municipality;

maximise the ability of the municipality as a whole to achieve its objectives
and improve the quality of life of its residents by aligning municipal-wide,
departmental and individual performance;

build a common understanding among staff members of the Municipality's
objectives contained in the Integrated Development Plan (IDP) and annual
performance plan;

set clear performance indicators and performance targets by
communicating to staff members how their roles contribute to the success of
the Municipality;

build individual capability, skills, competencies that are key to the Municipality
achieving its mandate and objectives and encourage commitment among
staff members;

create an enabling environment to plan, monitor and measure performance
against set targets or outputs;
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7.3

7.2.9 encourage desired behaviours as artficulated in the Code of Conduct for
Municipal Staff Members, as contained in Schedule 2 to the Municipal Systems

Act;

7.2.10

7.2.11

identify and improve substandard performance of staff members;

recognise performance of staff that have achieved a rating of

performance significantly above expectations and outstanding performance.

Performance management and development system

7.3.1 Astaff member of the municipality is a public servant in a developmental local
government system, and therefore shall —

(@)

(b)

be committed to serve the public and to a collective sense of
responsibility for performance in terms of standards and targets; and

participate in the overall performance management system of the
municipality, as well as the staff members’ individual performance
evaluation and reward system in order to maximise the ability of the
municipality as a whole, to achieve its objectives.

7.3.2 The Municipality, as represented by the relevant supervisor, and staff member
shall, during the planning phase, agree on -

(a)

(b)

(c)

the performance objectives and targets that the staff member is
expected to achieve during a performance cycle;

specific  performance standards, weightings for targets and
performance indicators for measuring achievement of performance

against set targets; and

job specific competencies to be assessed in the performance cycle.

7.3.3 The supervisor and staff member shall ensure that performance management
is aligned to the staff member's job, and KPAs relevant to the post that the
staff member holds.

7.3.4 The KPAs shall relate to the staff member’'s functional area and shall consist of
not less than 5 and not more than 7 KPAs.

7.3.5 The KPls—

(a)

include the input, quality or impact of an output by which performance
in respect of a KPA is measured; and
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(b) shall be measurable and verifiable.

7.3.6 The performance standard for each KPl may be qualitative or quantitative,
but shall also satisfy the criteria set out in 7.3.5 above.

7.3.7 The KPA weighting demonstrates the relative weight of each KPA.

7.3.8 The job specific competencies, as derived from Annexure A of the Municipal
Staff Regulations, shall 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.

7.3.9 The staff member's job specific competencies shall not exceed six
competencies within a performance cycle.

7.3.10 The supervisor shall, during the performance cycle, monitor, coach and
provide feedback fo the staff member.

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

7.3.12 The supervisor and staff member shall undertake an annual performance
assessment for each performance cycle based on the performance
agreement.

7.3.13 The criteria upon which the performance of the staff member shall be
assessed consist of two components: KPAs and job specific competencies.
The staff member's performance shall be assessed against both components.
KPAs covering the main areas of the work will account for 80% of the weight
while the job specific competencies will constitute 20% of the overall
assessment result as per the weightings agreed in terms of the performance
agreement.

7.3.14 The supervisor and staff member shall conclude the annual performance
assessment process as a formal engagement co-signed by the supervisor and
staff member. The annual performance assessment shall be recorded and
signed by the supervisor and staff member.

7.3.15 The supervisor shall ensure that any relevant personal development and
career incidents are deliberated upon with the staff member during the
performance appraisal or assessment.

Performance agreement

7.4.1 A supervisor and staff member shall enter into a performance agreement for
each performance cycle of the municipality.
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7.4.2 The performance agreement of -

(a)

(b)

a serving staff member shall be concluded within 30 days of the
commencement of the new financial year of the municipality; and

a staff member shall 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 fransfer or promotion to a new post; or

(iii) hi or her return from prolonged leave that is more than three
months.

7.4.3 If at any time during the period of the performance agreement, the
responsibilities of the staff member change to the extent that the performance
planin the performance agreement is no longer appropriate, the parties shall
revise the performance agreement.

7.4.4 The perfermance agreement shall not diminish the obligations and duties of a
staff member in terms of the staff member's employment contract, or any
applicable regulations or municipal policy.

7.4.5 The performance agreement shallinclude a performance plan that contains-

(@)
(b)
(c)
(d)
(e)

()

(9)

the name, job title and the department of the staff member;

the objectives or targets;

the KPAs, their weightings and the target date for meeting the KPA;
the KPIs and the performance standard for each KPI;

the name and definition of the job specific competencies, their
weightings and the expected level of capability for each compeiency;

a personal development plan prepared as prescribed in terms of the skills
development policy;

the process of monitoring and assessing performance, including the
planned dates of assessment.

7.5 Team-based performance
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7.5.1

7.5.2

The Municipality shall establish a team-based performance management and
development system for a category of staff below the level of a supervisor that
will assist the municipality in managing probation, rewards, and skills
development of staff members, which is consistent with the principles under
clause 7.1.

Before implementing the team-based performance management and
development system, the Municipality shall -

(a) pilot the system on a team of staff members in all affected occupational
stfreams; and

(b) consult the system with recognised frade unions within the Local Labour
Forum.

