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PREAMBLE

Whereas section 13 of the Local Government: Municipal Finance Management Act, 2003 (Act
No. 56 of 2003) determines that a municipality must introduce appropriate and effective
investment arrangements;

And whereas a municipality must disclose its investment details;

And whereas councillors and officials as trustees of public funds, have an obligation to ensure
that cash resources are managed as effectively, efficiently and economically as possible;

Now therefore the Polokwane Municipality adopts the following Investment Policy:
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1. DEFINITIONS

For the purpose of this policy, unless the context indicates otherwise, any word or expression
to which a meaning has been attached in the Act shall bear the same meaning and means: -
Section 82 of the Local Government: Municipal Structures Act. 1998 (Act No. 117 of 1998) and
who is the head of administration and also the Municipal Manager for the Municipality

Accounting Officer: A person appointed by the Municipality in terms of Section 82 of the Local
Government: Municipal Structures Act. 1998 (Act No. 117 of 1998) and who is the head of
administration and also the Municipal Manager for the Municipality

Chief Financial Officer: An officer of the municipality appointed as the Head of Finance
Department and includes any person: - acting in such position; and to whom the Chief
Financial Officer has delegated a power, function or duty in respect of such a delegated
power, function or duty.

Council or Municipal Council: A municipal council referred to in section 18 of the Local
Government: Municipal Structures Act, 1998 (Act No. 117 of 1998) and for purposes of this
policy, the municipal council of the Municipal of Polokwane.

Councillor: A member of the Municipal Council.

Investments: Funds not immediately required for the defraying of expenses and invested at
draft financial institutions.

Municipal Manager: The accounting officer appointed in terms of section 82 of the Local
Government: Municipal Structures Act, 1998 ((Act No. 117 of 1998) and being the head of
administration and accounting officer in terms of section 55 of the Local Government:
Municipal Systems Act, 2000 (Act No. 32 of 2000) and includes any person: - acting in such
position; and to whom the Municipal Manager has delegated a power, function or duty in
respect of such a delegated power, function or duty.

Municipality: The institution that is responsible for the collection of funds and the provision
of services to the customers of Polokwane.

Public funds: All monies received by the municipality to perform the functions allocated to
them.

FSP or Investment Manager: A financial institution tasked with assisting the municipality with
investment planning.




2. OBJECTIVE OF POLICY

The objectives of the Investment Policy are: -
to manage the investments of the municipality in such a manner

e that it will not tie up the municipality’s scarce resources required to improve the
quality of life of the citizens;

e to manage the investments of the municipality in such a manner

e that sufficient cash resources are available to finance the capital and operating
budgets of the municipality; and

e to gain the highest possible return on investments during periods

e when excess funds are not being used, without unnecessary risk.

SCOPE OF POLICY

3.1 The Policy deals with: -

3.2 Responsibility / Accountability;

3.3 Investment instruments;

3.4 Cash flow estimates;

3.5 Investment ethics and principles;

3.6 Investment procedures;

3.7 Other external deposits; and

3.8 Control over investments.

3. RESPONSIBILITY / ACCOUNTABILITY

4.1 The Municipal Manager as the Accounting Officer of the
municipality is accountable for investment management.
4.2 The municipal council must approve a policy directing

procedures, processes, and systems required to ensure efficient and effective management
of investments.

4.3 Efficient and effective investment management include: -

a) Accurately forecasting the institution’s cash flow requirements.

b) Timing of the in- and outflow of cash.

c) Recognizing the time value of money.

d) Taking any other action that avoids locking up money unnecessarily and inefficiently.

e) Avoiding bank overdrafts.



5. INVESTMENT INSTRUMENTS
5.1 The Minister of Provincial and Local Government may with the

concurrence of the Minister of Finance by notice in the Gazette determine instruments or
investments other than those referred to below in which Municipality may invest: -

a) Deposits with banks registered in terms of the Banks Act, 1990 (Act No. 94 of 1990);
b) Securities issued by the National Government;

c) Investments with the Public Investment Commissioners as contemplated by the Public
Deposits Act, 1984 (Act No. 46 of 1984);

d) A municipality’s own stock or similar type of debt; internal funds of a municipality which
have been established in terms of a law pool money available to the municipality and to
employ such money for the granting of loans or advances to departments within a
municipality, to finance capital expenditure;

e) Bankers’ acceptance certificates, negotiable certificates of deposits of banks;

f) Guaranteed Endowment policies offered by insurance companies in order to meet the
redemption fund requirements of municipalities; and

g) Any other instruments or investments in which a municipality was under a law permitted
to invest before the commencement of the Local Government Transition Act, 1996: provided
that such instruments shall not extend beyond the date of maturity or redemption thereof.

6. CASH FLOW ESTIMATES

6.1 Before money can be invested, the Municipal Manager must

determine whether there will be surplus funds available for the term of the investment.
6.2 In order to be able to make investments for any fixed term, it is

essential that cash flow estimates can be drawn up.

6.3 Provision must be made in the cash flow estimates for the

operating and capital requirements of the municipality: -

a) The operating requirements must include provisions for: -

(i) Payment of monthly salaries.
(ii) Payment for bulk purchases of electricity and water.
(iii) Interest on long-term loans.

(iv) Maintenance of assets.



(v) General expenditure.

(vi) Expected daily and monthly income. b) Capital requirement must provide for: -
(i) The anticipated cash flow requirements for each capital

project.

7. INVESTMENT ETHICS AND PRINCIPLES

7.1 The Municipal Manager will be responsible for the investment of

funds, and he / she has to steer clear of outside interference, regardless of whether such
interference comes from individual councillors, agents or any other institution.

7.2 Under no circumstances may he / she be forced or bribed into
making an investment.
7.3 No member of staff may accept any gift unless that gift can be

deemed so small that it would not have an influence on his / her work or was not intended to
do so, and can merely be seen as goodwill.

7.4 A certificate in respect of any gifts received should be furnished
to the Municipality.

7.5 Interest rates offered should never be divulged to another
institution.

7.6 Long-term investments should be made with an institution with at
least a minimum F rating (where F refers to low risk institutions)

however institutions without a credit rating should be considered in line with sec 217
subsection (1)a and b of the constitution.

7.7 Short-term investments should be made with an institution with at

least a minimum BBB+ rating (where BBB+ refers to higher risk institutions), however
institutions without a credit rating should be considered in line with sec 217 subsection (1)a
and b of the constitution.

7.9 The maximum amount invested with a financial institution should
not exceed 10% of the relevant institution’s shareholder’s funds (capital and reserves).
7.10 The municipality may not borrow money specifically for re-

investment, as this would mean interest rates would have to be estimated in advance, which
can be seen as speculation with public funds.

7.11 If the Municipal Manager invests with financial institutions, he/she



must ensure that such institutions are registered in terms of the Banks Act, 1990 (Act No. 94
of 1990) and that they are draft financial institutions, as draft by the Reserve Bank of South
Africa from time to time.

7.12 When making growth related investments, the Municipal

Manager must obtain a guarantee that at least the capital amount invested is safe, and must
exercise due diligence in this regard.

8. INVESTMENT PROCEDURES

After determining whether there is cash available for investment and fixing the maximum
term of investment, the Municipal Manager must consider the way in which the investment
is to be made.

8.1 Short-term Investments:

a) Quotations should be obtained from a minimum of three financial institutions (local banks),
for the term of which the funds will be invested.

b) Should one of the institutions offer a better rate for a term, other than what the
municipality had in mind, the other institutions which were approached, should also be asked
to quote a rate for the other term.

¢) Quotations should be obtained in writing.

d) Quotations from institutions must include the following: -

(i) Name of institution;

(ii) Name of person quoting rates;

(iii) Period of the investment;

(iv) Relevant conditions; and

(v) Other facts, such as interest payable monthly or on maturation date.

e) Once the required number of quotes has been obtained, a decision must be taken regarding
the best terms offered and the institution with which funds are going to be invested.
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f) The best offer must under normal circumstances be accepted, with thorough consideration
of investment principles.

g) No attempt must be made to make institutions compete with each other as far as their
rates and terms are concerned.

h) The investment capital must only be paid over to the institution with which it is to be
invested and not to an agent or third party.

i) The financial institution where the investment is made must issue a confirmation stating
the details of the investments.



j) The Municipal Manager must make sure that the investment document, if issued, is a
genuine document and issued by the draft institution.

k) The municipality must be given a monthly report on all investments.

[) The Municipal Manager must obtain information from which the creditworthiness of
financial institutions can be determined. This must be obtained and analysed annually.

8.1.2 INSTITUTIONS WHERE INVESTMENTS MAY BE MADE
Standard Bank Investment Corporation Ltd.

Investec Limited

First National Bank Ltd.

Nedbank Ltd.

ABSA Bank Ltd.

Rand Merchant Bank Ltd

8.2 Long-term investments:

a) Written quotations must be obtained for all investments made for periods longer than
twelve months.

b) The municipal council must approve all investments made for periods longer than twelve
months after considering the cash requirement for the next three years.

¢) The municipality must within 30 days after an investment with a term of 12 months or
longer has been made, publish in a local newspaper in circulation within its area of
jurisdiction, full details of any investments so made.

8.3 Withdrawals

All investment amounts withdrawn and not to be re-invested at the same institution at the
time of withdrawal, shall be paid into the primary bank account.

All interest shall be paid into the primary bank account at the time of withdrawal of an
investment, irrespective of the capital being re-invested.

9. OTHER EXTERNAL DEPOSITS

The principles and procedures set out above must apply to other investment possibilities
subject to the applicable legislation, which is available to the municipality, including
debentures and other securities of the state as well as other municipalities or statutory bodies
in the Republic of South Africa, instituted under and in terms of any law.

10. CONTROL OVER INVESTMENTS

10.1 An investment register should be kept of all investments made.



The following information must be recorded: -
a) Name of institution;
b) capital invested;
c) date invested;
d) interest rate;
e) maturation date;
f) interest received;
g) capital repaid; and
h) balance invested
10.2 The investment register and accounting records must be
reconciled on a monthly basis.
10.3 The investment register must be examined on a weekly basis to
identify investments falling due within the next week.
10.4 Interest, correctly calculated, must be received timeously,
together with any distributable capital.
10.5 Investment certificates, if issued, must be kept in a safe place with
dual custody.
10.6 The following documents must be safeguarded: -
a) Fixed deposit letter or investment certificate;
b) Receipt confirmation for capital invested;
c) Copy of electronic transfer or cheque requisition;
d) Schedule of comparative investment figures;
e) Commission certificate indicating no commission was paid on the investment; and

f) Interest rate quoted.

11. CASH MANAGEMENT

All money received should be promptly deposited within 72 hours in the municipality
Primary Bank.

The respective responsibilities of the Chief Financial Officer and other directors in this regard
are in terms of the draft budget and other budget related policies.



Collection and banking of revenue is the lifeblood and determines the going-concern status
of a municipality. A healthy cash flow is crucial to ensure sustainable service delivery and
infrastructure development and maintenance and preservation.

This is appropriately prescribed in terms of section 64 of the Municipal Finance Management
ACT of 2003.

11.1 SECTION 64: REVENUE MANAGEMENT

11.1.1 The Accounting Officer of the municipality is responsible for the management of the
revenue of the municipality.

11.1.2. The Accounting Officer, must, among other things, take all reasonable steps to ensure
that all money received is promptly deposited in accordance with the requirements of the Act
into the municipality’s primary bank account.

11.1.3. The Accounting Officer must also ensure that all revenue received by the municipality,
including revenue received by any collecting agent on its behalf, is reconciled on regular basis.

11.1.4. The Accounting Officer must take all reasonable steps to ensure that any funds
collected by the municipality on behalf of another organ of state are transferred to that organ
of state at least on a regular basis, and that such fund are not used for purposes of the
municipality.

11.2 REVENUE AND CASH COLLECTION

11.2.1. Every director shall be responsible for the collection of all moneys falling within the
ambit and area of his or her designated functions and budget.

11.2.2. The Chief Financial Officer shall ensure that all revenues are properly accounted for.

11.2.3. The collection of all arrear revenues and the control of arrear accounts shall be co-
ordinated by the Chief Financial Officer in terms of any policies determined by the Council.

11.2.4. The Municipality may allocate any credit/ payment to any account/s of the same
debtor or department.

11.2.5. Any revenue that is not recovered or likely to be recovered after the necessary steps
have been taken, the Chief Financial Officer shall report the matter adequately and timeously
to the finance Committee and advice for adjustment purpose.

11.3 CASHIER COLLECTION

11.3.1. The following negotiable instrument is accepted and will be construed as cash, Postal
orders, bank cheques, cards, bank guarantee cheques, credit cards, debit cards, direct
deposits, and electronic funds transfers.

11.3.2. Every payment received by a cashier or other authorised officer charged with the
receipt of money shall be acknowledged by the issuing a sequentially numbered official
receipt of receipt book or computer generated receipt.
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11.3.3. All cashier banking batches and or shifts must be closed at least on a daily basis and
be deposited promptly in the municipality primary bank account.

11.3.4. Receipt cancelled during collection should be attached on the end of shift form or be
written with a detailed explanation thereof.

11.4 END OF SHIFT/DAY

11.4.1. A cashier must count the money he/she receipted, record the outcome on the cash-
up sheet per category, then report to the senior responsible for the closing of the banking
batches;

11.4.2. No cashier may have access to the closing bank batch facility of the financial system.
The senior verifies whether the amounts are correct and send the cashier back if necessary,
otherwise closed the banking batch;

11.4.3. All shortages must be paid in by the cashier and all surpluses must be receipted in the
vote number open for this purpose;

11.4.4. The cashier supervisor in the presence of the cashier should deposit the money into
the prescribed money bag, seal and lock it up in the safe;

11.4.5. All closed banking batches must be deposited and received by the bank within 72
hours; and

11.4.6.A service provider will collect all deposits; quote the seal serial number and issue a
receipt for the money bags;

11.5 AVAILABILITY OF RECEIPTING POINTS.

11.5.1. Cash receipting points will be available in Polokwane civic centre, Mankweng,
Seshego, Sebayeng municipal offices and other special services such as Traffic and licensing
in Ladanna, Game reserve, Swimming pools, Library, sports and facility management and all
satellite offices;

11.5.2. The normal office hours for receipting for all offices from Monday to Friday is 08h00
till 16h00.

11.5.3. The Municipality also makes use of third party payments for example; Easy pay and
Pay-a-Bill. The bank facilities such as; speed points, EFT, debit orders, direct deposits and
some draft cheques; and

11.5.4. Electronic transfers directly into the bank account are allowed provided that the client
use his/her debtors account number as reference or booking number or reference granted by
the municipality. A penalty may be levied for repeated incorrect or no reference.

11.5.5. Charges in respect of card payments and or any other payments method shall be
recovered from the customer in terms of the municipal policies or council resolution

12. CODE OF PRACTICE WITH REGARD TO CASH COLLECTION AND BANKING
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12.1 CASHIER SHORTAGES

It is the cashier responsibility to take care of custody of cash until it is handed over to the
supervisor. For this reason, shortages will be handled as hereunder:

12.1.1 Up to R100 must be paid in by the cashier, immediately before banking is done.

12.1.2 More than R100 up to R500, the cashier shortage account must be debited and the
total balance must be paid in end of the same month.

12.1.3 Two shortages of over R100 in one month, cashier must get a warning, if it happens
three times, written warning must be issued and valid for Three Months.

12.1.4 Shortages of over R500 up to R1000, written warning will be issued to the cashier and
disciplinary actions may be taken against the cashier.

12.1.5 Shortage over R1000 disciplinary actions must be instigated against the cashier. (First
time offender will have an option of a final warning and repayment; second time offender will
have option of final warning or dismissal)

12.2 SHORTAGES IN THE BANK

12.2.1 Supervisors accept the money from the cashier for banking, and takes responsibility
for the money until banked. As results shortages reported by the bank will be accounted and
paid for by the supervisor who prepared the banking.

12.2.2 The above principle as per 12.1 on cashier shortages will be applicable in terms of
payments and disciplinary actions to be considered.

12.2.3. All shortages identified by the bank, must be paid in by the supervisor, and all
surpluses must be receipted in the vote number open for this purpose. Electronic shortages,
like speed points not banked etcetera will be investigated for application of the recovery as
recommended by the policy.

12.3 SUPRISE CHECKS

The municipal management may conduct surprise checks without prior notice and take
disciplinary actions on shortages as on 12.2 above

13. ADVANCE PAYMENT.

13.1. Any amount that is paid in advance for the service that still has to be rendered will be
kept in the suspense account / Unallocated vote until the time that such service is rendered.

13.2. In case where service will be rendered in the following financial year, applicant will be
advised to pay deposit for booking and later pay required amount that will in line with tariff
policy for the particular year .
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14. SHORT TITLE

This Policy shall be called the Investment and Cash Management Policy of the Polokwane
Municipality.

15. REVIEW OF POLICY

This policy shall be implemented as at 1 July 2022 and shall be reviewed on an annual basis

to ensure that it is in line with the municipality’s strategic objectives and with legislation.
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1. PURPOSE:

The purpose of the policy is to regulate leave matters of employees of the
Municipality of Polokwane (the Municipality).

2. OBJECTIVES OF THE POLICY:

To ensure that employees know their entitlement with regard to the allocation of
leave, the responsibility to apply for leave in the prescribed manner(s) and for
good governance of leave in Polokwane Municipality.

3. SCOPE OF THE POLICY:

This Leave Policy will apply to all Employees regulated under the South African
Local Government Bargaining Council.

Leave for the Municipal Manager and Managers reporting directly to the
Municipal Manager as contemplated in terms of Section 56 and 57 of the Local
Government: Municipal Systems Act, 2000 (Act32 of 2000) as amended shall be
regulated by Government Gazette No 37245 - Local Government: Municipal
Systems Act, 2000 (Act32 of 2000): Local Government: regulations on
Appointment and conditions of employment of Senior Managers.

4. DEFINITIONS:

“‘“Annual leave cycle” means the period of twelve (12) month’s employment
with the same employer immediately following an
employee’s commencement of employment or
following the completion of that employee’s existing
leave cycle.

“BCEA” Basic Conditions of Employment Act, 1997 (Act 75 of
1997) as amended from time to time.

“Calendar Year” starts on 15t January and ends on 31S' December
annually.

‘Employee” any person, who works for Polokwane Municipality
and who receives any remuneration and any other
person who in any manner assists in carrying on or
conducting the business of the employer excluding an
independent contractor.