7.6 Performance monitoring and review

7.7

7.6.1

7.6.2

7.6.3

7.6.4

7.6.5

The monitoring process shall involve a manager consistently measuring
performance on the job and providing ongoing feedback to staff members
and teams on progress towards reaching staff member and team goals.

The monitoring of performance shall include conducting progress assessment
with staff member and teams through one-on-one or team engagement
sessions during which their performance is compared against predetermined
performance standards.

The supervisor shall offer coaching when required in order to reinforce
effective performance or bring the performance of the staff member closer
to the expected standards.

The performance of the staff member shall be reviewed at mid-year to assess
the staff member or teams’ 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 or team’s control.

The municipality may review the performance of a staff member at any other
time and on an ongoing basis to offer coaching and feedback.

Performance evaluation

7.7.1 The annual performance evaluation shall involve —

(a) an assessment of the extent to which the staff member achieved the
performance objectives and fargets as outlined in the performance
plan, which comprises:
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(if)

(iif)

each KPA assessed to determine the extent to which the specified
standards or KPI have been met, with due regard fo ad hoc tasks
that had to be performed under that KPA;

an indicative rating on the prescribed five-point scale under 7.7.2
below provided for each KPA; and

the rating assigned to each KPA multiplied by the weight given to
that KPA to provide a weighted score for that KPA.

(b) an assessment of the extent to which the staff member achieved the job
specific competencies outlined in the performance plan, which
comprises:

()

(ii)

(iii)

each competency assessed to determine the extent to which the
specified standards or KPIs have been met;

an indicative rating on the prescribed five-point scale under 7.7.2
below provided for each job specific competency; and

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

7.7.2 The prescribed five-point rating scale below shall apply to all staff members:

Level

‘ Terminology Description

5

Outstanding Performance far exceeds the standard
performance expected of a staff member at this level.
The appraisal indicates that the staff
member has achieved above fully effective
results against all performance criteria and
indicators as specified in the Performance
Agreement and Performance Plan and
maintained this in all areas of responsibility
throughout the year.

Performance Performance is significantly higher than the
significantly standard expected in the job. The

above appraisal indicates that the staff member
expectation has achieved above fully effective results
against more than half of the performance
criteria and indicators and fully achieved all
others throughout the year.
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3 Fully effective

Performance fully meefts the standards
expected in all areas of the job. The
appraisal indicates that the staff member
has fully achieved effective results against
all significant performance criteria and
indicators as specified in the Performance
Agreement and Performance Plan

2 Performance
not fully
effective

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 staff
member has achieved below fully effective
results against more than half the key
performance criteria and indicators as
specified in the Performance Agreement
and Performance Plan.

1 Unacceptable
| performance

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

criteria and indicators as specified in the
Performance Agreement and Performance
Plan. The staff member 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.

7.7.3 An overall rating shall be calculated by using the assessment rating calculator
as provided in Annexure F to this policy. Such overall rating represents the
outcome of the performance appraisal.

7.7.4 The annual performance evaluation shall determine a performance rating for

the performance cycle.

7.7.5 The staff member assessed or the person designated in terms of 7.7.7 below
shall provide the supervisor with a portfolio of evidence relating to his or her
KPAs for the entire performance cycle.

Page 176 of 440




7.8

7.7.6 The maintenance and provision of the portfolio of evidence to support the
decision on the final score to each KPA and competency, shall be the
responsibility of the staff member.

7.7.7 Despite 7.7.6 above, the municipal manager may exempt categories of staff
from maintaining a portfolio of evidence in which case the municipality shall
determine alternative mechanisms, or designate a staff member who will
maintain the portfolio of evidence of those staff members.

7.7.8 The evaluation of the performance of the staff member shall be conducted
by that staff member's supervisor or his or her delegate.

7.7.9 The staff member's supervisor shall keep a record of all assessment meetings.

7.7.10 Personal growth and career development needs identified during any
performance review or assessment, together with the actions and timeframes
agreed to, shall be recorded in the staff member's personal development
plan.

7.7.11 Once the annual performance evaluation has been concluded, the
performance assessment reports and outcomes shall be subjected to
departmental moderation processes in terms of this policy.

Performance moderation

7.8.1 The municipal manager shall establish departmental performance
moderation committees, which shall be convened annually.

7.8.2 Performance moderation processes shall take place within a reasonable
timeframe after the end of the performance cycle, but not later than six
months after the end of the financial year.

7.8.3 The departmental performance moderation committees shall be constituted
as follows:

(a) The relevant heads of departments, who shall act as chairpersons in the
committees;

(b) all managers directly accountable to the heads of departments, who
shall be recused from the committee before their assessments are
considered by the committee; and

(c) asenior human resource functionary who will advise, guide and provide
support, including arrangements for secretariat services.