‘Employer” refers to Polokwane Municipality




“‘Leave year”

“‘Medical practitioner’

1143

Year of service”

“SALGBC”

“Special leave”
“the Municipality”

“Working day”

is considered as time off / away from the workplace
where the employee is not able to avail him/herself to
executing duties and tasks as normally done by the
employee.

refers to a period of continuous service of 12 months
and such leave year normally should start on the date
of the appointment of the employee. (See also
elaboration on “year of service” further down.)

means a medical practitioner, dentist or traditional
healer registered in terms of legislation.

is the period of 12 months’ continuous service from
the date of appointment to the next date of
appointment, and this date may be extended with any
periods of absence of 20 working days or longer in
any leave year.

means the South African Local Government
Bargaining Council;

means leave in addition to normal leave

refers to Polokwane Municipality

means any day on which an employee is normally
required to work according to the service requirement
applicable to the employee’s post and as agreed to in
the SALGBC




. LEGISLATIVE FRAMEWORK

The obligation on an Employer to grant leave is regulated by, amongst others:

e Labour Relations Act, 1995 (Act 66 of 1995) as amended from time to
time

Basic Conditions of Employment Act, 1997 (Act 75 of 1997) as amended

from time to time:

- Chapter Three (3) (Sections 19 — 27) of the Basic Conditions of
Employment Act, Act 75 of 1997 (as amended) [Where the BCEA is
considered a minimum act, and collective agreements can resolve on
matters that are more favorable than the BCEA, but never less
favorable than the BCEA.]

Local Government: Municipal Systems Act, 2000 (Act32 of 2000) as

amended from time to time

National and Divisional Collective Agreements, as amended from time to

time, concluded in the South African Local Government Bargaining

Council (SALGBC)

Employment Contracts in terms of Proclamation R.805 dated 01 August

2006, as amended from time to time, of the Municipal Manager and

Directors directly accountable to the Municipal Manager

Municipality’s System of Delegations, as amended from time to time

Any other legislation that directly or by implication regulates leave.

6. TYPES OF LEAVE COVERED BY THE LEAVE POLICY:

The Leave Policy will regulate:

Annual Leave

Sick Leave

Family Responsibility Leave

Maternity, Adoption and Leave

Parental Leave

Special leave for injury on duty cases and occupational diseases
Sick leave without pay

Special Leave

Leave for purposes of time off in lieu of overtime
Additional leave for Long Service Recognition
Leave without pay/Unpaid Leave

The Leave Policy does not regulate:
e Time off / leave to attend to Organisational Rights Matters
e Time off / leave to attend to Seminars / Conferences / Meetings or similar
matters.




7. PRINCIPLES:

7.1.Granting and Cancellation of Leave of Absence:

7.1.1. Leave of absence shall be subjected to the Municipality’s approval in
terms of its Systems of Delegation.

7.1.2. The BCEA (s20) (2) rules that an employer “must grant an employee
at least 21 consecutive days’ annual leave on full remuneration in
respect of each leave cycle.” It is therefore a right to each employee to
be allocated leave. However, there are more forms of leave than only
annual leave, and collective agreements and other policies will
regulate additional forms of leave. The amount of leave granted in the
municipal sphere is also more than what the act prescribes and can
include (but is not limited to) types of leave as mentioned above; it
also includes Additional Sick Leave for Long Service Recognition
Leave.

. Notwithstanding the provisions of any law, SALGBC agreement or
policy of the Municipality, the Municipality may at any time cancel,
postpone or interrupt leave of absence, other than sick leave, which
has been granted to an employee should it be deemed necessary in
the Municipality’s interest to do so, and such an employee shall be
compensated by the Municipality for irrecoverable expenses or
commitments incurred by him / her / before he / she had been notified
of the cancellation, postponement or interruption.

. Should an employee whose leave of absence is interrupted travel in
order to resume duty, the Municipality shall pay his / her expenses for
the forward and return journey and he / she be regarded as being on
duty while travelling.

. Cancellation, postponement or interruption of leave of absence shall
be confirmed in writing.

. Should the Municipality refuse an employee’s application for leave of
absence, or cancel, postpone or interrupt such leave register and the
employee shall be credited with such leave over and above the
maximum determined in terms of the provision of any law, SALGBC
agreement or policy of the Municipality and be permitted to take it
within 12(twelve) months after refusal, cancellation, postponement or
interruption.

. An employee shall not go off duty or absent him / herself from duty
without prior permission unless he / she is prevailed by sudden illness
or owing to other circumstances acceptable to the Municipality from
remaining on duty or reporting for duty.




7.1.8. Except in the case of sick leave, the period from the date on which an
application for leave is received until the date on which the leave
begins shall not be shorter than the period of leave applied for,
provided that a shorter period may under exceptional circumstances
be allowed by the Municipal Manager or relevant Director / Manager.

7.1.9. When an employee applies for any form of special leave, the
employee must attach documentary proof for the reason that the leave
is applied for.

7.1.10. All types of leave which require supporting documentation will be
converted to annual leave and/or unpaid leave in instances where
such proof is not timeously submitted by an employee.

7.2.Granting of other types of leave as per Chapter Three of the BCEA:

e Sick Leave (s22)
e Maternity Leave (s25)
e Family Responsibility Leave (s27)

7.3.Leave Reqgisters:

7.3.1. Leave is a liability for Municipalities, and therefore proper
management of leave will ensure that any risks / liabilities for both the
employer and employees are reduced to a minimum or prevented.

7.3.2. All leave granted, taken, encashed, forfeited and all actions around
leave of an employee shall be recorded in the official leave register
(electronic format - ESS or manual- employee leave files) of the
employer and such leave register shall be under the control of the
Manager: Human Resources.

7.3.3. An employee is entitled to inspect his/her leave record at all
reasonable times during office hours (GG 16047, Parl6.1)

7.3.4. All leave must be applied for in a format or way of application as
approved by the employer (electronic format and hard copy
application only if there are technical difficulties with the Employee
Self Service System)




7.4.Leave counting for purposes of leave allocation:

7.4.1. Absence on unpaid leave that amounts to 20 working days or more in
any year of service shall not be regarded as service for purposes of
leave allocation [and salary increment(s)]. (Extract from previous
Collective Agreement, GG16047, 28/10/1994).

7.4.2. The impact of the above is that 20 working days or more unpaid leave
[which amounts to one working month] will extend any allocation
period for leave liability with the equal amount of days for which
unpaid leave was granted in a year of service.

7.5.Application for Leave:

7.5.1. An employee shall apply for leave in the format required by the
employer (electronic medium and on hard copy only in instances
where there are technical problems with the Employee Self Service
System).

7.5.2. The employer shall not unreasonably withhold approval / granting of
leave.

7.5.3. All forms of leave will be applied for in advance, and in exceptional
cases (sick leave and other crisis situations), sick leave may be
completed as soon as is practical during or after the period of

absence.

7.5.4. Leave will be applied for specific periods — no open ended leave
applications may be considered.

8. ANNUAL LEAVE:
8.1. An employer shall grant an employee the following annual leave:
- Twenty-four (24) working days for (5) day worker, provided that the leave
for an employee that works less than a 5-day week shall be calculated on
a pro rata basis; and
- Twenty-seven (27) working days for a six (6) day worker

8.2. An employer should ensure that the employee has sufficient leave days
available to cover the days of leave which are applied for.

8.3. An employer must grant annual leave not later than six months after the
end of the annual leave cycle.

8.4. An employee is required to take annual leave as follows:
- A five-(5) day worker shall take a minimum of sixteen (16) working days
leave; and
- A six (6) day worker shall take a minimum of nineteen (19) working days
leave.




8.5.

If an employee to whom annual leave has been granted is certified
hospital or bed bound by a registered medical practitioner or dentist, or a
traditional healer registered with a recognized professional council in
terms of legislation due to iliness after his vacation leave has commenced,
that part of the vacation leave during which he/she was thus certified
hospital or bed bound shall be converted into sick leave on submission of
the prescribed certificate by such medical practitioner or dentist, or
registered with a recognized professional council in terms of legislation.

.If due to illness, an employee is unable to take vacation leave already

deducted he/she shall be credited with an equal number of vacation leave
days.

8.7. An employee must take annual leave not later than six months after the

8.8.

8.9.

end of the annual leave cycle.

Employees have a right to take annual vacation leave, but the employer
also has the right to indicate if the taking of leave may impact on
operations. A reasonable compromise should be reached where leave
should be taken in times that suit both the employee and the employer.

If (due to operational reasons) an employee cannot take vacation leave,
then the vacation leave can be extended for a further 4 months.

8.10. Annual leave shall only be accumulated to a maximum of forty-eight (48)

working days.

8.11. Any leave in excess of forty-eight (48) working days may be encashed

should the employee be unable to take such leave, despite applying and
because the employer refused to grant him such leave, as a result of the
employer's operational requirements. If despite being afforded an
opportunity to take leave, an employee fails, refuses or neglects to take
the remaining leave due to him during this period, such leave shall fall
away.

.Inclusive of its conditions as contained in the Main Collective Agreement
and employee should be entitled to encash ten (10) days leave per
financial year.

.Within six months of the leave cycle, an employee may not have more
than 48 days’ annual leave to his credit.

.In the event of the termination of service, an employee shall be paid his
leave entitlement in terms of this agreement, calculated in terms of the
relevant provisions of the Basic Conditions of Employment Act 75 of
1997 as amended.




9. SICK LEAVE:

9.1. With effect from the new sick leave cycle, an employer shall grant an

9.2

9.3.

employee eighty (80) days’ sick leave in a three (3) year leave cycle,
provided that in respect of new appointments an employee may not take
more than 30 days’ sick leave in the first year of employment.

.Sick leave shall be granted only in connection with an employee’s

absence from duty owing to illness, indisposition or injury.

In the case of nervous disorders, insomnia, debility or a similar less well-
defined illness or indisposition, sick leave shall only be granted only if the
municipality is satisfied that the employee’s state of health:

- renders him/her unfit for work; and
- does not arise from his/her failure to make use of vacation leave.

9.4.The employee shall be required to submit a medical certificate from a

registered medical practitioner or any other person who is certified to
diagnose and treat patients and who is registered with a professions
council established by an Act of Parliament, if more than two (2)
consecutive days are taken as sick leave, provided that the employer may
request a sick leave certificate for every day of sick leave where there is
evidence of abuse of sick leave.

9.5. An employee must at all times endeavor to attach medical certificates to

9.6.

sick leave applications with specific reference to sick leave for periods
longer than two working days.

Sick leave on full pay and/or half pay in respect of which the afore
mentioned certificate has not been submitted, may be granted for a
maximum of twelve (12) working days during any calendar year of service
and in respect of any further absence, vacation leave and/or leave without
pay shall be granted.

.If an employee must be absent from work for a longer period, a pro-forma
certificate should be obtained from the doctor (e.g. before an operation /
medical procedure) which will indicate the period of absence even before
the sick leave is taken.

.Leave applications shall also be completed and doctor’s notes attached,

even if an employee is using vacation or unpaid leave for purposes of sick
leave (e.g. when sick leave has been depleted.)

9.9. When vacation or unpaid leave is used for purposes of sick leave, then

this must be done with the employee’s knowledge.




9.10. The employer is not required to pay an employee if an employee is
absent on more than two occasions during an eight-week period, and on
request by the employer, does not produce a medical certificate stating
that the employee was unable to work for the duration of the employee’s
absence on account of sickness or injury.

9.11. Polokwane municipality may at any time require an employee to submit
himself/herself to an examination by a registered medical practitioner or
dentist appointed by the employer and the cost of such examination shall
be borne by the municipality.

9.12. The employer may, on the recommendation of a registered medical
practitioner or dentist, or a traditional healer registered with a recognized
professional council in terms of legislation, compel an employee who, in
the Employer’s opinion, is so indisposed that he/she cannot perform
his/her duties properly, to take sick leave.

9.13. An Employee is entitled to additional sick leave as provided for in the
Collective Agreement on Conditions of Service for the Limpopo Division;
provided that the maximum period of sick leave to which an employee is
entitted has been granted to him/her and owing to reasons of health
he/she is not able to resume duty.

9.14. Sick leave shall not be granted to employees whose ill health has been
caused by illegal activities.

9.15. An employee may not during any period of sick leave approved in terms
of these conditions, resume service without the approval of a registered
medical practitioner.

9.16.An employee who is absent from work due to illness must take all
reasonable steps to notify the employer, director, manager or supervisor
as soon as possible.

10.FAMILY RESPONSIBILITY LEAVE:

10.1. Family Responsibility leave applies to an employee who has been in
employment with an employer for longer than four (4) months.

10.2. An employer, upon receipt of reasonable proof, shall grant an employee
during each annual leave cycle at the request of an employee, a total of
five (5) working days paid leave, which the employee is entitled to take,
either when:

10.2.1. The employee’s child is born;
10.2.2. The employee’s child is sick;
10.2.3. The employee’s spouse or life partner is sick;




10.2.4. In the event of death of:
10.2.4.1. The employee’s spouse or life partner; or
10.2.4.2. The employee’s parent, adoptive parent, parents-in-law,
Grandparent, child, adopted child, grand child or sibling.

11.MATERNITY, ADOPTION AND SURROGACY LEAVE:

11.1. An employee including an employee adopting a child under three (3)
months, shall be entitled to receive three (3) months paid maternity or
adoption leave with no limit to the number of confinements or
adoptions. This leave provision shall also apply to an employee whose
child is still-born.

. When a child from zero (0) to four (4) years is adopted, adoption leave
will be granted to an adopting employee. An employee is entitled to
receive three (3) months paid adoption leave after the legal adoption
procedure.

. When a child older than four (4) years is adopted, adoption leave will be
granted to an adopting employee. An employee is entitled to receive
three (3) weeks paid adoption leave after the legal adoption procedure.

In case of Surrogacy a partner that, as per the Surrogacy Agreement,

has been assigned to perform the role of the birthmother (receiving
parent) shall be entitled to paid maternity leave of three (3) months.

In events referred to in 11.2, 11.3, and 11.4 above the child’s birth
certificate and adoption order or Surrogacy Agreement must be
submitted to the Employer.

. When a female employee applies for maternity leave, a doctor’s note
will be attached to the application indicating the expected date of
delivery.

. An employee who goes off from duty for maternity leave will complete
all documentation before the start of the maternity leave.

Maternity leave may commence four (4) weeks before confinement.

Once maternity leave has commenced an employee may not return
back to work within before the expected date of delivery and six weeks
after the date of delivery, unless the employee so applies in writing and
her application is supported by a doctor who certifies that she is in good
health and may return to work.




11.10. To qualify for paid maternity/adoption/surrogacy leave, an employee
must have one (1) year’s continuous service with the employer.

11.11. An employee who does not qualify for paid maternity leave must apply
for unpaid Maternity leave and then claim benefits from the Department
of Labour (Unemployment Insurance Fund / UIF). The payment of
benefits will be determined by the Department of Labour (and not by the
employer.)

11.12. A copy of the legal adoption approval forms should be attached to the
application for leave for purposes of adoption.

12.PARENTAL LEAVE

12.1. An employee who is a parent of a child, is entitled to at least ten
consecutive days’ parental leave.

12.2. An employee may commence parental leave on —

12.2.1. The day that the child is born; or
12.2.2. The date —
(i) That the adoption order is granted; or
(i) That a child is placed in the care of a prospective adoptive parent
by a competent court, pending the finalization of an adoption
order in respect of that child, whichever date occurs first.

12.3. An employee must inform an employer in writing, unless the employee
is unable to do so, of the date on which the employee intends to —

12.3.1. Commence parental leave

12.3.2. Return to work after parental leave

12.4. Noaotification in terms of subsection (12.3) must be given —

12.4.1. At least one month before the —
(i) Employee’s child is expected to be born; or
(if) Date referred in subsection (12.2.2.); or

12.4.2. If it is not reasonably practicable, as soon as it is reasonably
practicable.

12.5. The payment of parental benefits will be determined by the Minister,
subject to the provisions of the Unemployment Insurance Act, 2001(Act
No 63 of 2001).

12.6. This type of leave will be classified as Unpaid Leave for purposes of
Leave Administration in the municipality; as the benefits can be claimed
from the Department of Labour (Unemployment Insurance Fund / UIF);
the payment of benefits will be determined by the Department of Labour
(and not by the Municipality.)

12.7. An employee is not entitled to benefits unless he or she was in
employment, whether as a contributor or not, for at least 13 weeks
before the date of application for parental benefits.




13.SPECIAL LEAVE FOR INJURY ON DUTY CASES AND OCCUPATIONAL
DISEASES:

13.1. An employee who is absent from duty due to an injury arising out of
his/her duties and occurring in the course thereof or owing to an illness
contracted in the course of and as a result of his/her, shall be granted
special leave on full pay for the period during which he/she is to perform
his/her duties.

If the case falls within the ambit of the Compensation for Occupational
Injuries and Diseases Act, 1993(Act 130 of 1993), the amount payable
to him/her in terms of an Act by means of periodic payments of his/her
monthly earnings, shall be paid over to the municipality, provided that
the Employer has already advanced the amount to the employee.

Special sick leave may only be granted, if the Employer was notified of
an accident or disease as required in terms of sections 38 and 68 of the
Compensation for Occupational Injuries and Diseases (Act 130 of 1993)
and that a satisfactory medical certificate from a registered medical
practitioner is submitted to the Employer.

“‘Remuneration” as applicable in this paragraph (clause 10 of this policy)
includes all forms of remuneration as envisaged in the Compensation of
Occupational Injuries Act (Act 130 of 1993) and subject to all provisions
of the Act.

Special sick leave may only be granted if the injury on duty has been
approved by the Compensation Commissioner (Act 130 of 1993) in
respect of 12.1. and 12.2. above.

If the period of special sick leave in terms of clause 12.3. above
exceeds 365 calendar days the employer may take any decision it
deems appropriate in line with “ill health” and/or incapacity provisions of
the Labour Relations Act.

14.SICK LEAVE WITHOUT PAY

14.1. An employee to whom the maximum period of full and half pay sick
leave has been granted, may be granted sick leave without pay for not
more than 250 working days in any cycle if the employer is satisfied that
such an employee is not permanently incapacitated to resume his/her
duties: provided where sick leave without pay exceeds 40 consecutive
days, the employee must be examined by a registered medical
practitioner appointed by the employer. The cost of such examination
shall be borne by Polokwane Municipality.




15.SPECIAL LEAVE:

When an employee applies for leave for study purposes, the employee must
attach documentary proof for the reason that the leave is applied for.

15.1. Study Leave:

15.1.1. Where an employee applies for leave for exam purposes, an
exam roster in the name of the employee should be attached to the
application (not a copy of the general notice which was displayed at
the tertiary institution — the general notice where the employee’s
individual name does not appear, does not prove that the employee
has examination approval. The exam roster should explicitly mention
the name of the employee.)

15.1.2. Study leave shall be granted to an employee on the basis of one (1)
paid study leave for each day that an employee writes an examination
plus two (2) days per paper for preparation for the examination in
order to qualify for a formal qualification.

15.2. Leave of absence for obligatory training courses
15.2.1. The fields of study must be relevant to the Local Government
undertaking in accordance with the municipality’s policy.
15.2.2. An employee attending a work-related training or training course
shall be deemed to be on duty.

15.3. Additional leave for Post Graduate Studies:
15.3.1. Special leave for a dissertation or thesis will be granted with full pay
to a maximum of five (5) working days leave per qualification or for
research.

15.4. Attending of classes during office hours:

15.4.1. An employee who studies part-time or by means of correspondence
in a field applicable to the employer and who, as a result of his/her
studies, is required to be absent from his/her place of work, will be
granted vacation leave and special leave on a 50:50 basis for the time
he/she is released from duty, subject to the exigencies of the service.

15.4.2. If he/she does not have leave to his/her credit, unpaid leave will be
granted.

15.5. Leave for Writing Tests
15.5.1. The Municipality acknowledges that during the duration of obtaining
a qualification employees are expected to write tests, in the middle of
study terms, therefore Study leave shall be granted to an employee on
the basis of one (1) paid study leave for each day that an employee
writes a test.




15.5.2. Where an employee applies for leave for test purposes, a
Timetable in the name of the employee should be attached to the
application (not a copy of the general notice which was displayed at
the tertiary institution — the general notice where the employee’s
individual name does not appear, does not prove that the employee
has been scheduled to write a test. The Test Timetable should
explicitly mention the name of the employee.)

15.6. Leave for attending Graduation Ceremonies

15.6.1. The Municipality also acknowledges that upon completion of a
qualification employees are invited to graduation ceremonies,
therefore Study leave shall be granted to an employee on the basis of
one (1) paid special leave for each day that an employee attends a
graduation ceremony.

15.6.2. Where an employee applies for leave to attend a graduation
ceremony, an invitation in the name of the employee should be
attached to the application (not a copy of the general notice which was
displayed at the tertiary institution — the general notice where the
employee’s individual name does not appear, does not prove that the
employee has been scheduled to attend a graduation ceremony. The
invitation should explicitly mention the name of the employee.)

15.7. To attend a court of tribunal

15.7.1. On receipt of written subpoena, notice of set down or any similar
notice an employee who is subpoenaed/called to attend a Court of
Law or a Tribunal or any other similar forum as a witness shall be
granted paid special leave that day.

15.7.2. In executing the provision of the above named clause subpoenaed
employees shall inform their line Managers a day before to leave their
work stations.

15.7.3.  Any employee who is arrested and appears in court as a result of
changes laid by his Employer and who is later acquitted shall be
granted paid leave for the period of incarceration.

15.7.4. An employee who is incarcerated but not convicted for a period of
twelve(12) months shall be granted unpaid leave in his/her position for
the said period.

15.8. Sports, arts and culture events
An employee who is selected by recognized amateur or professional
sports, art and culture association, which association may qualify for
special leave provided that such association be recognized by NOCSA
or the Council of Sport of South Africa and the Council for Art and
Culture.




15.9. Quarantine and isolation under medical instructions
Where a registered Medical Practitioner has placed an employee under
guarantine/ in isolation in terms of the Public Health Act,1977(Act 63 of
1977) or any Regulations in force there under, such an employee shall
be granted paid special leave, provided that the medical certificate has
been submitted.

15.10. Application for Special Leave
15.10.1. Operational requirements must be taken into consideration
15.10.2. Supporting documents must be provided with the application
15.10.3. Application for special leave, must be approved by the Municipal
Manager or his delegate and shall be considered in a bona fide
manner; and shall not be unreasonably refused.

16.SPECIAL LEAVE FOR ADHOC INSTANCES:

Special leave with full pay may be granted to an employee when the employee:

16.1. After the Council has given permission the employee may become a
member of the reserve police, performs police duties in terms of Sec 48
of the South African Police Act, 1995(Act 68 of 1995).

Partake in a bonafide sport activity at provincial and higher level in

which case the special leave will not exceed three (3) working days per
event and these three (3) days may include travelling time.

Special leave on full pay will be granted to an employee who has been
arrested or has to appear in court on a criminal charge and is later
acquitted or has the charges withdrawn.

Gives evidence in a court case after a subpoena and/or summons has
been served on him/her.

17.LEAVE FOR PURPOSES OF TIME OFF IN LIEU OF OVERTIME

17.1. Leave for purposes of time off in lieu of overtime may be granted where
an employee worked overtime without any compensation; provided that
such overtime is authorised in terms of the Municipality’s System of
Delegation.

Overtime worked as provided for in paragraph 16.1 shall be captured
on an overtime schedule, specifying the date, hours of overtime worked
and hours taken, which schedule must be signed by the employee and
his/her supervisor.




17.3.

Application for leave for purposes of time off in lieu of overtime shall be
submitted as provided for in paragraph 7.5. Such applications must be
accompanied by the schedule referred to in paragraph 16.2.

. Where an employee is allocated special leave as payment for overtime

worked, then the special leave should be allocated to the employee
after converting the hours to overtime values in line with the
Municipality’s Overtime Policy.

Leave in lieu of overtime cannot be en-chased and shall be forfeited if
not taken within the calendar year which the employee became entitled
to the leave, it shall be forfeited on the last day of such calendar year.

18. ADDITIONAL LEAVE FOR LONG SERVICE RECOGNITION

18.1.

18.3.

An employee who was appointed after 1 July 1986 shall qualify for the
following additional leave as recognition for long service at the same
employer, which shall be only on the date on which the various periods
of continuous service have been completed;

After:

10 years of service — 10 working days
15 years of service — 20 working days
20 years of service — 30 working days
25 years of service — 30 working days
30 years of service — 30 working days
35 years of service — 30 working days
40 years of service — 30 working days
45 years of service — 30 working days

. The long service recognition leave may be wholly or partially converted
to payment on the date on which the employee qualifies for it or at any
stage thereafter subject to budget provisions.

When an employee terminates services, long service recognition leave
balance does not form part of the overhead maximum of 48 days leave
that may be paid out as per the Main Agreement.

Long Service recognition will be pro-rated for employees on termination
of service.




19.LEAVE WITHOUT PAY/UNPAID LEAVE

Leave without pay as approved by the Municipal Manager or his delegate, which
approval shall not be unreasonably withheld, shall be subject to the following
conditions:

19.1.

Leave without pay shall be granted when all available vacation and/or
sick leave has been exhausted. Leave without pay shall also be granted
if an employee took leave without his/her Manager’'s approval even if
the employee has accumulated leave days available.

For the period of leave without pay the Employer shall continue to make
Employer’s contribution only to the employee’s Group life insurance
scheme, pension and medical aid fund provided that the employee shall
be liable for his own contributions to the said funds, as well as
payments in terms of a Collective Agreement.

. An employee may apply for unpaid leave on the same format that other

types of leave are applied for; the reasons for the unpaid leave must be
provided on the application.

Unpaid leave more than 20 working days in a leave cycle extends the
allocation date for new leave accruals; [Example: Where an employee

is appointed on 1%t of February, but the employee was absent without
payment for the period middle April to middle May for a period of 20
working days, then the employee’s date of allocation will be moved to
March annually. The service year in this instance will thus run from
beginning February to end February the next year, which may sound
like a 13-month employment period, but it is not as the employee was
absent without pay for one month.]

Unpaid leave must be captured on an employee’s leave record and
must also be informed to the payroll to ensure that the necessary
adjustments to salary payment(s) are made.

20.UNAUTHORISED ABSENCE FROM DUTY

20.1.

Unauthorised absence from duty shall, without prejudice to the rights of
the employer with regard to disciplinary measures against an employee,
be deemed to be special leave without payment, unless the Municipality
decides otherwise.




21. RESUMPTION OF DUTY BEFORE LEAVE HAS EXPIRED

21.1. Except with the Municipality’s approval in terms of delegated authority,
an employee shall not resume duties before the leave granted to
him/her has expired.

22. LEAVE OF ABSENCE GRANTED IN EXCESS

22.1. When more paid leave of absence that has been granted to an
employee inadvertently but in good faith, and been taken by him / her,
the leave granted in excess may be deducted from leave which may
accrue to him / her or the value thereof may be claimed from him / her,
whichever the employee may prefer.

23.TERMINATION OF PERMANENT SERVICE AND RE-EMPLOYMENT

23.1. If a permanent employee whose service is terminated for any reason
whatsoever is re-employed, such re-employment shall for leave
purposes be regarded as a new appointment.

24. IMPLEMENTATION OF THE POLICY

This policy will be implemented and effective once approved by Council.

25.COMMUNICATION

This policy will be communicated to all Municipal employees using the full range
of communication methods available to the municipality.

26.POLICY REVIEW

This policy will be reviewed annually and revised as necessary.
27.PENALTIES

Non-compliance to any of the stipulations contained in this policy will be regarded
as misconduct, which will be dealt with in terms of the Disciplinary Code.
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Preamble

Whereas Section 95 of the Local Government Municipal Systems Act, Act No 32 of 2000
requires a Municipality to exercise Customer Care and Management in relation to levying of

rates and other taxes.

And Whereas Section 156(1) of the Constitution of the Republic of South Africa, 1999
conferred powers of the Municipality to administer. Now therefore the Municipal Council of

Polokwane Municipality adopts the Customer Care Policy as set out in this document.

1. PURPOSE AND OBJECTIVE.

In establishing itself as a progressive and service oriented municipality, Polokwane
Municipality, the City of Stars, is committed to focusing on its customers’ needs as well as
creating a positive and reciprocal relationship between the community or customers of the
Municipality and the Municipality itself.

In order to achieve this objective, this Customer Care Policy has been adopted to develop
structures to ensure that in our dealing with customers these values are demonstrated and in

line with Batho Pele Principle
2. PRINCIPLES

a. Polokwane Municipality is aiming at setting a consistent excellent service standard in its

dealings with customers.

b. The Municipality is committed to ensuring human rights principles set out in the National
Constitution of the Republic of South Africa, 1996, as well as the Batho Pele Principles,
aimed at transformation of public service delivery, and “getting it right the first time”,

forms the basis on which Polokwane Municipality’s service delivery rests.

c. By laying this basis and building a service delivery model thereon, the Municipality wants
to display the commitment to the principle of “Customer First” and ensuring that service
excellence forms an integral part of the planning and delivery of all Municipal services

to our community.

3. MUNICIPAL VALUES.

a) As a service delivery orientated organisation, and in order to satisfy the goal of

achieving Customer Service excellence, a common set of values, that guides the
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4.

b)

interaction between municipal staff and the customers shall form the basis of the

relationship between the Municipality and its Customers.

Commitment to the following values will guide our Staff interaction with Customers

and form the cornerstone of our customer focused approach:

i) Mutual Respect, which includes mutual trust and understanding.
i) Good Customer Care.

iif) Efficient and Excellent Service.

iv) Integrity and Professionalism.

V) Equity and Fairness.

Vi) Compassion and Dignity.

“PEOPLE FIRST” — THE BATHO PELE PRINCIPLE

National Government’s approach to all interaction between government institutions

and the public is based on the eight “Batho Pele Principles”, which forms the foundation

of service delivery to the public. Therefore Customers of the Municipality:-

a.

Should be given a choice about the services offered to them and also be consulted

about the level and the quality of the public service they receive.

Has to be informed regarding the level and quality of public services (service

standards) they will receive, in order to be aware of what service to expect.
Should have equitable access to the services they are entitled to.
Has to be treated with courtesy and with consideration.

Should be given full and accurate information regarding the public services they

are entitled to receive

Has, in an open and transparent way, to be informed on how services are

calculated and levied.
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g. Where the promised standard of service is not delivered, in redress, should be
offered an apology, an explanation and a speedy and effective remedy, and when
complaints are lodged, Customers should receive a sympathetic, positive response

thereto.

h. Has to receive Municipal services (as a public service) provided economically and

efficiently so as to give the best possible value for money.

5. THE CUSTOMER.

Habitually the people dealt with by the Municipality were primarily referred to as
ratepayers or consumers. This created an unequal balance as these people were seen
either as taxpayers or as people who consumed essential services provided by the
Municipality.

The aim is at changing this mind set and constantly reminding ourselves that we are
dealing with Customers,

a. Thus, Customers are all the people that we as a Municipality deal with in the

execution of our daily duties and work.

b. Customers are the people who live in, work in or visit our City and Municipality and

who do business with the Municipality.

c. In this sense, the Municipality has internal as well as external Customers and the
same standards shall apply to internal (colleagues and service providers) as to

external Customers.

6. CUSTOMER CARE.

WHAT CUSTOMER CARE IS AND WHY IT IS IMPORTANT:

Polokwane Municipality is committed to assist its Customers in getting the help they need in

approaching the Municipality.

It is the Municipality’s aim to, whenever contacted by a Customer, make it convenient
for the Customer to do so as well as treat such a Customer courteously, promptly and

fairly.

This in essence means ensuring that the Customer will receive a prompt and clear response

to any enquiry made within a stated period of time as defined in the Customer Care Standards
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and Management Controls as well as in the Customer Service Charters for the various service

delivery counters.

Customer Care embodies the principle of taking care of Municipal Customers in a positive

manner, as part of the set of behaviours to be undertaken in interaction with our Customers.

In order to achieve this it is important to clearly set goals as to how we can put Customers
First. It is important to define what Service Excellence in Customer Care is so that all
officials/staff will know what standards have to be maintained by them in executing their duties.

At the same time and in addition to staff education on Customer Care, Customers has to be
informed what standards of Customer Care they can expect whenever they engage with any
officials/staff of Polokwane Municipality.

The “Customer First” principle will also be adhered to by the Municipality in all policies and
procedures to be considered.

Therefore Customer Care is:-
a. Treating all Customers with courtesy, dignity and respect;

b. Asfar as possible customers may be served in their language of choice, always
bearing in mind that English is the official communicating language of Council

as per resolution;
c. Providing a good quality service in a friendly, efficient and helpful manner;

d. Giving people the information they need and providing an explanation where

the service is not available or up to the expected standard;

e. Keeping the Customers informed of progress in addressing their complaints,

requests and enquiries.
a. Subsequently Customer Care standards are important to ensure:-

i. That all Customers, whether they are residents or visitors to Polokwane

Municipality, will receive the same consistent high standards of customer care;

ii. That Customer Care and service to Customers are essential to the planning

and delivery of all Council Services;

7|Page



iii. That Polokwane Municipality officials will constantly be reminded of their
responsibility in putting the Customer First and what this means in practical
terms;

iv. That Polokwane Municipality will eliminate wastage by providing all services
“Right the First Time”.

7. CUSTOMER CARE CYCLE .

8. The following will be dealt as per section 6 and 7 of the Reviewed Credit Control and
Debt Collection Policy)

The Municipality provides services to the consumers.
Afford opportunities for customer queries to be addressed.
Implement the follow up process of query resolution.
Ensure community interaction outside the office.

Implement processes to produce accurate and credible accounts.

-~ ® a0 T p

Bill for the service rendered.

Issue accounts to consumers.

s Q@

Remind customers by issuing notices to settle accounts.

Issue final notices to non-paying consumers, a further opportunity to the

consumer to either raise queries or to make arrangements for account

payment.

j.  Consult with non-paying consumers, as part of the final demand process and
actual credit control action and enforcement of credit policy.

k. Final step is to restrict or disconnect actual services to the consumer, with

clear municipal input via the customer care and debt collecting policies.

9. CUSTOMER INTERACTION.

a. Face to Face Contact;

a) Customers will be treated in a courteous and polite manner.
b) Staff will always give their full attention to the customer.
c) Wherever possible, staff will aim to resolve the customer’s enquiry at first contact

d) We will aim to ensure all customers are catered for and appropriate arrangements
are in place.
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e) Staff at first point of contact will give customers the option of seeing specialist
members of staff.

Waiting Times

a) After initial contact, customers will be given an indication of how long they can
be expected to wait. If waiting times are to exceed 10minutes, customer care
officials must inform the customer.

b. Telephone Calls;

a) Staff will answer telephone calls promptly

b) Staff should aim, wherever possible, to resolve the customer’s enquiry at
first contact.

C) If a call is put on hold the customer must be told why this is happening and
kept updated if the waiting time is longer than expected.

c. Written Correspondence;

a) Incoming written correspondence will be acknowledged within three days
and responded to in 10 working days

b) Receipt of an email will be acknowledged in one working day

C) All issues raised by the customer will be acknowledged and responded to

within the correspondence
d. Complaints Procedure

a) Staff will aim to resolve all concerns raised by the customer immediately and
informally

b) Staff will inform the customer that if the informal resolution is not to their
satisfaction, they may make a formal complaint and explain how to do this

c) Heads of Departments will analyse any complaints about the service in their
respective units and take remedial action

10. MEASURING SUCCESS IN CUSTOMER CARE.

a. Polokwane Municipality Customer Care Policy is extended with specific
Customer Service Charters for each service delivery counter, in which Charter

the Customer Care Standards for that specific service point is contained.

b. Customer Care Staff attending to the various service delivery counters shall
Pledge, committing themselves to upholding the Customer Care Standards set

for their various service counters.

c. Satisfactory Customer Care performance by Municipal officials/staff will be

monitored continuously and regular Performance review.
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d. Methods for receiving Customer feedback will be developed and

communicated to the customers.

e. Communication means will be developed and communicated to the customers

within the constraints of the municipal resources.

f. Comments and complaints from Customers are an important part of the
process and will assist in building a “Customer First” organisation.
Monitoring methods will further help in developing programmes to

address any shortcomings in the standard of the Municipality’s service.

11. STANDARDS AND CONTROLS IN CUSTOMER CARE

12. 10.1 Customer Care Standards

Polokwane Municipality is committed to the continuous improvement of the standards
of service it renders to its Customers. For this reason, the Municipality is endeavouring
to provide services and manage complaints in a manner which is timeous, efficient and

effective.

In reaching this goal in service delivery the following principles have been set as
Customer Care Standards: -

a. A friendly and courteous service that puts the Customer first; that is Customer

focused and measurable;

b. Clear guidelines along which officials/staff is to behave in dealing with

Customers;
c. Clear, achievable performance targets;

d. Trained officials/staff who have a full understanding of the standards of
performance expected from them and who are at the same time — through

training — capacitated to achieve these performance standards.
e. Commitment to equal opportunities which will provide: -
i) Support, interpretation and translation services;

i) Clear signage to direct Customers to where they need to go;
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iii) Accessible, welcoming buildings and service counters;
iv) Disabled access wherever practicable;

V) Private areas when necessary, where Customers can discuss

private and sensitive matters;
Vi) Officials/staff trained in awareness and understanding.

13. CUSTOMER EXPECTATIONS.

Customers of Polokwane Municipality can expect the following treatment from
officials/staff: -

a. Courtesy, respect and consideration towards a Customer at all times;

b. Officials/staff will identify themselves by name and communicate by

listening and responding appropriately
c. Communicate efficiently, with integrity, fairly and professionally;
d. To be provided with relevant, accurate and up-to-date information;

e. Actively seeking comments on a regular basis in order to continue and develop a

service of high standard;
f. In instances where problems arise: -
i. Officials/staff will deal with such a problem promptly;

ii. Advise on a probable delay in provision of a solution to the problem as

well as any relevant reasons;
iii. Update on progress with long-term problems;

V. Advise on how and who to contact in the event of any dissatisfaction.
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14. CUSTOMER CARE: MANAGEMENT.