7.8.4 The purpose of the departmental performance moderation committee is to—
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7.8.5

7.8.6

7.8.7

(a) conduct moderation of annual staff member performance results in
order to ensure that the norms and standards for performance
management and development systems are applied in a fair, redlistic
and consistent manner across the department;

(b) assess and compare the performance and contribution of each staff
member with his or her peers fowards the achievement of departmental
goals;

(c) ensure fairness, consistency and objectivity with regard to dispersal of
performance recognition and ratings achieved for a common
understanding amongst supervisors of the performance standards
required at each level of the performance rating scale;

(d) determine the costimplications for recognition of performance of all staff
members within the department;

(e) recommend the moderated performance scores for all staff members to
the municipal moderating committee for approval;

(f) ensure that performance rewards are based on affordability;

(g) consider the impact of the performance assessments on financial
rewards and options for various forms of recognition;

(h) recommend performance rewards as well as remedial actions for
performance considered to be below effective performance; and

(i) ensure that the integrity of the performance management and
development system is protected.

If the departmental moderation committee has reason to believe that any
performance assessment by the supervisor does not conform to performance
norms and standards or that there is lack of evidence or information to support
the performance ratings, the departmental moderation committee shall not
reassess, amend or adjust the performance ratings of a staff member, but shall
refer the assessment back fo the relevant supervisor for reassessment in
consultation with the affected staff member.

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

If the supervisor fails to reassess the staff member within 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
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performance ratings are not substantiated, the moderation committee may
request the higher level supervisor to reassess the relevant staff member.

7.8.8 The affected staff member shall be consulted and be offered an opportunity
to respond.

7.8.9 The municipal council shall establish a municipal moderation committee,
which shall be convened annually.

7.8.10

(a)

(b)
(c)
(d)
(e)

()

7.8.11

(a)

(b)

(c)

(d)

(e)

The municipal moderation commiitee shall be constituted as follows:

The municipal manager, who shall act as the chairperson of the
committee;

all heads of departments;
head of municipal planning and organisational performance;
head of the municipal internal audit;

a senior human resource functfionary to guide, advise and provide
support, including arrangements for secretariat services; and

a performance specialist, where applicable.
The purpose of the municipal moderation committee is to—

provide oversight over the staff member performance management
and development system to ensure the performance management
process is valid, fair and objective;

moderate the overall performance assessment score for staff memibers
determined after the departmental moderation processes;

ensure that the final individual performance ratings are fair across each
grade and department or directorate;

ensure that the final individual assessment outcome corresponds with the
performance of the municipality and the relevant department aligned
to the staff member's job description or directorate before any
recognition of performance is considered;

determine the percentages for the merit based rewards subject to
affordability and the annual approved municipal budget in terms of
section 16 of the Municipal Finance Management Act;
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(f)

(9)

(h)

(0

0))

(k)

recommend appropriate recognitions for different
levels of performance;

recommend appropriate remedial actions for performance believed to
be substandard;

advise the municipality on recognition of performance, including
financial and non-financial rewards, where applicable;

identify potential challenges in the performance management system
and recommend appropriate solutions to the municipal manager;

identify developmental needs for supervisors 1o improve the integrity of
the performance management and development system; and

consider any other matter that may be considered relevant.

7.9 Performance rewards

7.9.1 A performance related reward -

(a)

(b)

(c)

is at the discretion of the municipality; and
may be awarded to a staff member—

(i) who has served the full assessment period of 12 months on 30 June
of each financial year of a municipality;

(ii) fransferred or seconded horizontally during the performance cycle
within the municipality;

(iii) whois on uninterrupted approved leave for 3 months or longer;

(iv) whois on approved maternity leave for more than 3 months; and

(v) who received a performance rating of performance significantly
above expectations or outstanding performance during a
performance cycle after moderation of performance results.

may not be awarded to a staff member—

(i) appointed after 1 July of that performance cycle;

(i) whois serving probation as stipulated in this policy;

(iii) whose performance period is less than 12 months;
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7.10

7.11

(iv) whose employment is for a fixed term duration of less than 12
months; or

(v) whose post was upgraded without a change in performance
agreement.

7.9.2 The municipality shall limit its spend on staff member performance rewards to
1.5% of the annual salary and wage bill.

Disputes about performance agreements and ratings

7.10.1 Any dispute about performance objectives or targets shall be mediated
by the relevant head of department or directorate of the staff member to
whom this function is delegated. If the dispute is not resolved to the staff
member's satisfaction, the staff member may lodge a grievance in terms of
the applicable procedures.

7.10.2 A dispute relating to the conclusion of the performance agreement or an
amendment fo the performance agreement, shall be referred to the head of
the relevant department or directorate not later than five days of lodging the
grievance in terms of the applicable procedures.

7.10.3 A dispute contemplated in clause 7.10.2 shall be resolved within one
month of receipt of the dispute by the head of the department, after -

(a) considering the representation from the staff member and his or her
supervisor; and

(b) consulling the head of human resources.

7.10.4 A staff member who is not satisfied with the outcome of the procedure
may lodge a dispute in terms of the dispute resolution mechanisms of the
SALGBC.

Managing substandard performance

7.11. A staff member who receives a performance rating below three in terms
of the prescribed five-point rating scale shall -

(a) be assisted in developing his or her competencies through training, and
supervision; and

(b) develop arevised personal development plan with his or her supervisor.