At the core of the service delivery principle of placing the Customer first, lays the
practical challenges for the Municipality as organisation that requires us to re-evaluate

processes as well as ensure achievement of set standards.

For the purpose of meeting that goal, controls to measure the Municipality’s overall

performance has been set in place, including: -

a. Compliance with or adherence to the Customer Care Service Standards to be
reflected as a Key Performance Indicator on each responsible official’'s

Performance Plan;

b. Continuous training programmes for officials/staff to ensure effective service
delivery and Customer satisfaction;

c. Continuous monitoring and review of processes and procedures in ensuring the

Customer is put first;

d. Consideration for introduction of a computerised call-logging and tracking
system, ensuring sensitivity and efficiency in the enquiries, complaints and

feedback received from Customers.

15. VARIOUS SERVICE DELIVERY COUNTERS.

a. Disabled and Senior Citizens only.
General enquires on all Municipal Services.

b. Municipal Services General — excluding Traffic & Licenses, Community

Safety & Disaster Management.

a. Any query or complaint regarding Corporate and Technical Services to
be recorded and submitted to the relevant Service Business Units.
b. Means of communication between SBU’s to be done via
e Telephones; and
e E-mails
C. Centralized database to be maintained for accurate reporting and

tracking purpose of all complaints.
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C.

d. All Financial Services complaints must be captured on the financial
systems notepad.

e. Feedback to customers to be done via telephone and or e-mails and in
person for walk in customers

f. Turn-around time regarding feedback or completion of the complaint or
query, must not exceed 21 (twenty one) working days, alternatively
according to timeframes as set in Policies and By-Laws of The
Polokwane Municipality

g. All queries and complaints that are not being dealt within the prescribed
timeframe must be escalated to the next levels: Direct Supervisor,
Assistant Manager, Manager, Director and ultimately the Municipal
Manager.

Indigents and request for extension on payments:

Refer to indigent policy

© T p o

a. All Indigents related queries
b. Apply for extension of payments on service accounts on the prescribed via

the prescribed documents

Account Statements and Clearances:
Issuing of duplicates accounts, histories and various reports.
Receive applications for clearance requests on transfer of properties

Attorney correspondence relating to clearances only (Submit and collect)

Budget and Treasury — General enquiries:

All account and related queries.

Request special meter readings on the prescribed document, accompanied by
payments as stipulated in the Tariff policy.

Request a Meter Test on the prescribed document, accompanied by payments
as stipulated in the Tariff policy.

Changing of addresses.

Requesting ACB payment methods.

Cancellation of ACB payment methods.

Valuation certificates/roll at the tariff as per Councils Tariff policy.
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h. Request information subject to stipulation of Access to the Information as
stipulated in The Promotion of Access to Information Act, Act 2 of 2000.

i. Profile updates.

f. Connection and Disconnection of supply services:

a. Only rightful owners are allowed to apply for services on the prescribed
documents. No tenant will be allowed to apply for any services unless prepaid
b. Noatification of disconnections by owners of properties in respect of services on
the prescribed documents.
*Arrange final readings, including arrangements of access to premises by
authorized representatives of the Municipality for purposes of final readings.
Refer section 101 of the Municipal Systems Act, 32 of 2000.

g. Cashiers.

Refer to cash management policy
a. Cashiers general.
b. Renewal of vehicle licenses and Cash Power

c. Disabled, Senior Citizens and Tender documents

h. Municipal Control Centre

The following services are located within the Municipal Control Centre by
dialling the following telephone numbers: 015-290 2000 — Any Municipal
related enquiries:

¢ Vehicle registration enquiries;

o Water & Electricity cut-off lists;

¢ Polokwane Mapping (Geographical Information System);
e Provincial Traffic After-hours call-out procedures;

o Electrical and water Complaints;

¢ Information on security and traffic cameras;

e Emergency Numbers;

¢ Disaster Management Information;
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¢ Mobile Control Unit (Combined Joint Operation Control);
¢ Reporting bomb threats;

¢ Reporting serious occurrences;

e Reporting drowning;

e Complaints relating to animals;

e Towing Services radio link;

e Civil defence radio link.

e Any other services unless directed otherwise

15. COMMUNICATION TO PUBLIC REGARDING METER READING AND METER
READING SCHEDULES

a. Members of the public must be informed that it is an offence under section 101 of
the Local Government Municipal Systems Act to restrict accessibility of meters to
authorised representatives of the Municipality.

b. Inaccessible meters must be read at least within a six-month cycle to correct any
under/over estimations. Estimations must be calculated by using any three latest
consecutive accurate meter readings or any verifiable accurate reading measured

or fixed determined by municipality, on condition that;

c. These latest readings should not exceed prior 3 years. If no accurate readings
obtained within the three years, the readings should then be monitored for three
months going forward; and the average of those accurate readings, shall be used

to calculate the corrections as mentioned in ¢, above.

d. Members of the public must further be informed that failure to receive an account
does not relieve a consumer of the obligation to pay an amount due and payable.
Accounts can be obtained during normal working hours, per e-mail, telephone

request of by visiting the Civic Centre or any satellite office.
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16. ORGANISATIONAL CONDUCT: CODE OF CONDUCT OF ALL MUNICIPAL
OFFICIALS

a. All Municipal Officials shall treat all customers with dignity and respect at all times.
Employees shall execute their duties in an honest and transparent manner whilst
protecting the confidentiality of information in accordance with the Promotion of

Access to Information Act No. 2 of 2000.

b. Where information held by the municipality is requested by Customers, such
information shall only be made available in accordance with the Municipality’s
official Promotion of Access to Information Manual and provided that the
necessary application forms have been filled in by a customer and the required
fee has been paid.

c. All Councillors and officials shall conduct themselves according to the “Code of
Conduct” for Councillors and Municipal Staff members as contained in Schedule
1 & 2 of the Municipal Systems Act 32 of 2000.

17. REVIEW OF POLICY

This policy shall be implemented as at 1 July 2022 and shall be reviewed on an
annual basis to ensure that it is in line with the municipality’s strategic objectives and
with legislation.
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POLOKWANE LOCAL MUNICIPALITY

CLAIMS &LOSS CONTROL COMMITTEE POLICY

To provide for a written description of the Claims & Loss Control Committee (the
“Committee”) procedures established for Polokwane Local Municipality. This
document is an overview of the individual procedures which support the Claims & Loss
Control Committee and contains guidelines for Good Practice for claims and loss
management within Polokwane Municipality.

WHEREAS the municipality does from time to time receive claims from the public relating to
possible damages caused in incidents occurring in the service delivery activities of the

municipality;

AND WHEREAS from time to time the municipality has to deal with losses occurring within
the organisation pertaining to its employees, official equipment, vehicles and municipal

property as a whole as well as private property of employees;
AND WHEREAS it is the purpose of the Claims & Loss Control Committee to evaluate and
settle property loss/damage and/or liability claims in amounts less than the excess amount for

which the Municipality is liable in terms of its insurance policy;

NOW BE IT ENACTED by the Council of the Polokwane Local Municipality, as follows:-
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1.2

(@)

(b)

(c)

1.3

(@)

(b)

CHAPTER 1

COMMITTEE COMPOSITION

CUSTODIAN OF THE COMMITTEE

(@) The Committee shall fall under the custodianship of the Chief Financial
Officer of the Municipality.

(b) Members of the Committee shall be appointed, in writing, by the  Municipal
Manager or his/her authorised representative.

(© The office of the CFO shall appoint a secretary for the Committee, the
duty of whom it shall be to distribute Agendas for meetings of the Committee as
well as record and minute meetings of the Committee.

(d) This Policy as well as the appointment of members of the Committee
shall be reviewed annually by the Municipal Manager or his/fher  authorised
representative.

(e) The CFO may delegate any of his/her duties under this policy to a senior
official within the Financial Services SBU.

MEMBERS AND REPRESENTATION

The Committee membership shall comprise of the following standard members:-

Chairperson Deputy CFO
Finance Officials Asst. Manager Expenditure
Accountant Insurance & Investments
Legal Services Asst. Manager Legislation & Law Enforcement
OHS Asst. OHS Officer
Environment Asst. Manager/Snr. Supervisor
Traffic Asst. Manager/Snr. Superintendent

Service Business Units shall be represented by the relevant Manager of that SBU in
meetings of the Committee whenever a claim or loss arising from the activities
of such a SBU is tabled before the Committee.

SBU Managers may delegate a representative to attend meetings of the Committee
on his/her behalf but only with the consent of the  Chairperson of the Committee
and further provided that such a representative shall be fully conversed and familiar
with all relevant facts pertaining to the claim or loss he/she shall be presenting before
the Committee on behalf of the SBU.

ROLES AND RESPONSIBILITIES

Chairperson: A representative from the Office of the Chief Financial Officer
(generally the Deputy CFO) will chair the Claims & Loss Control Committee.

The Chairperson shall ensure the meeting agenda is completed and that
assignments and commitments have been achieved and further that all records are
sent to the Records Section for safekeeping.
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(d)

(€)

1.4

(@)

(b)

15

1.6

(@)

(b)

(c)

(d)

All records required and generated by the procedures and working of the Committee
shall be maintained and located in the Records Section of the Municipality.

The Chairperson shall also be the technical mentor and coach of the Committee by
providing guidance in terms of regulatory requirements, technical resources and
references etc.

Members: Complete the functions and tasks necessary to fulfil the goals and
objectives of the Committee.

QUORUM RULES

A minimum 75% (4) of the membership is required to be present in order to hold a
meeting and take a vote.

Resolutions and process directions are passed by a majority vote.

MEETING SCHEDULES

The Committee will meet as claims arise but at least quarterly.

AGENDAS MINUTES AND RECORDING OF MEETINGS

The secretary of the Committee shall be responsible for compilation and distribution of
Agendas for Committee meetings at least 3 days prior to a meeting.

Agendas shall contain all relevant information as stipulated in this policy regarding a
specific claim and/or loss including a written report from the relevant SBU Manager to
whose SBU the claim or loss relates.

The secretary shall capture all resolutions of the meeting during the meeting and then
record same in written Minutes of the meeting to be distributed to all attendees of a
specific Committee Meeting.

The secretary shall ensure that an attendance register is signed at all meetings of the
Committee and also record any apologies accordingly.



2.1

(@)

(b)

(€)

CHAPTER 2
PROCEDURE

PURPOSE OF THE COMMITTEE

The purpose of the Committee is to consider and settle or repudiate claims for
damages caused to the property of members of public arising against the
Municipality from time to time as well as consider and settle internal loss control
issues as they arise.

The Committee shall have the authority to deal with claims as described in sub-
clause 2.1(a) on the merit of each individual claim, for claims which falls within the
excess amount of the Municipality’s liability under its public liability insurance policy.

The Committee shall focus on the following goals and functions in order to meet the
purpose identified:
0] Review, consider and discuss all claims and losses received:;
(i) Settle, repudiate or refer back for further information all claims tabled
before the Committee which falls within its mandate;
(iii) Attend meetings arranged for purposes of discussion and finalisation
(iv) Seek advice from any Third Party in considering and finalising claims
before the Committee as the Committee may deem necessary.



3.1

(@)

(b)

(c)

(d)

(€)

CHAPTER 3

RECEIPT OF CLAIMS TO SERVE BEFORE THE COMMITTEE

SUBMISSION OF CLAIMS

Claims against the Municipality have to be submitted at the office of the Manager of
the SBU allegedly responsible for the damage which gave rise to the claim.

Potential claimants have to contact the office of the relevant SBU Manager where the
necessary claim form can be obtained and again submitted with the required
information and documentation required as indicated on the form.

Claimants shall claim from their own insurance companies first before recourse is
sought against the Municipality. No claimant shall refuse to claim for damages against
their own insurance company. In all instances the claimant shall disclose the name
and telephone number of their insurance company.

Claims for consideration by the Committee have to be lodged with the Municipality
within 3 months of the date of the incident causing the alleged damage. Claims lodged
outside the cut-off period of 3 months shall not be considered by the Municipality.

All claims lodged with the municipality shall contain the following information and be

accompanied by the following relevant documentation:-

0] Completed claim form;

(i) Sworn affidavit by the claimant on the circumstances how, date, time and

place where the incident allegedly causing the damage occurred;

(iii) SAPS MR Number showing the incident has been reported with SAPS;

(iv) 3x quotations for repairing of the damage allegedly caused;

(v) Colour photographs of the scene of the incident as well as the damaged

property (where damage is caused to mag-wheelss and tyres the municipality

reserves the right to inspect such mag-wheels and tyres);

(vi) A certified copy of the claimants ID;

(vii) A certified copy of the damaged motor vehicle’s registration/licensing
documents (where applicable);

(viii) A copy of the claimants municipal services account for the month directly

preceding the incident;

(ix) A letter from the claimants insurance company indicating that a claim has

been lodged with the insurer for the damage to the claimants property,  further

indicating what the excess amount payable on the claim is.



3.2

(@)

(b)

(€)

(d)

(e)

(f)
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3.3
(@)

(b)
3.4
(@)
(b)

(€)

CLAIMS ASSESSMENT

Although all claims received shall be reviewed by the Committee, the Municipality is
not obliged to honour any claim.

Claims received shall be considered on merit of each individual claim. Negligence on
the part of the claimant shall result in discounting of the claim in the discretion of the
committee.

In all instances where alleged damage is caused to a claimant’s property, the
Municipality shall only consider payment of the claimants excess payable under his/her
own insurance policy where the Committee is of the opinion that the claim has merit
and warrants remuneration.

Claims received shall within a period of 5 working days from date of receipt of such a
claim, be submitted to the office of the Accountant Insurance and Investments by the
relevant SBU Manager receiving the claim. Claims thus submitted shall contain all
relevant information requested on the claim form and shall be accompanied by a
written report of the relevant SBU Manager regarding the merit of the claim from the
SBU’s perspective.

On receipt of a claim from the SBU Manager, the Accountant Insurance and
Investments shall acknowledge receipt of the claim and arrange for the claim to be
lodged with the Records Section so that a file humber can be allocated to the claim.

Complete claims shall be forwarded to the Secretary of the Claims and Loss Control
Committee who in turns shall compile an Agenda for the Committee and secure a date
for the next meeting to consider claims.

Claims have to be finalised within 30 working days following the date of receipt of a
complete claim.

PAYMENT OF CLAIMS

Claims deserving of payment in accordance with the Committee’s resolution shall be
limited to payment of the lowest quotation amount or the claimant’s excess payment
under his/her policy, whichever is the lesser amount.

Where the Committee resolves to honour a claim against the Municipality, the payment
shall be made ex gratia and in full and final settlement of the claimants claim.

NO OR PARTIAL PAYMENT OF CLAIMS

If the claim is denied, the Committee states and minutes explicitly to the claimant the
reasons on which denial of the claim is based.

If the amount offered is different from the amount claimed, the Committee explains
the reason for this to the claimant.

When the municipality is not responsible (by virtue of common law of delict
principles) for meeting all or any part of the claim, the Committee notifies the claimant
of this fact and explains why.



4.1

(@)

(b)

(c)

(d)

CHAPTER 4

LOSS CONTROL

RECEIPT OF LOSS CONTROL MATTERS FOR CONSIDERATION

Incidents of internal loss control to be considered by the Committee shall be submitted
to the office of the appointed Secretary of the Claims and Loss Control Committee for
inclusion in the Agenda of the Committee.

Incidents so submitted shall consist of a comprehensive written report by the relevant
SBU Manager, which report shall contain information on the nature of the loss, how it
occurred, what remedial steps have been taken to prevent future occurrences,
disciplinary action taken if any, value of the loss and how the damage caused will be
compensated. The said report shall also contain a recommendation to the Committee
on how the incident has to be dealt with.

When a loss control issue serves before the Committee, the relevant SBU Manager
shall avail himself/herself to ensure attendance of such a meeting of the Committee.

Resolutions taken on loss control issues shall be final and binding and executed
accordingly by the SBU Manager.



(@)

(b)

CHAPTER 5

CLAIMS REGISTER

A claims register shall be opened and kept on all claims received and considered by
the Committee. This register shall contain the date of the claim, the claimants name
and ID number as well as the amount of the claim and whether the claim was paid out
or not.

Claims are documented in order to be able to address questions that may arise
concerning the handling and payment of a claim.
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6.1

(@)

6.2

(@)

(b)

6.3

(@)

CHAPTER 6

COMPLAINTS AND DISPUTES

FILING OF COMPLAINTS AND DISPUTES

When a claimant files a complaint against the findings of the Committee, the
Committee:-

0] acknowledges receipt of the complaint within a reasonable period of
time;
(i) provides the claimant with explanations on how his/her complaint will be

handled and the procedures to be followed
(iii) processes the complaint promptly and fairly
(iv) provides a final response in writing within a reasonable period of time.

PROCEDURE FOR DEALING WITH COMPLAINTS AND DISPUTES

Once a complaint has been received and acknowledged, the letter of complaint
together with the resolution of the Committee taken with regard to the claim on which
a complaint has been received has to be tabled before the earliest next sitting of the
Committee for consideration.

Complaints and disputes so received shall be duly considered by the Committee,
whereafter the Committee shall resolve on the matter and a final response on the
complaint be forwarded to the claimant in writing.

DISPUTES
If the claimant is dissatisfied with the final response from the Committee, the claimant
shall be informed to forward his/her dispute in writing to the CFO and Manager Legal

Services, who will then assess the matter and decide on a way forward regarding that
dispute and inform the claimant accordingly in writing.
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1. DEFINITIONS

1.1 "Accounting Officer"- means a person appointed in terms of section 82(l) (a)
or (b) of the Municipal Structures Act; Municipal Manager;

1.2 “Allocation”, means-

(a) a municipality's share of the local government's equitable share referred to in section
214(1) (a) of the Constitution;

(b) an allocation of money to a municipality in terms of section 214(1) (c) of the
Constitution;

(c) an allocation of money to a municipality in terms of a provincial budget; or

(d) any other allocation of money to a municipality by an organ of state, including by
another municipality, otherwise than in compliance with a commercial or other business
transaction;

1.3 "Annual Division of Revenue Act" means the Act of Parliament, which must be
enacted annually in terms of section 214 (1) of the Constitution;

1.4 " Approved budget,” means an annual budget-

(a) approved by a municipal council, or

(b) includes such an annual budget as revised by an adjustments budget in terms of
section 28 of the MFMA;

1.5 “Basic Municipal Service" means a municipal service that is
necessary to ensure an acceptable and reasonable quality of life and which, if
not provided, would endanger public health or safety or the environment;

1.6 "Budget-related Policy" means a policy of a municipality affecting or

affected by the annual budget of the municipality, including-




(@) the tariffs policy, which the municipality must adopt in terms of section 74 of the
Municipal Systems Act;

(b) the rates policy which the municipality must adopt in terms of legislation
regulating municipal property rates; or

(© the credit control and debt collection policy, which the municipality must adopt in
terms of section 96 of the Municipal Systems Act;
1.7 "Budget transfer" means transfer of funding within a function / vote.