7.11.2 The personal development plan shall contain at least -
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(a) adescription of the behaviour and skills that require improvement;

(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) aschedule of meetings to assess improvements and provide feedback;
and

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

7113 The meetings to assess improvements and provide feedback shall be
recorded in writing.

7.11.4 The personal development plan to manage performance improvement
shall cover a maximum period of six months, at the end of which, a formal
evaluation of performance shall take place.

7.11.5 The following alternatives shall be considered in respect of a staff member
whose performance has not improved fo at least a performance that is fully
effective:

(a) conftinuation of the actions referred to in the personal development plan

(b) alternative actions to improve performance

(c) offering the staff member an alternative job within the Municipality that
is better suited to the staff member's behaviour and skills; or

(d) dismissal owing to incapacity in terms of the provisions of the Labour
Relations Act.

7.11.6 Poor work performance shall be dealt with in in accordance with item 9
of Schedule 8 to the Labour Relations Act.

7.12 Performance management of staff members who are acting in posts
If a staff member is required to act in a post for a period that exceed three months,
the supervisor to whom the acting staff member is reporting, shall review the KPAs
and KPIs in consultation with the acting staff member, and include the KPAs and
KPls in the staff member's amended performance agreement.

7.13 Roles and responsibilities
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7.13.1

(a)

(b)

(c)

(d)

(e)

(f)

7.13.2

(@)

(b)

The Municipality shall -

create an enabling environment to facilitate effective performance by
the staff member;

within the available resources, provide access to skills development and
capacity building opportunities;

work with the staff member to solve problems and generate solutions to
common problems that may impact on the performance of the staff
member;

on the request of the staff member delegate such powers reasonably
required by the staff member to enable him or her to meet the

performance objectives and targets established in terms of the
performance agreement;

within the available resources of the Municipality, make available to the
staff member such resources as that staff member may reasonably
require from time to time to assist the staff member to meet the
performance objectives and targets established in terms of the
performance agreement;

consult the staff member timeously where the exercising of the powers
will have, amongst others—

(i) a direct effect on the performance of any of the staff member’s
functions;

(i) commit the staff member to implement or fo give effect to a
decision made by the Municipality; and

(iii) a substantial financial effect on the Municipality.
A supervisor shall ensure that -

the annual performance plan's KPIs with regard to the Municipality's
development priorities and objectives are —

(i) linked to each department's objectives; and
(i) the KPAsin the performance agreements of the staff member.

the KPAs of staff members in a department serve to achieve all the
department's objectives;
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(c)

(d)

(e)
(f)

(9)

7.13.3

performance standards are specific, measurable, attainable, relevant,
linked to specific time periods and in line with the ability of the staff
member;

a staff member signs a performance agreement as prescribed or as
determined in accordance with the applicable procedure;

he or she monitors progress and measure performance of staff member;

he or she provides regular constructive feedback to the staff member;
and

he or she are available to support the staff member through the
performance period.

The manager responsible for human resources or the staff member to

whom this responsibility is delegated shall -

(@)

provide support to the annual performance management process;

(b) provide guidelines on how to set KPAs and KPIs and their related targets;

(c)

(d)

(e)
®

(9)

(h)

7.13.4

(@)

communicate to all staff members the performance calendar for the
forthcoming financial year;

facilitate training on performance management for new and existing
staff members;

provide guidance on setting development plans;
consolidate the results of the performance management process and
ensure that the identified development needs are incorporated into the

annual training and development plan;

prepare reports on performance ratings and salary budgets and
expenditure for consideration by the Municipal Council or a duly
appointed Committee of the Council; and
communicate the performance assessment outcomes, including the
final performance rating, the salary notch according to the salary scales,
and any performance related salary increase.

A staff member shall -

participate in setting his or her annual KPAs and KPIs;
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(b) enterinto a performance agreement annually with the Municipality;

(c) remain committed to the KPAs and KPIs throughout the performance
period and be accountable for his or her performance;

(d) take responsibility for his or her personal development and learning
opportunities;

(e) where applicable, maintain a portfolio of evidence if required;
(f) acftively seek out and be open to feedback; and
(g) know what is expected of him or her.

POLICY MONITORING AND EVALUATION

8.1 This policy shall be implemented and effective once recommended by the Local
Labour Forum and approved by Council.

8.2 Non-compliance to the stipulations contained in this policy shall be regarded as
breach of Code of Conduct, which shall be dealt with in terms of the Code of
Conduct.

8.3 Head of Corporate Services shall carry out the monitoring and evaluation of the
policy's implementation.

POLICY APPROVAL

This policy was formulated by HR Management in consultation with the Local Labour
Forum.

Authorised by Municipal Manager: Signature:

Recommended by Porifolio Committee
on Corporate Services:

Approved by Municipal Council:
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ANNEXURE A:

Blouberg Municipality

i T
T‘-—""‘::"t:"‘"‘-s-

PERFORMANCE MANAGEMENT SYSTEM

PERFORMANCE MANAGEMENT SYSTEM

1. DEFINITION OF PERFORMANCE MANAGEMENT

Performance management is the process through which a manager or supervisor meets
or discusses with a staff member or a tfeam of staff members to support Municipal and
personal development goals. Performance management involves quarterly review
processes with regular communication to check in on progress toward strategic goals
and performance improvement, and an annual appraisal process to assess performance
against strategic goals.