1.8 "Budget Year" means the financial year of the municipality for which an annual
budget is to be approved in terms of section 16(1) of the MFMA,

“Chief Financial Officer’ means a person designated in terms of section 80(2)
(a) of the MFMA,;

1.10 “Councillor’ means a member of a municipal council;

1.11"creditor", means a person to whom money is owed by the municipality;

1.12 "current year" means the financial year, which has already commenced, but not
yet ended;

1.13 "delegation”, in relation to a duty, includes an instruction or request to perform
or to assist in performing the duty;

1.14 "financial recovery plan" means a plan prepared in terms of section 141 of the
MFMA

1.15 "financial statements", means statements consisting of at least-

(a) a statement of financial position;

(b) a statement of financial performance;

(c) a cash-flow statement;

(d) any other statements that may be prescribed; and

(e) any notes to these statements;
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1.16 "financial year" means a twelve months’ period commencing on 1 July and

ending on 30 June each year

1.17 "financing agreement" includes any loan agreement, lease, and instalment
purchase contract or hire purchase arrangement under which a municipality
undertakes to repay a long-term debt over a period of time;

1.18 "investment", in relation to funds of a municipality, means-

(a) the placing on deposit of funds of a municipality with a financial institution; or

(b) the acquisition of assets with funds of a municipality not immediately required, with
the primary aim of preserving those funds;
1.19 "lender", means a person who provides debt finance to a municipality;

1.20 Line Item” an appropriation that is itemized on a separate line in a budget
adopted with the idea of greater control over expenditures

1.21 "local community" has the meaning assigned to it in section 1 of the Municipal
Systems Act;

1.22 "Municipal Structures Act" means the Local Government: Municipal Structures
Act, 1998(Act No. 117 of 1998);

1.23 "Municipal Systems Act" means the Local Government: Municipal Systems Act,
2000 (Act No. 32 of 2000);

1.24 “long-term debt" means debt repayable over a period exceeding one year;

1.25 "Mayor" means the councillor elected as the Mayor of the municipality in terms of
section 55 of the Municipal Structures Act;

1.26 "Municipal council” or "council” means the council of a municipality referred to
in section 18 of the Municipal Structures Act;

1.27 "Municipal debt instrument” means any note, bond, debenture or other

evidence of




indebtedness issued by a municipality, including dematerialised or electronic evidence of
indebtedness intended to be used in trade;

1.28" Municipal entity" has the meaning assigned to it in section 1 of the Municipal
Systems

Act (refer to the MSA for definition);

1.29 "municipality"-

(a) when referred to as a corporate body, means a municipality as described
in section 2 of the Municipal Systems Act; or

(b) when referred to as a geographic area, means a municipal area
determined in terms of the Local Government: Municipal Demarcation Act, 1998
(Act No. 27 of 1998);

1.30 "Municipal service" has the meaning assigned to it in section 1 of the Municipal
Systems Act (refer to the MSA for definition);

1.31"Municipal tariff" means a tariff for services which a municipality may set for the
provision of a service to the local community, and includes a surcharge on such tariff;

1.32 "Municipal tax" means property rates or other taxes, levies or duties that a

municipality may impose;

1.33 "National Treasury" means the National Treasury established by section 5
of the Public Finance Management Act;

1.34 "official", means-

(a) an employee of a municipality or municipal entity;

(b) a person seconded to a municipality or municipal entity to work as a member
of the staff of the municipality or municipal entity; or

(c) a person contracted by a municipality or municipal entity to work as a
member of the staff of the municipality or municipal entity otherwise than as
an employee;




1.35 "overspending"-

(a) means causing the operational or capital expenditure incurred by the
municipality during a financial year to exceed the total amount appropriated in that
year's budget for its operational or capital expenditure, as the case may be;

(b) in relation to a vote, means causing expenditure under the vote to exceed
the amount appropriated for that vote; or

(© in relation to expenditure under section 26 of the MFMA, means causing
expenditure under that section to exceed the limits allowed in subsection (5) of this
section;

1.36 "Past Financial Year" means the financial year preceding the current year;

1.37 “Ring Fenced” an exclusive combination of line items grouped for specific purposes for

instance salaries and wages

1.38 "quarter" means any of the following periods in a financial year:

(a) 1 July to 30 September;

(b) 1 October to 31 December;

(c) 1 January to 31 March; or

(d) 1 April to 30 June;
1.39 "Service Delivery and Budget Implementation Plan" means a detailed

plan approved by the Mayor of a municipality in terms of section 53(I)(c)(ii) of
the MFMA for implementing the municipality's delivery of municipal services
and its annual budget, and which must indicate-

(a) projections for each
month of- (i) revenue to be

collected, by source; and

(i) operational and capital expenditure, by vote;




(b) service delivery targets and performance indicators for each quarter; and

(c) any other matters that may be prescribed, and includes any revisions of such plan by the
Mayor in terms of section 54(l) (c) of the MFMA;

1.40 "short-term debt" means debt repayable over a period not exceeding

one year,

1.41 "Standards of generally recognised accounting practice,” means an
accounting practice complying with standards applicable to municipalities
or municipal entities as determined by the Accounting Standards Board

1.42 "Unauthorised expenditure”, means any expenditure incurred by a
municipality otherwise than in accordance with section 15 or 11(3) of the
MFMA, and includes- (a) overspending of the total amount appropriated

in the municipality's approved budget;

(b) overspending of the total amount appropriated for a vote in the approved budget;

(c) expenditure from a vote unrelated to the department or functional area covered by
the vote;

(d) expenditure of money appropriated for a specific purpose, otherwise than for that
specific purpose;

(e) spending of an allocation referred to in paragraph (b), (c) or (d) of the definition of
allocation otherwise than in accordance with any conditions of the allocation; or

(f) a grant by the municipality otherwise than in accordance with the MFMA;

1.43 "virement" means transfer of funds between functions / votes

1.44 "vote" means-
(a) one of the main segments into which a budget of a municipality is

divided for the appropriation of money for the different departments or
functional areas of the municipality; and

(b) which specifies the total amount that is appropriated for the purposes of

the Department or functional area concerned
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2. INTRODUCTION

Municipal Budgets, Subsection (16), states that the council of a municipality
must for each financial year approve an annual budget for the municipality
before the commencement of that financial year. According to subsection (2)
of the Act concerned, in order to comply with subsection (1), the Mayor of the
municipality must table the annual budget at a council meeting at least 90
days before the start of the budget year. This policy must be read, analysed,
explained, interpreted, implemented and understood against this legislative
background. The budget plays a critical role in an attempt to realise diverse
community needs. Central to this, the formulation of a municipality budget
must take into account the government’s macro-economic and fiscal policy
fundamentals. In brief, the conceptualisation and the operationalisation of the
budget must be located within the national government’s policy framework

3. OBJECTIVES OF POLICY

a) The policy sets out the budgeting principles which Polokwane Municipality

will follow in preparing each annual budget. The policy aims to give effect
to the requirements and stipulations of the Municipal Finance
Management Act in terms of the planning, preparation and approval of the
annual budgets.

The policy shall apply to all the relevant parties within the Polokwane
Municipality that are involved throughout the budget process.

The policy shall establish and maintain procedures to ensure adherence to
the IDP review and budget processes

4. BUDGETING PRINCIPLES

a) The municipality shall not budget for a deficit and should also ensure that
revenue projections

in the budget are realistic taking into account actual collection levels.




b) Expenses may only be incurred in terms of the approved annual budget (or

adjustments

budget) and within the limits of the amounts appropriated for each vote in the

approved budget.
The MTREF budget shall at all times be within the framework of the Municipal

Integrated Development Plan

5. BUDGET PREPARATION PROCESS

5.1. Formulation of the budget

a) The Accounting Officer with the assistance of the Chief Financial
Officer and the Heads responsible for IDP and Performance
Management shall draft the Schedule of key deadlines for the budget
and allied processes for the municipality and its municipal entities for
the ensuing financial year.

The schedule of key deadlines shall indicate the processes relative to
the review of the IDP as well as the preparation of the medium-term
revenue and expenditure framework budget and the revision of the
annual budget. Such target dates shall follow the prescriptions of the
Municipal Finance Management Act as well as the guidelines set by

National Treasury.

The mayor shall table the IDP process plan as well as the budget
timetable to Council by 31 August each year for approval (10 months
before the start of the next budget year).

Strategic workshop shall be convened in September/October with

senior managers to determine the IDP priorities which will form the

basis for the preparation of the MTREF budget taking into account the
financial and political pressures facing the municipality.

The Mayor shall table the draft IDP and MTREF budget to council by
31 March (90 days before the start of the new budget year) together
with the draft resolutions and budget related policies (policies on tariff




setting, credit control, debt collection, indigents, investment and cash
management, borrowings, etc).

The Chief Financial Officer and senior managers undertake the
technical preparation of the budget.

The budget must be in the format prescribed by National Treasury and
must be divided into capital and operating budget.

The budget must reflect the realistically expected revenues by major
source for the budget year concerned.

The budget must also contain the information related to the two
financial years following the financial year to which the budget relates,
as well as the actual revenues and expenses for the prior year, and the
estimated revenues and expenses for the current year.

5.2 Public participation process

Immediately after the draft annual budget has been tabled, the municipality
must convene regional and public hearings on the draft budget in April and

invite the public, stakeholder organizations, to make representations and to

submit comments in response to the draft budget.

5.3 Approval of the budget

a) Per legislation, Council shall consider the next medium term expenditure
framework budget for approval not later than 31st May (at least 30 days
before the start of the budget year).

The annual budget must be approved before the start of the financial year.
Should the municipality fail to approve the budget before the start of the
budget year, the mayor must inform the MEC for Finance that the budget
has not been approved.

The budget tabled at Council for approval shall include, inter alia the
following draft resolutions:

draft resolutions approving the budget and levying property rates,
other taxes and tariffs for the financial year concerned,




draft resolutions approving measurable performance objectives for

each budget vote, taking into account the municipality’s IDP;

draft resolutions approving any proposed amendments to the IDP;

draft resolutions approving any proposed amendments to the budget._
related

policies;
draft resolutions approving the contents of the annual budget and

supporting documents in terms of Section 17 of the MFMA

5.4 Publication of the budget

a) Immediately after the budget is tabled the Accounting Officer (AO)must
make public the budget and its supporting documents and invite the
local community to submit representations in connection with the

budget.

Therefore, the Senior Manager Budgets on behalf of the AO must
place the budget and other budget related documentation onto the
municipal website so that it is accessible to the public as well and
submit within 14 days both printed and electronic formats to the
National Treasury, the Provincial Treasury and any other prescribed
Organs of State affected by the Budget.

5.5 Service Delivery and Budget Implementation Plan (SDBIP)

a) The Mayor must approve the Service Delivery and Budget Implementation

Plan not later than 28 days after the approval of the Budget by Council.

b) The SDBIP shall include the following components:

Monthly projections of revenue to be collected for each source
Monthly projections of expenditure (operating and capital) and revenue for
each vote

Quarterly projections of service delivery targets and performance indicators for
each vote

Ward information for expenditure and service delivery




Detailed capital works plan broken down by ward over three years

6. CAPITAL BUDGET

a) The capital budget refers to the allocations made to specific
infrastructural projects and the purchase of equipment and other
forms of assets having a lifespan of more than one year and a cost
value of more than R10000

Vehicle replacement shall be done in terms of Council’s vehicle
replacement policy. The budget for vehicles shall distinguish
between replacement and new vehicles. No globular amounts shall
be budgeted for vehicle acquisition.

A Municipality may spend money on a capital project only if the
money for the project has been appropriated in the capital budget.

The envisaged sources of funding for the capital budget must be
properly considered and the Council must be satisfied that this
funding is available and has not been committed for other
purposes.

Before approving a capital project, the Council must consider the
following aspects;

the projected cost of the project over all the ensuing financial
years until the project becomes operational,

future operational costs and any revenues, which may arise in
respect of such project, including the likely future impact on
operating budget (i.e. on property rates and service tariffs).

f) Before approving the capital budget, the council shall consider the
following:

the impact on the present and future operating budgets of the municipality

relation to finance charges to be incurred on external loans,

depreciation of fixed assets,

maintenance of fixed assets, and

any other ordinary operational expenses associated with any item on such capital
budget.

Council shall approve the annual or adjustment capital budget only if it has been
properly balanced and fully funded.




Basis of Calculation

d) The zero-based method is used in preparing the annual capital
budget, except in cases where a contractual commitment has been
made that would span over more than one financial year.

) The annual capital budget shall be based on realistically

anticipated revenue, which should be equal to the anticipated
capital expenditure in order to result in a balanced budget.

7. OPERATING BUDGET

a) The municipality shall budget in each annual and adjustments budget for the
contribution to:

i. provision for accrued leave entitlements equal to 100% of the accrued leave
ii. entitlement of officials as at 30 June of each financial year,
iil. provision for bad debts in accordance with its rates and tariffs policies

iv. provision for the obsolescence and deterioration of stock in accordance
with its stores management policy.

Depreciation and finance charges shall be charged to or apportioned only
between the departments or votes to which the projects relate.

At least a minimum of 5% of the operating budget component of each annual
and

adjustments budget shall be set aside for maintenance.

When considering the draft annual budget, council shall consider the
impact which the proposed increases in rates and service tariffs will have
on the monthly municipal accounts of households.

The impact of such increases shall be assessed on the basis of a fair sample
of

randomly selected accounts.

b) The operating budget shall reflect the impact of the capital component on:
i. depreciation charges




ii. repairs and maintenance expenses
iii. interest payable on external borrowings
iv. other operating expenses.
c) The chief financial officer shall ensure that the cost of indecency relief is separately
reflected

in the appropriate votes.

8. FUNDING OF CAPITAL AND OPERATION BUDGET

The budget may be financed only from:

8.1 Own Financing Sources (Basic Capital Budget)

The Council shall establish a Capital Replacement Reserve (CRR) for the

purpose of financing capital projects and the acquisition of capital assets.
Such reserve shall be established from the following:

a) unappropriated cash-backed surpluses to the extent that such surpluses are
not required

for operational purposes.

b) further amounts appropriated as contributions in each annual or adjustments
budget; and

C) net gains on the sale of fixed assets in terms of the fixed asset management
and

accounting policy.

8.2 Other Finance Sources (Ad Hoc Capital Budget)

The Ad- Hoc capital budget shall be financed from external sources such as the following:

a) Grants and subsidies as allocated in the annual Division of Revenue Act.




Grants and subsidies as allocated by Provincial government.

External Loans

Private Contributions

Contributions from the Capital Development Fund (developer’s contributions) and,

Any other financing source secured by the local authority.

9. UNSPENT FUNDS/ ROLL OVER

a) The appropriation of funds in an annual or adjustments budget will lapse
to the extent that they are unspent by the end of the relevant budget
year, but except for funds relating to capital expenditure.

Only unspent grants (if the conditions for such grant funding allows that)
or loan funded capital budget may be rolled over to the next budget year

Conditions of the grant fund shall be taken into account in applying for
such rollover of funds

Application for rollover of funds shall be forwarded to the budget office by
the 15

June each year in order to be by Council by August in terms of legislation

No funding for projects funded from the Capital Replacement Reserve
shall be rolled over to the next budget year except in cases where a

commitment has been made 90 days (30 March each year) prior the end

of that particular financial year.

No unspent operating budget shall be rolled over to the next budget year

10. VIREMENT BUDGET/ TRANSFERS

Virement is the process of transferring budgeted funds from one line-item
number to another, with the approval of the relevant Director and CFO, to




enable budget managers to amend budgets in the light of experience or to
reflect anticipated changes. (Section 28 (2) (c) MFMA)

9.1 Financial Responsibilities

Strict budgetary control must be maintained throughout the financial year in
order that potential overspends and / or income under-recovery within
individual vote departments are identified at the earliest possible opportunity.
(Chapter 4 of the MFMA)

The Chief Financial Officer has a statutory duty to ensure that adequate
policies and procedures are in place to ensure an effective system of financial
control. The budget virement process is one of these controls. (Section 27(4)
MFMA)

It is the responsibility of each manager or head of a department or activity to
which funds are allotted to plan and conduct assigned operations so as not to
expend more funds than budgeted for. In addition, they have the responsibility
to identify and report any irregular or fruitless and wasteful expenditure in
terms of the MFMA sections 78 and 32.

10.2 Virement Restrictions

a) No funds may be transferred between votes (Directorates) without approval in
the

adjustment budgets.

Virements resulting in adjustments to the approved SDBIP need to be submitted
with
an adjustments budget to the Council with altered outputs and measurements

for approval.

No virement may commit the Municipality to increase recurrent expenditure,
which

commits the Council’s resources in the following financial year, without the prior
approval




of the Mayoral Committee. This refers to expenditures such as entering into
agreements

into lease or rental agreements such as vehicles, photo copiers or fax machines

No virement may be made where it would result in unauthorised expenditure.
If the virement relates to an increase in the work force establishment, then the
Council’s existing recruitment policies and procedures will apply.

Virements are not allowed in respect of ring-fenced allocations.
Virements are not allowed on the following items: - Finance Charges,

Depreciation,

Debt Impairment, Contributions, Grant Expenditure and Income Foregone,
Insurance and VAT

Virements must be between projects of similar major funding sources (e.g. CRR
>

CRR)
Virement amounts may not be rolled over to subsequent years, or create
expectations

on following budgets. (Section 30 MFMA)

)

Virements are not allowed between Expenditure and Income.
Virements are not allowed between capital and operational budgets without
approval in the adjustment budgets.

Virements towards personnel expenditure and vice versa will not be permitted.
No budget may be moved to or from a vote, programme or project etc. that will
exceed 20%

of that vote

i This refers to virement within a directorate that must not exceed 20%
of that
department’s total approved budget of the following Sub-votes — Other

Materials, Contracted Services and Other Expenditure

Any virement in excess of 20% should be approved by Council, however this

threshold shall not apply in case of emergency

No virement may be made where it would result in over expenditure (MFMA
Section 32);

Virement should only be allowed within a mSCOA function and its sub
functionsa, except for the following cases:




1. A Project extending over/ incorporating more than one mSCOA function or sub
function, then savings in the budgetary allocation in a function or sub-function
may be applied across the functions and/ or sub-functions directly linked to the
same Project and Funding Source;

2. Where the Finance and Administrative function or sub function is directly linked to
another Function or sub function, then savings in the linked function/ sub-function
may be applied in the Finance and Administrative function or vice versa2.
Therefore virement between Rates Services and Trading Services and across
Trading Service are not allowed;

3. Virements should not result in adding ‘new’ projects to the Capital Budget;

10.3 Virement Procedure

a) All virement proposals must be completed on the appropriate
documentation and forwarded to the Budget Office for verification and
implementation.

b) All virements must be approved by the Vote holder and/or relevant
Manager in the case of a departmental budget transfer, and by the
relevant Director in the case of a

All the virement on Capital budget must be approved by the Municipal Manager

10. Capital Budget Virement within a GFS Classification must be approved by the relevant
manager and Director, the Municipal Manager and Chief Financial Officer.