2.  IMPORTANCE OF PERFORMANCE MANAGEMENT

2.1.

2.2

Performance management is a critical focus for the Municipality as it affects
financial performance, productivity, staff member retention and municipal
culture. Some of the other benefits of performance management include greater
efficiency, accountability and staff member satisfaction.

Performance management process links strategic objectives with individual and
team goals, motivating staff members to feel connected to municipal goals and
their continuous improvement.

3. PERFORMANCE MANAGEMENT SYSTEM

3.1

Performance management system is a standardised performance management
tool and process put in place for goal-setting and measuring individual and team
performance. Performance management system aligns with municipal culture
and strategy, helps with talent management, and serve as a performance
appraisal tool for managers, staff members and teams.
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3.2. Performance management system is also a tool used to identify skill gaps, reflect
on good management techniques, and provide data for development or
succession planning.

UTILISATION OF PERFORMANCE MANAGEMENT SYSTEM IN THE MUNICIPALITY

4.1. The Municipality's performance management system is utilised for mainly two
purposes:

4.1.1 For decision-making, whereby the appraisal information is used as a basis
for pay increases, promotions, transfers, assignments, reductions in staff and
other administrative human resources activities.

4.1.2 For development, whereby the appraisal information is used to guide the

training, job experiences, mentoring and other developmental activities
that staff members will engage in to develop their capabilities.

4.2. Ratings used for decision-making shall be objective, with staff members receiving
ratings based on portfolio of evidence against pre-set objectives.

4.3. Ratings for developmental purposes shall be more variable, reflecting both staff
member strengths and development needs.

44. The performance management system has a well-articulated process for
accomplishing evaluation activities, with defined roles and timelines for both
managers, individual staff members, and teams.

PERFORMANCE MANAGEMENT PROCESS

The performance management system has the following features:

5.1. Performance planning

5.1.1 The Municipality's performance management cycle is aligned to the
financial year, namely 15t July to 30t June.

5.1.2 At the beginning of the performance management cycle, sessions are held
with staff members, as individuals and / or as teams where the nature of
work warrants it, to review or set their performance expectations.

5.1.3 This review or setting includes both the behaviours staff members are
expected to exhibit, and the results they are expected to achieve during
the upcoming rating cycle.

5.1.4 Behaviours are important because they reflect how a staff member goes
about getting the job done, how the individual supports the team,
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communicates, mentor others and so forth. The review ensures the
achievement of exceptional results with behaviour that is helpful,
considerate, and interpersonally effective.

5.1.5 Behaviour and results expectations are tied to the Municipality's strategic
direction and objectives, such as optimised service delivery, customer
satisfaction, community participation, and private sector partnerships.

5.1.6 Results to be achieved by individuals or teams are to be fied to the
Municipality's strategy and goals. The development needs of staff
members shall also be taken into account in the goal setting processes.
The development needs shall be targeted either to improving current job
performance or to prepare for career advancement. For example:

- Complete project "A" (e.g., Construction of Road R747 from km 5 to km 22)
by time “B" (e.g., End of 3 Quarter of Financial year)

- Increase revenue (e.qg., Drivers' license testing revenue) by 5%.

- Successfully mentor staff member “G" (e.g., Graduate Engineer) to develop
skill "W (e.g., Developing a Municipal Integrated Transport Plan — [TP)

5.1.7 In some situations, it is challenging to see direct relationships between high-
level strategic goals and what a particular individual can achieve in his or
her job. To remedy this, strategic goals shall be translated and cascaded
info more refined goals and expectations at the division, team and
individual levels. This shall be carried out through a series of meetings, and
as follows:

(a) Senior managers first develop departmental goals that align with the
Municipality goals.

(b) Middle managers develop divisional goals that align with the division goals.
(c) Managers develop group goals that align with sectional goals.
(d) Supervisors develop teams' and individuals' goals.
5.1.8 The following shall guide in establishing effective performance goails:
(a) Goals to clearly define the end results to be accomplished;

(b) To the extent possible, goals to have a direct and obvious link to Municipal
success factors or goals;

(¢) Goals to be difficult, but achievable, to motivate performance; and

(d) Goals to be set in no more than three areas, unless otherwise explained, as
attempting to achieve too many different goals at once willimpede success.
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5.1.9 A performance agreement or contract shall be used to capture the
performance expectations (i.e., results and behaviours) of each individual,
or team of staff members. Performance agreement / contract is an
insfrument / template containing a mutual agreement between a staff
member, or team, and their direct superior or supervisor to achieve results
according to standards or measures which are aligned with the
Municipality's Integrated Development Plan (IDP) and the Service Delivery
and Budget Implementation Plan (SDBIP).

5.2. Ongoing feedback

5.2.1 Performance in both results and behavioural expectations should be
discussed and feedback provided on an ongoing basis throughout the
performance / rating period.

5.2.2 Feedback is to be provided whenever exceptional or ineffective
performance is observed.

5.2.3 Periodic feedback about day-to-day accomplishments and conftributions
is also to be provided.

5.24 Ffeedback to be a two-way communication process and a joint
responsibility of managers and staff members.

5.2.5 Both managers and staff members are to be trained about their roles and
responsibilities in the performance feedback process.

5.2.6 Managers' responsibilities include providing feedback in a constructive,
candid and timely manner.

5.2.7 Staff members' responsibilities include seeking feedback to ensure they
understand how they are performing and reacting well to the feedback
they receive.

5.2.8 Feedback to be given in close proximity to the event to have the most
value.

5.2.9 The following shall guide in providing effective feedback:

(a) Provide immediate positive and developmental feedback in a private
location.

(b) Ask for the staff member's or team's view about what could have been done
differently.
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(c) Be specific about whai behaviours were effective or ineffective.

(d) Focus on what the person or team member did or did not do, not personal
characteristics.

(e) Collaboratively plan steps to address development needs.
(f) Offer help in addressing development needs and providing resources.

5.3. Staff member / Team Input

5.3.1 Staff members and teams are to be asked to prepare statements of their
key results or most meritorious accomplishments at the end of the
performance / rating period.

5.3.2 Staff member and team accomplishments are effective predictors of how
successfully staff members will perform at higher job levels, or how teams
will perform with more complex assignments, and they thus provide useful
input for, among other things, promotion decisions, and increased project
scope.

5.3.3 Staff member and team input provide the following posifive resulis:

(a) Htinvolves staff members and teams in the process, enhancing ownership and
acceptance.

(b) It reminds managers about the results staff members and teams have
delivered and how they were achieved.

(c) Staff member- and team-generated accomplishments can be included in the
formal appraisal, decreasing managers’ writing requirements.

(d) Staff member and team input increases communication and understanding.
Managers and staff members usually review and discuss the accomplishments
before they become part of the appraisal, resulting in fewer disconnects
between the manager's and the staff member's or team's views of the staff
member's or team's contributions.

(e) Staff member accomplishments can be retained and used as input for pay or
promotion decisions.

5.34 The following shall guide in writing staff member and team
accomplishments:

(a) Include the situation or circumstances faced by the staff member or team.
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(b)

(<)

Describe what specific actions the staff member or team took to achieve
resulis.

Describe the impact of the accomplishment on the work unit or Municipality.

5.4. Performance review

(@)
(b)

(c)

(a)
(b)

(c)

(d)

5.4.1 Performance is to be reviewed quarterly, using a performance assessment

system, a template containing rating scales, standards or measures, and
weights assigned to the key performance areas and outputs according to
the time spent and / or priority to deliver that specific output.

5.4.2 In reviewing behaviours, the Municipality utilises the competency model as

the basis. This includes the full array of factors associated with success,
namely: technical, leadership and interpersonal. The Municipality
articulates clearly how competency expectations change at different job
levels, such as entry-level staff member, experienced staff member, and
manager, and as well as what reflects more or less effective job
performance at each level.

5.4.3 Behaviour standards along competencies are used as follows:

To communicate key performance factors and expectations.

To show distinctions in effectiveness levels that help supervisors explain why a
staff member was evaluated in a particular way.

To provide a job-relevant basis for evaluating staff members, increasing
fairness.

5.4.4 Key results to be achieved vary for different staff members or teams,

depending on the nature of the job and assignments. For example, some
staff members or teams may:

Have production results;

Be responsible for successfully developing and implementing new
programmes or systems;

Have specific levels of customer satisfaction outcomes they are expected to
reach; and

Have staff member development or team leadership results.

5.4.5 To measure and review results, managers must:
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(a) Track various objective indicators of performance, such as revenue,
profitability, and production.

(b) Obtain performance review information from managers, peers, direct reports
or clients / customers. This type of rating process is referred to as 360-degree
feedback.

5.4.6 Performance review in special situations:

(a) The Municipality is faced with specialised situations that require variations to
the standard performance management model. For example, increasing
numbers of staff members are working in remote locations, virtually or
telecommuting. The challenge here is ensuring that accurate performance
information is collected when supervisors may have limited access to staff
members' day-to-day activities.

(b) To address this situation, the Municipality uses a combination of fine-tuning
what is reviewed, such as:

(i) Focusing on performance areas where observations can be made, or
performance information is available.

(ii) Focusing more on results than on less visible behaviours.

(iii) Collecting information from others who have opportunities to observe
performance.

(iv) Review of team or unit-level performance in addition to, or instead of,
individual performance. This is done with the same process of defining
performance standards, expectations and goals.

5.5. Performance appraisal

5.5.1 Performance appraisal rides on the back of feedback that has been
provided on an ongoing basis, and as a recap of what has occurred
throughout the performance / rating period. This means that there should
be no surprises in the performance appraisal.

5.5.2 During this meeting, managers are to discuss with staff members or teams
their ratings, narratives and rationale for the evaluation given.

5.5.3 The performance appraisal session is also to be used as the time o plan
developmental activities with staff members and teams.

5.5.4 Performance appraisal utilises, as it is the case with performance reviews,
the performance assessment system to record the evaluation.
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5.6. Performance incentive system

5.6.1 The Municipality utilises a performance incentives system, a guideline
containing recommended performance incentives aligned to
remuneration scales.