11. A virement form must be completed for all Budget Transfers.

12. All documentation must be in order and approved before any expenditure can be
committed or incurred.

11. ADJUSTMENT BUDGET

a) Each adjustments budget shall reflect realistic excess, however nominal, of
current revenues over expenses.




The chief financial officer shall ensure that the adjustments budgets comply
with the requirements of the National Treasury reflect the budget priorities
determined by the Mayor, are aligned with the IDP, and comply with all
budget-related policies, and shall make recommendations to the executive
mayor on the revision of the IDP and the budget-related policies where
these are indicated.

Council may revise its annual budget by means of an adjustments budget at
most three times a year or as regulated.

The Accounting Officer must promptly adjust its budgeted revenues and
expenses if a material under-collection of revenues arises or is apparent.

The Accounting Officer shall appropriate additional revenues, which have
become available but only to revise or accelerate spending programmes
already budgeted for or any areas of critical importance identified by Council
in compliance with Item 2 of Section 10.

The Council shall in such adjustments budget, and within the prescribed
framework, confirm unforeseen and unavoidable expenses on the
recommendation of the Mayor.

The Council should also authorise the spending of funds unspent at the end
of the previous financial year, where such under-spending could not
reasonably have been foreseen at the time the annual budget was approved
by the Council.

Only the Mayor shall table an adjustments budget, and adjustments budget
shall be done at most three times a year after the end of each quarter and
be submitted to Council in the following months:

i. In October — to adjust funding rolled over from the previous
financial year as well as to include additional funding that has

become available from external sources,

February — to take into account recommendations from the mid-
year budget and performance report tabled to Council in January
that affect the annual budget.

May - final budget adjustment to adjust current year’s budget in

cases where there is an indication that there will be rolling over of
funding to the next financial year

i) An adjustments budget shall contain the following aspects;




An explanation of how the adjustments affect the approved annual
budget;

Appropriate motivations for material adjustments; and
An explanation of the impact of any increased spending on the
current and future annual budgets.

Any inappropriate surplus from previous financial years, even if
fully cash backed shall not be used to balance any adjustments
budget but shall be appropriated to the municipality’s capital
replacement reserve.

i) Municipal taxes and tariffs may not be increased during a financial year
except if required in terms of a financial recovery plan.

12. BUDGET IMPLEMENTATION

12.1 MONITORING

a) The accounting officer with the assistance of the chief financial officer
and other senior managers is responsible for the implementation of the
budget, and must take reasonable steps to ensure that:

i. Funds are spent in accordance with the budget;
ii. Expenses are reduced if expected revenues are less than projected; and
iii. Revenues and expenses are properly monitored.

The Accounting officer with the assistance of the chief financial officer

must prepare any adjustments budget when such budget is necessary

and submit it to the Mayor for consideration and tabling to Council.

The Accounting officer must report in writing to the Council any

impending shortfalls in the annual revenue budget, as well as any

impending overspending, together with the steps taken to prevent or
rectify these problems.

13. REPORTING

13.1 Monthly Reports

The accounting officer with the assistance of the chief financial officer must,
not later than ten working days after the end of each calendar month, submit
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to the Mayor and Provincial and National Treasury a report in the prescribed
format on the state of the municipality’s budget for such calendar month, as
well as on the state of the budget cumulatively for the financial year to date.

The report must reflect the following:
a) actual revenues per source, compared with budgeted revenues;
b) actual expenses per vote, compared with budgeted expenses;
c) actual capital expenditure per vote, compared with budgeted expenses
d) actual borrowings, compared with the borrowings envisaged to fund the capital
budget;

e) the amount of allocations received, compared with the budgeted amount;
f) actual expenses against allocations, but excluding expenses in respect of the
equitable share;

g) explanations of any material variances between the actual revenues and
expenses as indicated above and the projected revenues by source and
expenses by vote as set out in the service delivery and budget implementation
plan;

The remedial or corrective steps to be taken to ensure that the relevant
projections remain within the approved or revised budget; and projections of the
revenues and expenses for the remainder of the financial year, together with an
indication of how and where the original projections have been revised.

The report to the National Treasury must be both in electronic format and in assigned
written document.

13.2 Quarterly Reports

The Mayor must submit to Council within thirty days of the end of each quarter a
report on the implementation of the budget and the financial state of affairs of the
municipality.

13.3 Mid-year budget and performance assessment

The Accounting officer must assess the budgetary performance of the

municipality for the first half of the financial year, taking into account all the
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monthly budget reports for the first six months, the service delivery
performance of the municipality as against the service delivery targets and
performance indicators which were set in the service delivery and budget
implementation plan.

The Accounting officer must then submit a report on such assessment to the
Mayor by 25 January each year and to Council, Provincial Treasury and
National Treasury by 31 January each year.

The Accounting officer may in such report make recommendations after
considering the recommendation of the Chief Financial Officer for adjusting the
annual budget and for revising the projections of revenues and expenses set
out in the service delivery and budget implementation plan.

13.4 Municipal website

The Director Corporate Services must place on the municipality’s official website the

following information:

the annual and adjustments budgets and all budget-
related documents; all budget-related policies; the
integrated development plan the annual report; all
performance agreements; all service delivery
agreements.

14. IMPLEMENTATION AND REVIEW OF POLICY

This policy shall be implemented on 1%t July 2022 and shall be reviewed on an

annual basis to ensure that is in line with the municipality’s strategic objectives and
with legislation.
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GLOSSARY OF TERMS

Term Definition

Assessment: The measurement of data by means of a scoring process to assess if
targets were reached. The term assessment is used within this policy
as synonymous to review and appraisal.

Baseline: Estimate current level or measure of a situation.

Core Competency
Requirements
(CCR):

Refer to behaviors and skills that are considered core to achieving the
key performance areas and ultimately the strategic objectives and key
performance areas of the Municipality. It is the culmination of a specific
unique set of skills that provide a structured guide enabling the
identification, evaluation and development of behaviors in individual

employees. These include the values of the organization.

Dispute:

A disagreement that an employee has elected to resolve in terms of
applicable legislation and collective agreements (i.e. the ‘formal’

dispute resolution procedure).

Employee:

A person employed by a Municipality. This includes all managers
defined in Section 57(1) (a) (b) of the Municipal Systems Act, No 32 of
2000, employees in the full-time employment and fixed term contract

employees in the employment of the City of Polokwane.

Employee
Performance

Management:

The human resource management process concerned with ensuring
the best performance of individuals in an organization to ensure
organizational performance. It involves an understanding of what needs
to be achieved and then managing and developing people in a way that

enables the achievement of Municipal objectives.

Individual
Performance

Scorecard:

A Performance Plan/ Scorecard reflects the performance expectations
of an incumbent for a specific year and sets out the outcomes and
outputs against which performance is expected together with the

standard of delivery, reflected as targets.

Key Performance
Area (KPA):

A broad area of performance for which the incumbent will be held
responsible. It is one of the elements to be reflected in the Performance

Scorecard.

Key Performance

Can essentially be described as the performance dimension that is

considered key in measuring performance. KPIs refer to programmes,
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Term Definition

Indicator (KPI): | projects or tasks to be undertaken by an employee within a specific time
period. It should be defined in respect of each KPA and should be seen
as measurable outputs.

Logic Model A logic model is a tool used to evaluate the effectiveness of a
programme/ project. Logic models are usually a graphical depiction of
the logical relationships between the resources, activities, outputs and
outcomes of a programme/project.

Monitoring and | Refers to processes of monitoring a program and evaluating the impact

Evaluation it has on the target population in order to assess the success and gaps

in program implementation.

Organizational
Performance

Management:

Organizational performance management entails the development of
priorities aligned to the Municipal strategy inclusive of the development
of strategic goals (ultimate outcomes) strategic objectives (intermediate
outcomes), strategies/interventions (direct outcomes), projects
(outputs), activities/processes (ward plans), performance indicators,
baselines and targets. It aims to define and direct performance at an

organizational level towards achieving annual targets.

Performance

Input:

Resource consumed in business activities and processes, such as
money, labour, time, equipment, etc. - measures economy and

efficiency.

Performance
Management

System:

According to S38 of Act 32 of 2000 a Performance Management
System must be established by a Municipality to commensurate with its
resources, best suited to its circumstances and is in line with the
priorities, objectives (outcomes), indicators and targets contained in its
Integrated Development Plan (IDP). Its design should direct the
behavior of Municipal employees towards achieving the organization’s

mandate as stipulated in its IDP.

Performance
Output:

A description of the level of activity or effort that will be provided over a
period of time or by a specific date, including a description of the
characteristics and attributes (e.g., timelines) established as standards

in the course of conducting the activity or effort.
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Term Definition

Target: Is a standard to which a KPI must be achieved and should be reflected

in terms of measures such as time, quality and quantity.

Panel and 180- Refers to a top-down and bottom-up appraisal and feedback system
Degree where the performance of an incumbent is assessed by him/herself and
Assessment: his/her peer/s and/or manager/s.

Performance Explains what the employee’s responsibilities are in terms of the
Agreement: performance management system.

Personal A plan that is developed to show what training and development

Development Plan: | activities are required for each employee.

Rating: The classification or ranking of something based on a comparative

assessment of the quality and standard of performance.

Results/Outcomes | Is a management approach by which an organization ensures that its
Based Management | processes, products and services contribute to the achievement of
clearly stated articulated results/outcomes in its strategy.

Weighting An indicator of the relative importance of a metric with respect to the

other metrics within the same objective.
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SECTION A: ORGANIZATIONAL PERFORMANCE

1. INTRODUCTION
The 2001 Municipal Planning and Performance Management Regulations stipulates that a
municipality’s Performance Management System (PMS) must entail a framework that describes
and represents how the municipality's cycle and processes of performance planning, monitoring,
measurement, review, reporting and improvement will be conducted, organized and managed,

including determining the roles of the different role- players.

In line with the said legal requirement this framework is a policy document that will set out the
requirements that the Polokwane Municipality’s PMS will need to fulfill, the principles that informed
its development and subsequent implementation, the preferred performance model of the
Municipality, the process by which the system will work, the delegation of responsibilities for

different roles in the process and a plan for the implementation of the system.

2. THELEGISLATIVE FRAMEWORK FOR PERFORMANCE MANAGEMENT
The major PMS policy instruments is the 1998 White Paper on Local Government supported by
the Batho Pele principles, which policies was given legal stature through the adoption of the
Municipal Systems Act in 2000 (Act 32 of 2000). The said Act requires all municipalities to:

e Develop a performance management system.

e Set targets and monitor and review the performance of the Municipality based on
indicators linked to their Integrated Development Plan (IDP).

e Publish an annual performance report on performance of the Municipality forming part of
its annual report as per the Municipal Finance Management Act (MFMA).

e Incorporate and report on a set of general (sometimes also referred to as national)
indicators prescribed by the Minister responsible for local government

e Conduct, on a continuous basis, an internal audit of all performance measures

e Have their annual performance report audited by the Auditor-General

e Involve the community in setting indicators and targets and reviewing municipal

performance.
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The Minister responsible for local government published the Municipal Planning and Performance
Management Regulations (2001) in terms of the Municipal Systems Act setting out in detail the
requirements for a municipal PMS. The Regulations also contain the general indicators prescribed
by the Minister responsible for local government. In 2006 the Minister published a further set of
Regulations dealing with Performance Management for Municipal Managers and Managers

Directly Accountable to Municipal Managers.

It is also important to note that the MFMA contains various important provisions related to
municipal performance management. It requires municipalities to annually adopt a Service
Delivery and Budget Implementation Plan (SDBIP) with service delivery targets and performance
indicators. Whilst considering and approving the annual budget the Municipality must also set
measurable performance targets for each revenue source and vote. The Municipality must lastly
compile an annual report, which must include a performance report compiled in terms of the
Systems Act. In terms of a circular issued by National Treasury provision is also made for the
compilation on an annual basis of departmental SDBIPs.

3. PERFORMANCE MANAGEMENT AND MEASURES ATVARIOUSLEVELS
Performance management can be applied to various levels within any organization. The
legislative framework as set out above provides for performance management at various levels
in a municipality including organizational (sometimes also referred to as municipal, corporate or
strategic) level, departmental (also referred to as services, operational or section/team level) and

lastly, individual level.

At organizational level the five-year IDP of a municipality forms the basis for performance
management, whilst at operational level the annual SDBIP forms the basis. The IDP is a long-
term plan and by its nature the performance measures associated with it will have a long-term
focus, measuring whether a municipality is achieving its IDP objectives. A SDBIP (both for the
municipality as a whole and that of a department) is more short-term in nature and the measures
set in terms of the SDBIP, reviewing the progress made with implementing the current budget and

achieving annual service delivery targets.
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The measures set for the Municipality at organizational level is captured in an organizational
scorecard structured in terms of the preferred performance management model of the

Municipality.

By cascading performance measures from organizational to departmental level, both the IDP and
the SDBIP, forms the link to individual performance management. This ensures that performance
management at the various levels relate to one another which is a requirement of the 2001
Municipal Planning and Performance Regulations. The MFMA specifically requires that the annual
performance agreements of managers must be linked to the SDBIP of a municipality and the

measurable performance objectives approved with the budget.

4. OBJECTIVES OF THE PERFORMANCE MANAGEMENT SYSTEM

As indicated in the previous chapter the Municipality’s PMS is the primary mechanism to monitor,
review and improve the implementation of its IDP and to gauge the progress made in achieving
the objectives as set out in the IDP.

In doing so, it should fulfill the following functions:

e Facilitate increased accountability
The performance management system should provide a mechanism for ensuring
increased accountability between the local community, politicians, the Municipal Council

and the municipal management team.

e Facilitate learning andimprovement

The PMS should facilitate learning in order to enable the Municipality to improve delivery.

e Provide early warning signals
It is important that the system ensure decision-makers are timeously informed of

performance related risks, so that they can facilitate intervention, if necessary.
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e Facilitate decision-making
The performance management system should provide appropriate management
information that will allow efficient, effective and informed decision-making, particularly on

the allocation of resources.

The functions listed above are not exhaustive, but sum arise the intended benefits of the system.
These intended functions should be used to evaluate and review the performance management

system on a regular basis (see chapter 9).

5. PRINCIPLES GOVERNING THE PMS OF POLOKWANE MUNICIPALITY
The following principles guided the process of developing a performance management system
for the Polokwane Municipality:

e Simplicity so as the facilitate implementation given any current capacity constraints,
o Politically acceptable to all political role players,

o Administratively managed in terms of its day-to-day implementation,

¢ Implementable within any current resource constraints,

e Transparency and accountability both in terms of developing and implementing the
system,

e Efficient and sustainable in terms of the ongoing implementation and use of the system,

e Public participation in terms of granting citizens their constitutional rig  to participate in

the process,

¢ Integration of the PMS with the other management processes within the Municipality,

e Objectivity based on credible information and lastly,

e Reliability of the information provided on the progress in achieving the objectives as set
out in itsIDP.

6. PREFERRED PERFORMANCE MANAGEMENTMODEL FOR POLOKWANE MUNICIPALITY
A performance management model can be defined as the grouping together of performance
indicators, sometimes based on the type of indicator, into logical categories or groups (often called
perspectives), as a means to enhance the ability of an organization to manage and analyze its
performance. As such a model provides a common framework for what aspects of performance

is going to be measured and managed. It further ensures that a balanced set of measures are
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employed that are not relying on only one facet of performance and therefore not presenting a

holistic assessment of the performance of an organization.

A number of performance models are available and any of them could be applied by the
Municipality. The available models include the Municipal Scorecard, Balanced Scorecard and the
Key Performance Area Model. The Municipality has chosen the Key Performance model. In the
said model all indicators are grouped together as per the National Key Performance Areas as per
the Municipal Systems Act that is aligned to Polokwane IDP. The said Model therefore enables the
Municipality to assess its performance based on the national and its own local key performance
areas. With regards to the national key performance areas the Polokwane Municipality added two
of their own namely environmental management and social development as they felt that these

two areas were not adequately covered by the national key performance areas.

7. THE PROCESS OF MANAGING PERFORMANCE
The annual process of managing performance at organizational level in the Polokwane

Municipality involves the steps as set out in the diagram below:

A Performance

Planning

- Momtormg

 PERFORMANGE

MANAGEMENT

Repomng Measurement
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The following table spells out in more detail the role of all relevant role players in the above

steps:

Citizens and

Communities

Be consulted on
needs

Develop the long
term vision for the
area

Influence the
identification  of
priorities
Influence  the
choice of
indicators and

Be given the opportunity
to review municipal
performance and
suggest new indicators

and targets

setting of
targets
Council Facilitate the Review municipal
development of a performance annually
long-term vision.
Develop
strategies to
achieve vision
Identify
priorities
Adopt indicators
and set targets
Mayoral Play the leading Conduct the  major
Committee, role in giving reviews of municipal
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Stakeholders | Performance Measurement and | Performance
Planning Analysis Reporting and
Reviews
Portfolio strategic performance,
Committee direction determining where goals
and the IDP and developing had or had not been met,
Steering strategies  and what the causal reasons
Committee policies for the were and to adopt
organization response strategies
e Manage the
development of
an IDP
e Approve and
adopt indicators
and set targets
e Communicate the
plan to other
stakeholders
Municipal Assist the e Regularly e Conduct regular
Manager and | Executive monitor the reviews of
Directors Committee in implementation of performance
(Senior e providing the IDP, e Ensure that
Managers) strategic identifying  risks performance
direction early reviews at the
and developing e Ensure that political level are
strategies  and regular organized
policies for the monitoring e Ensure the
organization (measurement, availability  of
e Manage the analysis and information
development of reporting) is e Propose
the IDP happening in the response

e Ensure that the

plan is

organization

e Intervene

in

strategies to the

Executive
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strategy of the
organization

report regularly
Manage
implementation
and intervene
where necessary
Inform decision-
makers of risks to
service delivery

timeously

integrated performance Committee
Identify  and problems on a
propose daily operational
indicators and basis
targets
Communicate
the plan to
other
stakeholders

SBU Managers Develop service Measure e Conduct
plans for performance reviews  of
integration  with according to service
other sectors agreed indicators, performance
within the analyze and against plan

before other

reviews

The balance of this chapter looks at each of the steps in more detail and how they will unfold in
the process of managing performance in the Municipality. Although the steps and what follow
relates mainly to performance management at organizational level, the principles and approaches
are also applied to performance management at departmental level.
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Performance Planning

The performance of Polokwane Municipality is to be managed in terms of its IDP and the process
of compiling an IDP and the annual review thereof therefore constitutes the process of planning
for performance. It should be noted that the last component of the cycle is that of performance
review and the outcome of such a review process must inform the next cycle of IDP
compilation/review by focusing the planning processes on those areas in which the Municipality

has under-performed.