5.6.2 This guideline is made up of a top-down approach to awarding incentives,
where staff members or teams with the highest scores receive highest
incentives, and a cash bonus related to a percentage of the staff
member's total annual remuneration package, or other non-cash
incentives as considered by the Municipal Council for the year under
review, or performance cycle.

5.7. Performance appeals procedure

The Municipality ufilises a performance appeals procedure, as a guideline for managing
all disagreements on the achievement of specific outputs and on assessment / rating
scores.

5.8. Performance moderating procedure

The Municipality utilises a performance moderating procedure, as a guideline to manage
and ensure performance planning, staff member and team inputs, quarterly
performance reviews, and annual performance appraisal compliance and objective
implementation.

TEAM-BASED PERFORMANCE MANAGEMENT
6.1. Team-based performance management in context

6.1.1 Team-based performance management is an approach to holding teams
responsible for plans and results, where action plans and performance
metrics are structured around teams rather than individuals.

6.1.2 Where the Municipality adopts a team-based performance management
approach for a group of staff members, it is fo evaluate institutional culture
as the primary determinant of performance. This is also to create more
direct lines of reporting and increased accountability for results. In
addition, the Municipality applies this approach based on the following
values:

(a) Strong teams deliver the best results.

(b) Measuring, rating and ranking performance helps teams work better and
deliver better results.
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(c)
(d)

(e)

62. A

Every feam and every feam member know that they matter.

Recognising efforts by hard-working teams instils pride and help teams who
need it most instil confidence.

When teams succeed, the Municipality become resilient, its performance
optimised, which directly benefits residents and their prospects for the future.

pplying team-based performance management

Team-based performance management process is to be exactly as that of individuals,
including applying the performance management tools and instruments, except the
following:

(a)

(b)

(c)
(d)

(e)

6.2.1 Manager or supervisor of the team shall facilitate intensive team-based
discussions set goals and a range of key performance indicators.

6.2.2 Manager or supervisor of the team shall facilitate mid-year team-based
performance discussions and annual performance reporting.

6.2.3 Teams shall initially self-assess their own performance, while the manager

or supervisor moderates, ensuring independent validation of scores, and
facilitate discussion based on evidence of progress.

6.2.4 Individuals in the team shall self-evaluation, self-monitor, and self-regulate
to identify areas where they can improve their contributions to the team.

6.2.5 Team members shall carry out peer evaluations to assess each other's’
strengths and weakness, and collectively discuss how team performance
can be improved. This shall be based on the set objective standards of
behaviour and results expectations.

6.2.6 In assessing team learning, managers or supervisors of teams shall:

Identify learning strategies and processes in relation to team goals;

Use questions to determine what the team members were able to do easily
versus with difficulty;

Identify strategies needed to close learning gaps;

Use self-assessments to encourage each team member o fake responsibility
of their learning; and

Learn from assessments to improve future achievements.

Page 194 of 440



6.2.7 In assessing team performance, managers or supervisors of feams shall:
(a) Generate clear and understandable team goals;
(b) Identify examples of quality work and successful standards;

(c) Use team discussion and reflection fo compare team performance to goals;
and

(d) lIdenfify strategies needed to close performance gaps.

IMPLEMENTATION OF PERFORMANCE MANAGEMENT SYSTEM

The implementation of the performance management system rests on the following
cornerstones:

- Alignment with competency framework

- Getting managers and staff members on board
- Change management

- Automation of the system

- Training managers and staff members

- Conftinuous evaluation and improvement

7.1. Alignment with competency framework

The competencies used as the basis for performance management are the same as
those used for recruitment, staffing and skills development as contained in Annexure A of
the Municipal Staff Regulations.

7.2. Getfting managers and staff members on board

7.2.1 The performance management facilitators shall disseminate information
about the system to all managers and staff members. In addition, they shall
serve as champions to get everyone on board by communicating the
value of the system to others, its benefits, and how obstacles and concerns
are being addressed.

7.2.2 All manager and all other staff members shall be involved in the various
activities to communicate about the system further, ensuring that it meets
Municipality’s needs and encourage others to take their fair share of
responsibility in implementing the process properly.

7.3. Change management
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The Municipality shall inform all managers and staff members about any revisions or major
changes to the performance management system and deploy a change management
strategy to facilitate the implementation of the revisions or changes.

7.4. Automation of the system

(@)

(b)

(c)

(d)

(e)

®

(9)

(h)

7.4.1 The Municipality shall explore and deploy appropriate automation to

facilifate the performance management workflow and substantially
reduce the paperwork associated with the process.

7.4.2 This shall be done to decrease workload, ensure widespread access to

performance management tools and provide a standardised, structured
approach to collecting and storing performance data.

7.4.3 In additfion, the basic, automated performance management applications

that are envisaged shall contain the following:

The functionality to conduct and capture performance ratings, including user
interfaces for displaying relevant competency, performance standard and
rating process information.

Supporting web pages that contain help and information files.

Capturing staff member or team input and documentation of
accomplishments online.

Managing workflow fo include prompting managers and staff members or
teams about critical performance management events, routing documents
between managers and staff members or teams, and providing access to
forms and documents as the appraisal process is completed.

Providing real-time training and feedback to help managers mitigate rating
inflation and other rating errors.

Providing managers with sample behavioural statements to use when
developing narratives, where the manager is able to select statements that
match the staff member's behaviour and then customise them to describe
the staff member's behaviour more accurately.

Providing automated development suggestions for identified development
needs, such as on-the-job experiences, training, books, websites, etc. This may
be extended to the software prompting staff members to request formal
training, register in programmes, and track their developmental activities and
progress.

Facilitating decision-making around performance incentives, where once
managers agreed on staff members' ratings, they are automatically plotted
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on a graph that showed where each staff member stood with their
performance-based incentive.

Providing functionality to import performance evaluations and use them
along with other information to facilitate succession planning, placement,
and other HR functions

7.5. Training managers and staff members

7.5.1 The Municipality shall use the following training formats for performance

(a)

(b)

(c)

(a)
(b)
(©
(d)
(e)

()
(9)
(h)

management:

Classroom training, where the fraining content requires hands-on practice or
interactive discussions that are not easily achieved with other fraining formats.
This shall cover training managers and staff memibers on how to provide and
receive feedback effectively, because it allows managers and staff members
to understand, practice and grow comfortable with their roles in the feedback
and development process.

Performance management job aides shall be used to support training and
can be reviewed at a manager's or staff member's own pace.

Web-based fraining, like performance management job aides, to allow
participants o complete programmes at their own pace, and to provide
practice exercises.

7.5.2 The following performance management training topics shall be covered:

Philosophy and uses of the system.

Description of the rating process.

Roles and responsibilities of managers, staff members and teams.
How to plan performance, set expectations and set goals.

How to provide accurate evaluations, minimising rating errors and rating
inflation. -

The importance of ongoing, constructive, specific behavioural feedback.
How to seek feedback effectively from others.

How to react to and act on feedback in a constructive manner.
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(i) How to give feedback in a manner that minimises defensiveness and
maintains self-esteem.

(i) How toidentify and address development needs.
(k) How to use the automated system and related software.

7.6. Continvous evaluation and improvement

The Municipality shall continually evaluate and improve the performance management
systems, such as on:

7.6.1 Tracking completion of fraining to verify that all users of the performance
management system have been trained prior to implementation.

7.6.2 Tracking completion of performance management activities by auditing
the ftrail of copies of completed performance management forms
submitted to the HRM Unit.

7.6.3 Management reviews to ensure that narrative descriptions match rafings,
that ratings are not positively or negatively biased, that especially high or
low ratings have been properly justified, that evaluation criteria are being
applied systematically across supervisors and staff members, and that
proper distinctions are made between staff members or teams.

7.6.4 Tracking alignment with other HR decisions, such as monitoring the internal
consistency of the evaluations and performance incentives / rewards.

7.6.5 Gathering feedback from users by collecting information through survey or
focus groups periodically to assess user reactions to the performance
management process, and to modify the system in ways that will be more
acceptable to users.

LEGAL CONSIDERATIONS

8.1.. In applying the performance management system, the Municipality shall follow
this guideline to address legal requirements:

8.1.1 Staff members to be evaluated on factors that are relevant to their jobs.
8.1.2 Staff members to be informed about what is expected of them and the

standards against which they will be evaluated at the beginning of the
performance / rating cycle.
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8.1.3 A standard, well-documented policy and procedure for how the
performance management process will be conducted, with defined roles
and responsibilities for staff members and managers.

8.1.4 Managers and staff members to be trained on the performance
management process and relevant skills required to implement the process
effectively (e.g., training for managers on how to provide feedback to staff
members).

8.1.5 Managers to keep records to document examples of effective and,
especially, ineffective staff member performance to substantiate their
evaluations.

8.1.6 Managers to be held accountable for discussing performance issues with
staff members or teams and providing them with feedback in a timely
manner during the performance / rating cycle.

8.1.7 Performance evaluations to be reviewed by a moderating committee.

8.1.8 Appeal procedure to be provided whereby staff members can formally
comment on and appeal their performance evaluations.

8.1.9 Performance evaluation decisions to be consistent with decision-making,
such as ensuring that individuals who receive higher performance
incentives have higher performance ratings than those who receive lower
performance incentives.

8.1.10 Performance management system and software to be as user-friendly,
straightforward and easy to use as possible.

9. SUMMARY AND CONCLUSIONS

9.1. The Municipality's performance management system shall be effective as
impacted upon by the following factors:

9.1.1 It is aligned with and support the Municipality's direction and critical
success factors.

9.1.2 It has well-developed, efficiently administered tools and processes needed
to make the system user-friendly and well received by managers and staff
members.

9.1.3 Both managers and staff members to use the system in a manner that

brings visible, value-added benefits in the areas of performance planning,
performance development, feedback and achieving results.
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IANNEXURE F: PERFORMANCE ASSESMENT RATING CALCULATOR

Stafi member
Municipality:
Mid-year / Annual Performance Assessment
, Assessment Rating Calculator
Name
Cycle:
KRA Weight Rating Score CMC | Weight Rating Score
1 1
2 2
3 3
4 4
5 5
6 6
I_ 7 7
' 100% 100 100% 100
KPA weight 80% CCR weight 20% |
| KPA SCORE 80% CCR SCORE 20%
| FINAL SCORE 100%