Performance Monitoring

Performance monitoring is an ongoing process by which the Manager accountable for a specific
indicator as set out in the organizational scorecard (and a service delivery target contained in a
SDBIP) continuously monitors current performance against targets set. The aim of the monitoring
process is to take appropriate and immediate interim (or preliminary) action where the indication
is that a target is not going to be met by the time that the formal process of performance

measurement, analysis, reporting and review is due

In the instance of Polokwane Municipality organisational performance is monitored on quarterly basis
to the Mayoral Committee. Performance monitoring requires that in between the said formal cycle
of performance measurement appropriate action be taken should it become evident that a specific
performance target is not going to be met. At least on a monthly basis Senior Managers and SBU
Managers needs to track performance trends against targets for those indicators that lie within
their area of accountability of their respective Departments as a means to early on identify

performance related problems and take appropriate remedial action.

Further each SBU Manager must delegate to the direct line official the responsibility to monitor the
performance for his/her sector. Such line officials are best placed given their understanding of their
sector monitor on a regular basis whether targets are being met currently or will be met in future,
what the contributing factors are to the level of performance and what interim remedial action

needs to be undertaken.
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Performance Measurement

Performance measurement refers to the formal process of collecting and capturing performance
data to enable reporting to take place for each key performance indicator and against the target
set for such indicator. Polokwane Municipality have automated performance monitoring of the
organisational scorecard (SDBIP), SBU Managers are given specific access to the reporting
system. The SBU Managers are responsible for reporting on each indicator and the senior
managers for the respective directorates are accountable for the overall monitoring of their

directorate performance.

The SBU Managers will, when performance measurement is due, have to collect and collate the
necessary performance data or information and capture the result against the target for the period
concerned on the organizational scorecard and relevant SDBIP scorecard and report the result

to the automated performance reporting system.
Performance Analysis

Performance analysis involves the process of making sense of measurements. It requires
interpretation of the measurements as conducted in terms of the previous step to determine
whether targets have been met and exceeded and to project whether future targets will be met or
not. Where targets have not been met performance analysis requires that the reasons therefore
should be examined and corrective action recommended. Where targets have been met or
exceeded, the key factors that resulted in such success should be documented and shared so as

to ensure organizational learning.

In practice the aforementioned entails that SBU Managers and Senior Managers are responsible
for each indicator will have to, after capturing the performance data against targets on the
organizational or departmental scorecards, analyze the underlying reasons why a target has/has
not been met and capture a summary of his/her findings on the scorecard. The SBU Manager will
thereafter have to compile a draft recommendation in terms of the corrective action proposed in
instances where a target has not been achieved and also capture this on the relevant scorecard.
Provision has been made on the reporting format of the organizational and SDBIP scorecards to
capture both the ‘reason for the performance challenges (in other words the results of the analysis

undertaken) and the ‘corrective action’ proposed.
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The organizational and SDBIP scorecards as completed must then be submitted to a formal
meeting of the senior management team for further analysis and consideration of the draft
recommendations as captured by the relevant Managers. This level of analysis should examine
performance across the organization in terms of all its priorities with the aim to reveal and capture
whether any broader organizational factors are limiting the ability to meet any performance targets

in addition those aspects already captured by the relevant SBU Manager.

The analysis of the organizational and SDBIP scorecards by senior management should also
ensure that quality performance reports are submitted to the Mayoral Committee through the
Portfolio Committee Governance and Administration; and that adequate response strategies are
proposed in cases of poor performance. Only once senior management has considered the
scorecards, agreed to the analyses undertaken and captured therein and have reached
consensus on the corrective action as proposed, can the organizational and SDBIP scorecards
be submitted to the Mayoral Committee for consideration and review.

Performance Reporting and Review

The next two steps in the process of performance management namely that of performance
reporting and performance review will be dealt with at the same time. This section is further divided
into three sections dealing with the requirements for in-year versus annual reporting and reviews

respectively and lastly a summary is provided of the various reporting requirements.
In-year Performance Reporting and Review

The submission of the scorecards to the Mayoral Committee for consideration and review of the
performance of the Municipality as a whole is the next step in the process. The first such report
is a major milestone in the implementation of PMS and it marks the beginning of what should
become a regular event namely using the performance report as a tool to review the Municipality’s

performance and to make important political and management decisions on how to improve.

The organizational and SDBIP scorecards be submitted to the Mayoral Committee for
consideration and review on a quarterly basis. The reporting should therefore take place in
October (or the period July to end of September - quarter 1 of the financial year), January
(for the period October to the end of December - quarter 2), April (for the period January
to the end of March - quarter 3) and July (for the period April to the end of June - quarter
4).
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The review in January will coincide with the mid-year performance assessment as per section 72
of the MFMA.. The said section determines that the accounting officer must by 25 January of each
year assess the performance of the municipality and report to the Council on inter alia its service
delivery performance during the first half of the financial year and the service delivery targets and

performance indicators as set out in its SDBIP.

Performance review is the process where the management of Polokwane Municipality, after the
performance of the municipality have been measured and reported, reviews the results and
decide on appropriate action. The Mayoral Committee in reviewing the municipal scorecards
submitted to it will have to ensure that targets committed to in the scorecard have been met,
where they have not, that satisfactory and sufficient reasons have been provided by senior
management and that the corrective action being proposed are sufficient to address the reasons
for poor performance. If satisfied with the corrective action as proposed this must be adopted as

formal resolutions of Council.
Annual PafomanceReporting and Review

On an annual basis a comprehensive report on the performance of Polokwane Municipality needs
to be compiled. The requirements for the compilation, consideration and review of such an annual

report are set out in chapter 12 of the MFMA. In summary it requires that:

¢ All municipalities for each financial year compile an annual report

¢ The annual report be tabled within seven months after end of the financial year

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

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

o The oversight report as adopted be made public

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

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

legislature.
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The oversight report to be adopted provides the opportunity for full Council to review the
performance of the Municipality. The requirement that the annual report once tabled and the
oversight report be made public similarly provides the mechanism for the general public to review
the performance of the Municipality. It is however proposed that in an effort to assist the public in
the process and subject to the availability of funding, a user- friendly citizens’ report be produced
in addition to the annual report for public consumption. The citizens’ report should be a simple,

easily readable and attractive document that translates the annual report for public consumption.

Annually a public hearing (MPAC hearing on the annual report) that involve the citizens of
Polokwane Municipality must be held. The hearing must review the municipal performance over
and above the legal requirements of the Municipal Systems Act and the MFMA. Such a campaign

could involve all or any combination of the following methodologies:

e Various forms of media including radio, newspapers and billboards should be used to convey
the annual report.

¢ The public should be invited to submit comments on the annual report via telephone, fax and
email.

e Public hearings could be held in a variety of locations to obtain input of the annual report.

e Making use of existing structures such as ward and/or development committees to
disseminate the annual report and invite comments.

e Hosting a number of public meetings and road shows where the annual report could be
discussed and input invited.

e Posting the annual report on the council website and inviting input

Lastly, the performance report of Polokwane Municipality is only one element of the annual report
and to ensure that the outcome thereof timeously inform the next cycle of performance planning
in terms of an IDP compilation/review process, the annual performance report be compiled and
completed as soon after the end of a financial year as possible but ideally not later than two

months after financial-year end.
Summary of Vaious Performance Reporting Requirements

The following table, derived from both the legislative framework for performance management
and this PMS Policy, summarizes for ease of reference and understanding the various

performance reporting deadlines as it applies to Polokwane Municipality:
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SDBIPs Quarterly Mayoral Committee See MFMA Circular
13 of National
Treasury for
further information
Monthly budget Monthly Executive Mayor (in | See sections 71 and
statements consultation 54
with Mayoral | of the MFMA
Committee)
Organizational Quarterly Mayoral Committee This PMS Policy (see
Scorecard (Quarterly section 7.5.1
Institutional above)
Performance Report)
Performance report Annually Council See section 46 of the
Municipal  Systems
Act as amended. Said
report
to form part of the
annual report (see 7
below)
Annual report Annually Council See chapter 12 of the
MFMA

8. THE AUDITING OFPERFORMANCE MEASURES

Theroleof Internal Audit In terms of Performance Management

The MFMA requires that Polokwane Municipality must establish Internal Audit section which
service could be outsourced depending on its resources and specific requirements. Section 45 of
the Municipal Systems Act stipulates that the results of the Municipality’s performance measures

Page | 20




must be audited by the said internal audit section as part of the internal auditing process and

annually by the Auditor-General.

The Municipal Planning and Performance Management Regulations of 2001 stipulates that

Internal Audit section must on a continuous basis audit all performance and the auditing must

include an assessment of thefollowing:

()
(ii)

The functionality of the municipality’s performance management system.
Whether the municipality’s performance management system complies with the
Act.

(i)  The extent to which the municipality’s performance measurements are reliable in

measuring the performance of municipalities by making indicators.

Each of the aforementioned aspects will now be looked at briefly.

Functionality

To function could be defined as a proper or expected activity or duty or to perform or operate
as expected (Chambers Handy Dictionary). This could also be applied to the operation of any
system such a PMS. The internal Audit section must therefore on a regular basis audit
whether the PMS of Polokwane Municipality is functioning as developed and described in
this Policy.

Compliance

To comply can be defined as to act in the way that someone else has commanded or whished
(Chambers Handy Dictionary). In this respect it is clear that the legislature wishes to ensure
that the Polokwane Municipality’s PMS complies strictly with the requirements of the Systems
Act, Regulations and the MFMA. This compliance check would require that the Municipality’s
Internal Audit Unit, at least on an annual basis, verifies that the Municipality’s PMS complies

with the said legal requirements.

Reliability
To rely could be defined as to trust or depend (upon) with confidence. Reliability in the context
of PMS refers to the extent to which any performance measures reported upon could be seen

as being reliable, e.g. if the performance target was to build 500 houses and it is reported
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that the target has been met or exceeded, it must be established whether the information is
factually correct or only an estimation or even worse, purposeful misrepresentation.
Undertaking a reliability audit will entail the continuous verification of performance measures
and targets reported upon. This will require that Polokwane Municipality place a proper
information management system (electronically or otherwise) so that the internal audit

section is able to access information regularly and to verify its correctness.

The Polokwane Municipality’s Internal Auditors must submit quarterly reports on the audits

undertaken to the Municipal Manager and the Audit Committee.

Audit Committee

The MFMA and the Municipal Planning and Performance Management Regulations require that
the municipal council establish an audit committee consisting of a minimum of three members,
where the majority of members are not employees of Polokwane municipality. No Councilor may
be a member of an audit committee. Council shall also appoint a chairperson who is not an

employee.

The Regulations gives municipalities the option to establish a separate performance audit
committee whereas the MFMA provides only for a single audit committee. The operation of this
audit committee when dealing with performance management is governed by section 14 (2-3) of

the Regulations which require that the audit committee must:

e review the quarterly reports submitted to it by the internal audit unit.
¢ review the municipality's PMS and make recommendations in this regard to the Council of
the Municipality.

e atleast twice during a financial year submit an audit report to the municipal Council.

In order to fulfill their function a performance audit committee may, according to the MFMA and

the Regulations,

e Communicate directly with the council, municipal manager or the internal; and external
auditors of the municipality concerned;
e Access any municipal records containing information that is needed to perform its duties

or exercise its powers;
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e Request any relevant person to attend any of its meetings, and, if necessary, to provide
information requested by the committee; and
e Investigate any matter it deems necessary for the performance of its duties and the

exercise of its powers.

The council of Polokwane Municipality has an Audit Committee, which performs the audit function
of performance. The audit committee has been established in terms of the MFMA and is in line

with the provisions of the Local Government: Planning and Performance Regulations of 2001.

Performance Investigations

The Audit Committee should also be able to commission in-depth performance investigations
where there is either continued poor performance, a lack of reliability in the information being

provided or on a random ad-hoc basis. The performance investigations should assess:

o The reliability of reported information
¢ The extent of performance gaps from targets
e The reasons for performance gaps

e Corrective action and improvement strategies

While the Internal Audit unit may be used to conduct these investigations, it is preferable that
external service providers, who are experts in the area to be investigated, should be used. Clear

terms of reference will need to be adopted by the Council for each such investigation.

9. GENERALISSUES RELATING TO PERFORMANCE MANAGEMENT
The following is some general issues related to performance management that needs to be taken

into consideration in implementing the PMS of Polokwane Municipality:
Annual Review ofthe Performance Management System

One of the functions of the audit committee is to on at least an annual basis, review the PMS of
the Municipality. It is envisaged that after the full cycle of the annual review and reporting is

complete and the audit committee has met as required; the Internal Audit unit will compile a
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comprehensive assessment/review report on whether the Municipality's PMS meets the system
objectives and principles as set out in this Policy and whether the system complies with the
Systems Act, PMS Regulations and the MFMA. This report then needs to be considered by the
audit committee and any recommendations on amendments or improvements to be made to the

PMS, submitted to Council for consideration.

The Municipal Systems Act requires the Municipality also annually evaluate its PMS. The review
undertaken by the audit committee and its recommendations could serve as input into this wider
municipal review of the PMS and it is proposed that after the full cycle of the annual review is
complete; the Municipal Manager will initiate an evaluation report, taking into account the input
provided by departments. The report will then be discussed by the Executive Management and

finally submitted to the Committees for discussion and approval.
Integrating PMSwith the Council’s Existing Management Cycle

International best practice indicates that PMS stand the best chance to succeed if it is integrated
with the current management cycle of the Municipality. The purpose of such a cycle would be to
guide the integration of important processes such as the strategic planning or development
process in terms of the IDP methodology, the annual budget process and the formal process of

evaluating and assessing Council’s performance in terms of the approved PMS.

Institutional Arrangements

The implementation of the PMS in terms of this Policy would require co-ordination and it is
recommended that at organizational level this be the task of the Manager PMS responsible for
the PMS function in the municipality. This doesn’t mean that it is the responsibility of the PMS
Manager to measure, analyze and report on performance but only to ensure that this happens and
that material collated and available for analyses and review as per this Policy on behalf of the
Municipal Manager.

At an individual level the responsibility for co-ordination, administration and record keeping should

be the responsibility of the Manager responsible for human resource management.

The Municipality also needs to ensure that its internal audit section is capacitated to deal with the
additional responsibilities it has in terms of performance management over and above its

traditional financial auditresponsibilities.
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10. STANDARD OPERATING PROCEDURE

Policies and procedures describe the generalized view of a job without getting into the major
specifics, and often remain the same within a department or across the municipality as a whole.
These often govern who does what on the job. Standard operating procedures get down to

specifics of how a task is to be accomplished. SOPs work to fulfill policy and procedures.

SOPs look more toward standardized ways to get work done, while policies and procedures allow
more room for a worker to improvise. Because of this, policies and procedures create more
likelihood of a standardized product or service, but SOPs insure that a product or service comes
out the same way every time. In order for Polokwane Municipality to ensure that performance
management is standard, a Performance Management Standard Operating Procedure must be
developed and implemented across all the directorates. The SOP will be signed off by the
accounting officer and will be reviewed on regularly basis and also when there a material changes

in the performance management environment of the municipality.

11. TECHNICAL INDICATOR DESCRIPTION MANUAL

Polokwane Municipality must develop the Technical Indicator Description Manual for each
indicator that appears in the institutional/municipal scored as captured in the Top-Layer Service
Delivery and Implementation Plan. The purpose of the Technical Indicator Description Manual is
to explain how the collection, calculation and interpretation of the data of each indicator is to be
done. The Technical Indicator Description Manual must be aligned to the Top-Layer SDBIP and
must have same indicator reference number and should reflect the financial year that the

indicators are applicable to be measured.

The table below reflects the format of the Technical Indicator Description Manual:

Indicator Indicat | Short Purpos | Source/collecti | Method Data Type of | Reportin | Indicator

Number/SDB | or Title | Definitio | e of the | on of data of limitatio | Indicat | g Cycle Responsible

IP Number n Indicat calculati n or Person/Director
or on ate
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12. INFORMATION TECHNOLOGY TOOLS FOR PERFORMANCE MANAGEMENT
(AUTOMATED PERFORMANCE MANAGEMENT SYSTEM)

Technology is being used in almost every organization to accomplish specific tasks. Technology
has changed the way we work and it simplifies the way employees accomplish specific tasks at
work. Every year new technology is integrated in different workplaces with a great aim of
improving working processes, systems and procedures. Recently, there are noticeable
developments in the performance management environment in the form of automation.
Polokwane Municipality took advantage of the IT development in the PMS environment. The
municipality has automated PMS in 2016 from manual. Performance monitoring, measuring and
evaluation is now done using automation. Automation is able to capture performance information,
store performance information, review performance information and generate performance
reports. Currently, Polokwane Municipality is utilizing the Lebelela Performance Management
System supplied by the Institute for Performance Management company. The system description
is provided and supplied by the service provider. The Lebelela Performance Management System
complies the Polokwane Municipality’s IT Policies relating to IT Systems.

13. CONCLUSION
In conclusion it must be emphasized that there are no definitive solutions to managing municipal
performance. The process of implementing a performance management system must be seen as
a learning process, where the Municipality must continuously improve the way the system works
to fulfill the objectives of the system and address the emerging challenges from a constantly

changing environment.
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SECTION B: INDIVIDUAL PERFORMANCE

14. PREAMBLE

The implementation of an Organizational Performance Management System necessitates the
inclusion of an Employee Performance Management System, so as to ensure that strategic goals
(ultimate outcomes) and strategic objectives (intermediate outcomes) of the organization are

interpreted and delivered by employees.

The Organizational and Employee Performance Management Policy is applicable to all
employees of the City of Polokwane. The legislative environment requires the filtering down of
the Performance Management System to employee levels lower than the Municipal Manager and
Managers directly accountable to the Municipal Manager. Legislation does not, however,
prescribe performance management practices at lower levels. In terms of section 67 of the
Municipal Systems Act no 32 of 2000, a municipality, in accordance with applicable law and
subject to any applicable collective agreement, must develop and adopt appropriate systems and
procedures to ensure fair, efficient, effective and transparent personnel administration, including

(d) the monitoring, measuring and evaluating of performance of staff.

Varied responsibilities and contractual arrangements with individual employees’ present
obstacles to promoting a unified performance management culture. For this reason the Policy
aims to align all performance management practices. Where required, distinction is made
between the application of the Policy for Top Management and other Municipal employees. The
PMS Policy integrates various legislative and also unique Municipal Management requirements,

inclusive of:

R/
0’0

Labour Relations Act, No 66 of 1995.
% The Constitution, Act No 108 of 1996.
White Paper on New Employment Policy in the Public Sector, 1997.

R/
0’0

R/
0’0

Local Government: Municipal Structures Act No 117 of 1998.
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+» Local Government: Municipal Systems Act 32 of 2000; Local Government: Municipal
Systems Amendment Act 2003 and Local Government Municipal Systems Amendment
Bill, 2010.

« Municipal Planning and Performance Management Regulations and Guidelines, Notice
7146 of 2001.

+ Local Government: Municipal Finance Management Act No 53 of 2003 and MFMA
Regulation 493 of 2007.

+ Local Government: Municipal Performance Regulations for Municipal Managers and
Managers directly accountable to Municipal Managers, Regulation 805 of 2006.

+ Government Wide Monitoring and Evaluation Framework.

+ 12 Outcomes of Government with specific emphasis on Outcome 8 and 9.

+ Performance and Delivery Agreements.

15. PURPOSE

The Municipal Systems Act, 32 of 2000 and the Performance Management Regulations of 2001
and 2006 stipulate that Municipalities should develop Performance Management Systems to
confirm the intention, implementation, monitoring and review of its Integrated Development Plan’s
priorities. Alignment between organizational and employee performance management is

imperative to ensure the above.

e The purpose of the City of Polokwane Organizational and Employee Performance
Management Policy is to regulate the effective implementation of the performance
management requirements for employees of the Municipality based on legislative
requirements.

e It provides for a mechanism by which management shall give direction regarding the
achievement of organizational goals (ultimate outcomes) and objectives (intermediate
outcomes).

e It is derived from the Performance Management Framework (2011) of the City of
Polokwane — aimed at incorporating organizational and employee performance
management. The Policy thus outlines how Polokwane Municipality responds to the

requirement of Chapter 6 of the Municipal Systems Act.
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16. THE EXPECTED OUTCOME OF THE POLICY

The expected outcome of the application of the Organizational and Employee Performance

Management Policy is that:

v

v

The Integrated Development Plan (IDP) will be interpreted in the Organizational,
Departmental, Strategic Business Unit Scorecards;

Employees of the Municipality will collectively execute their obligation towards the
community as expressed in the Integrated Development Plan (IDP) and Organizational,
Departmental and Strategic Business Unit Scorecards resulting in the development of
Individual Performance Plans/Scorecards annually as interpreted in the Service Delivery
Budget Implementation Plan (SDBIP) and Lower Service Delivery Budget Implementation
Plan (LSDBIP); and

Employees will gain an understanding of how they can contribute towards the attainment
of the vision, mission, priorities, strategic goals (ultimate outcomes) and objectives
(intermediate outcomes), key performance areas and key performance indicators of the

Municipality.

With the above in mind the Policy focuses on describing in broad terms:

v
v

How employee performance management activities should be planned

How cascading to all levels will promote accountability and improved individual employee
performance

How to collect process and report on performance information.

How employees must be actively involved in the management of their own performance
in an accountable manner

How incentives and rewards should be structured

How to take practical steps to improve on performance on the basis of information

obtained

City of Polokwane has adopted Results/Outcomes Based Management as their planning

methodology aligned to Government Wide Monitoring and Evaluation Framework. The

methodology utilizes the logic model to articulate the results to be achieved. The model promotes

cascading of performance at all levels. See Figure 1 below:
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Figure 1: The Logic Model
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17. SCOPE OF APPLICATION

This policy is applicable to all employees of Polokwane Municipality. More specifically, this policy
shall be applicable to following categories of employees:

v' Employees referred to in the Municipal Systems Act as Section 57 Employees i.e. the
Municipal Manager and the managers reporting directly to the Municipal Manager;

v' Employees who are permanent employees of the Municipality and fall within the ambit of
the Local Government Collective Bargaining Council; and

v" Employees who are employed by the Municipality on fixed term contracts and fall outside

of the Local Government Collective Bargaining Council.
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18. OBLIGATIONS OF THE EMPLOYER

The employer shall:
v Create an enabling environment to facilitate effective performance by the employee.
v" Provide access to skills development and capacity building opportunities.

v" Work collaboratively with the Employee to solve problems and generate solutions to

common problems that may impact on the performance of the employee.

v' On the request of the employee delegate such powers reasonably required by the
Employee to enable him/her to meet the performance objectives and targets established

in terms of this agreement.

19. DEFINITION OF EMPLOYEE PERFORMANCE MANAGEMENT

Employee Performance Management may be defined as the process of creating a work
environment in which employees are enabled to perform to the best of their abilities, so as to
ensure the achievement of organizational goals (ultimate outcomes) and objectives (intermediate
outcomes). It is a continuous process of clarifying job responsibilities, priorities and performance
expectations to ensure optimum performance. It is one of the key processes that, when effectively
carried out, helps employees understand their contribution towards organizational performance

achievements.

Employee performance management therefore culminates in a methodology of cascading and
integration between organizational, departmental, business unit and employee performance. It
includes clarifying expectations, setting outputs and targets, providing feedback and evaluating
results. Employee performance management involves a planned process that provides the
opportunity for both the manager/supervisor and employee to identify, focus on and review the
intended contributions towards the achievement of the mission and strategic goals (ultimate
outcomes) of the organization. It establishes a shared understanding about what is to be achieved
and how it is to be achieved. It is an approach to manage people to increase the probability of

achieving success.
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20. OBJECTIVES OF THE ORGANISATIONAL AND EMPLOYEE PERFORMANCE
MANAGEMENT SYSTEM

The overall objective of implementing and sustaining effective employee performance
management is to build human capital at strategic and operational levels throughout the
Municipality. To achieve this objective an Organizational and Employee Performance
Management System is implemented to provide administrative simplicity, maintain mutual respect
between managers and employees, and add value to day-to-day communication about

performance and development issues.

More specifically, the Organizational and Employee Performance Management System focuses

on:

v Ensuring compliance with legislative requirements in terms of performance management.

<

Translating Municipal strategies into individual performance priorities.

v Aid in the assessment of employee performance against objectives whilst considering the
utilization of resources.

v" Allowing employees to become more actively involved in achieving organizational goals
(ultimate outcomes) and be accountable for their own performance by instiling a
performance-oriented culture.

v' Drive organizational values, culture and desired leadership behavior through rewarding
these elements.

v Promote a clear work ethic, customer orientation and a culture of professionalism,
accountability and delivery.

v/ Build human capital at strategic and operational levels throughout the City of Polokwane

in line with the mission of the Municipality.

21. PRINCIPLES OF THE ORGANISATIONAL AND EMPLOYEE PERFORMANCE
MANAGEMENT SYSTEM

The Performance Management System is founded on the following sound and proven principles:

Page | 32



Simplicity

Legislative Acceptance
Implement ability

Transparency and accountability
Efficiency and sustainability
Community participation
Integration

N N N N N N RN

Objectivity

22. KEY ROLE-PLAYERS

Various political and administrative structures impact on employee performance. A brief
description of the roles of these structures is provided below.

Table 1: Key Role-Players in the Employee Performance Management Process

Role Player Role

Executive Mayor | The Executive Mayor may assign the management of performance
(organizational and employee) to the Municipal Manager. The Mayor is
responsible for dispute resolution regarding performance management matters
(nature of performance agreement and performance evaluation) of the Municipal

Manager and Managers directly accountable to the Municipal Manager.

Municipal It is the responsibility of the Municipal Manager to ensure the effective and
Manager efficient design, development and implementation of an Organizational and
Employee Performance Management System. The Municipal Manager will
accept overall accountability for service delivery of the agreed performance
indicators as stipulated in the IDP and SDBIP of the organization, and will be
accountable to the Executive Mayor at agreed intervals.

In addition, the Municipal Manager is responsible for ensuring proper monitoring,
assessment and review of the Organizational and Employee Performance
Management System. The Municipal Manager will delegate responsibility and

accountability to Directors and Managers.
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Role Player

Role

Directors

Directors are responsible for the effective coordination of employee performance
by developing objectives and indicators with employees in such a way that
continuous improvement is encouraged. They should enter into the Performance
Plans with employees and the delegation process shall be cascaded down to all
levels within each Department.

Directors are further responsible for using the performance management
process to monitor and coach employees; including providing continuous
feedback and assessment. Based on assessments, managers are responsible

for managing poor performance and recognize and reward good performance.

Individual

Employees

Roles and responsibilities of individual employees within the performance

management framework include:

v' Taking responsibility for the standard of his/her own performance by
improving output quality

v' Developing and implementing action plans so that set objectives can be
achieved

v' Asking their manager for information, help or advice to assist them in
meeting set targets

v" Making suggestions on how they can improve their performance

v Keeping their manager informed about any problems that will negatively
affect the achievement of set targets

v Keeping their manager informed about how well they are doing in relation
to their objectives

Human

Resources

The Human Resource Department is to provide guidelines, advice and
instruments and will manage quality control of employee performance
management efforts. They are also responsible for informing the Municipal

Manager on required procedures and structures.

Strategic
Planning,
Monitoring

Evaluation

&

The Strategic Planning, Monitoring & Evaluation oversees and provides
guidance on the development and implementation of the Municipal

Organizational and Employee Performance Management System.

Page | 34




Role Player

Role

Strategic Planning, Monitoring & Evaluation is the custodian of Performance
Management on behalf of Senior Management and has to work closely with the

Human Resources Unit which must:

v" Conducting follow-up and evaluation studies within the Municipality
including attitude surveys to assess the effectiveness of the Employee
Performance Management System

v Testing staff morale

<

Ensuring change management is instilled
v Based on the findings, make recommendations to senior management to

improve the overall Performance Management System

Strategic Planning, Monitoring & Evaluation will further ensure cohesion and
alignment between its activities and that of other role-players involved in the
employee performance management process and will work closely with the

Human Resources Unit.

Assessment/
Evaluation
Panel and

Moderator

Assessment/Evaluation panels are involved in the assessment of employees’
performance. Section 27(4)(d) of Regulation 805 provides details on the
Assessment/Evaluation panels to conduct the assessment of the Municipal

Manager and Managers directly accountable to the Municipal Manager.

Assessment/Evaluation panels comprising of the manager of an employee, a
peer and employees reporting to the employee, are to be created in cases where

employees on other management levels are assessed.

A 180° assessment process is to be followed for all other employees, implying
the involvement of the employee and his/her direct manager in the assessment

process.

The Assessment/Evaluation Panel is chaired by the Moderator who is
responsible for moderating the assessment process. The Moderator is also
responsible for resolving any disagreements that may arise between managers

and incumbents. Together with the rest of the Assessment/Evaluation Panel,
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Role Player

Role

moderators are responsible for recommending appropriate rewards and

incentive schemes for excellent performance.

Internal Audit

Internal Audit is responsible for conducting an independent evaluation of
performance assessments. To this effect Internal Audit members may sit in
during a number of employee assessments as an observing member to validate
the information included in employee Portfolio of Evidence (PoE). Due to the
scope of assessments to be conducted, the Internal Audit may not be able to
attend all employee assessments, but should attend a dedicated number per

level.

The Internal Audit is responsible for reviewing performance evidence and quality
assurance. They should also actively participate in the final review sessions and
approval of incentives with the Performance Audit and Remuneration

Committee.

Performance
Audit and
Remuneration

Committee

The aim of the Performance Audit and Remuneration Committee is to evaluate
and conduct an overall audit of all performance appraisals that were conducted

within the Municipality.

This includes reviewing the appraisals per manager, level and division to ensure
cohesion and the application of similar standards throughout the performance

appraisal process.

The Performance Audit and Remuneration Committee is a critical body to ensure
that confidence can be created in the effectiveness and equity of the
Organizational and Employee Performance Management System. This

committee is responsible to:

v' Ensure that all legislative and regulatory requirements regarding
performance management are fulfilled

v Review and ensure the application of organizational performance
management policy and strategies aligned to employee strategies and
policies

v" Review the performance of the organization as a whole
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Role Player Role

v" Review the performance of the Municipal Manager and direct reports to
provide validity to the review process

v Review and ensure the application of organizational remuneration
policies and strategies

v' Ensure the payment of fair, competitive and appropriately structured
remuneration

v' Have oversight over the remuneration policies and practices of the
organization

v" Review the findings of the Internal Audit Committee based on
documentation made available by this Committee

v' Approve recommendations of performance bonuses as stipulated by
Assessment/Evaluation Panels for the Municipal Manager and Managers
directly accountable to the Municipal Manager and to give those through
to Council for approval

v" Review and recommend financial and formal non-financial performance
incentives to other employees and provide a report on the matter to the
Executive Management for review and approval

v' Review the performance reward scheme of the Municipality on an annual

basis

Audit and
Performance
Audit

Committee

Provide Independent audit on legal compliance. Audit of municipal performance

and communicate directly with the Council, Municipal Manager as well as internal

and external auditors

Municipal Public
Accounts
Committee
(MPAC)

The role is to provide oversight over the activities of Council as the Municipal

Council is vested with both legislative and executive authority. Oversight and

accountability helps to ensure that the executive implements programmes and

plans in a way consistent with policy, legislation and the dictates of the

Constitution.

Page | 37




23. ORGANISATIONAL VS EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM

Human Resources are necessary to ensure that effective services are provided within
Municipalities. The organization is therefore in need of effective human resource management
practices that can ensure the appropriate deployment, support and accountability of Municipal

employees.

Within the Municipal organizational structure the SDBIP and LSDBIP give effect to the annual
implementation of the IDP and budget of the Municipality. In developing a credible SDBIP and
LSDBIP the Municipality has adopted the Logical Model. During the IDP Strategies Phase, the
Municipality develops Organizational, Departmental and Business Units Scorecards which are
translated into the SDBIP and LSDBIP. These planning documents provide the bridge between
community needs and what must be delivered by Council and Administration through individual
performance that must support the vision, mission, goals and objectives of the organization.

In the context of the above, effective employee performance management requires the alignment
of employee activities to organizational strategies. The focus should be on results (inputs,
activities, outputs) as the preferred approach to employee performance management, as it

enables employee efforts to be linked to organizational goals and objectives.

Organizational performance management is divided into four phases, namely:
v' planning/review,
v/ monitoring,
v reporting and
v

Evaluation.
For employee performance management to be aligned to organizational performance
management and the process plan, the same phases apply. The application of these phases in

line with organizational performance management phases is displayed in the below table.

A cyclical process is followed to ensure effective and efficient employee performance

management. A summary of these phases is provided below.
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Table 2: Employee Performance Management Phases

Phases Explanation
Planning/Review: It encompasses the compilation of Performance Agreements inclusive
of

Performance and Personal Development Plans.

Employee Performance Plans inclusive of the Performance Scorecard
should relate back to Municipal goals (Ultimate Outcomes) and
objectives Intermediate Outcomes). These planning documents should
be used to design the Performance Plan (Performance Scorecard) of
Municipal employees. For each individual employee their individual
Performance Plans are informed by the priorities and targets set for
their managers and their own tasks and accountabilities. This process
allows for cascading strategies down to the level of each individual

Employee Performance Plan.

Monitoring and This phase relates to the assessment of performance and periodic
Assessment: review of progress to achieve set targets. Employee performance
monitoring encompasses a continuous review of the levels and

standards of activities performed by an employee.

The process of assessment is used to measure performance via data
through scoring to determine if targets were met. Performance is
therefore assessed against the achievement or non-achievement of
targets. Assessment of performance requires employees and
managers to look at inputs (resources, financial perspective),
activities/processes (functions, service standards perspective),
outputs (results, service delivery perspective) and outcomes (impact,
customer satisfaction, and growth, quality of life) to determine the
impact that an employee made towards the achievement of Municipal

service delivery.

During the assessment process an overall rating is calculated by using

the applicable assessment-rating calculator. The rating is used to
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Phases Explanation

determine future actions, i.e. under-performance may result in
additional coaching/training or disciplinary action, whilst exemplary

performance may result in incentives as a reward for excellence.

Reporting and Reporting on findings of the assessment process occurs in this phase.
Coaching: Based on findings, a coaching and/or disciplinary action plan is to be
put in place to ensure improvement of performance — where

necessary.

Coaching/mentoring can be used to change behavior or actions so as
to ensure that targets are achieved against set standards. Coaching
may be conducted to help an employee to meet or exceed the
standards of expected performance. Coaching is a crucial part of the
continuous tracking and improving of performance, and provides
guidance, feedback and reinforcement of the key results and

competencies expected of an employee.

Evaluation and Evaluation of the employee performance management process is
Reward: essential to ensure the validity and reliability of the performance
management process. In other words, the purpose of evaluation is to
critically evaluate past actions, build on areas of value, eliminate non
value adding processes, and use the information gained to make
informed decisions to realign employee and organizational goals and
objectives. Without continuous evaluation there can be no

improvement and development.

Annual performance evaluations also involve the provision of rewards

in cases where performance exceeded expectations.

Activities within the Employee Performance Management Programme have been divided to
collate with the organizational performance management phases. Detail on how these activities
are to be executed to ensure effective and efficient employee performance management are

provided in more detail throughout the rest of this Policy document.
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24. PLANNING AND REVIEW

The planning phase is the first in the performance management cycle and occurs in June of each
year. This is a consultative process during which an employee and his/her manager jointly draft
the performance agreement/plan based on the goals (ultimate outcomes) and objectives

(intermediate outcomes) set out in the IDP and SDBIP of the Municipality.

The process of planning relates to the establishment of performance contracts, performance
agreements and performance plans to be used to measure the performance of individual
employees. These documents should be linked to the Organizational, Departmental and Business
Units Scorecards, IDP, SDBIP and LSDBIP of the Municipality based on the employee level.

25. PERFORMANCE CONTRACTS

Regulation 805 of 2006 states that the Performance Contract of the Municipal Manager and
Managers directly accountable to the Municipal Manager is fixed for a specific term of employment
not exceeding a period ending two years after the election of the next Council of the Municipality.
The Contract must provide for a commencement date as well as a termination date. The Contract
should make provision for the cancellation of the contract in case of non-performance compliance

or due to medical incapacity.

All contracts are subject to the terms of conditions stipulated in Section 55 of the Municipal
Systems Act (2000) as well as all related stipulations within the Municipal Finance Management
Act (MFMA) (2003). In addition to the above, employment in terms of the Employment Contract
is subject to:

v' The signing of a separate Performance Agreement within ninety (90) calendar days after
assumption of duty and annually within one month after the commencement of the new
financial year.

v" The submission of original or certified copies of academic and professional qualifications
and proof of previous employment.

v" The signing of the code of conduct as stipulated in Schedule 2 of the Municipal Systems
Act.
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v' The disclosure of all financial interest on the date of assumption of duty and annually within
one month after commencement of the financial year (June).
The signing of Performance Contracts is not applicable to other employees in the employment of

the City of Polokwane.

26. PERFORMANCE AGREEMENTS

Applicable to the Municipal Manager and Managers directly accountable to the Municipal
Manager, Chapter 3 of Regulation 805 provides specific detail on the Performance Agreements
for Municipal Managers and Managers directly accountable to Municipal Managers. In addition
the Municipal Systems Act (MSA), Section 57 (1)(b) and (2)(a) states that Performance
Agreements of the applicable managers are concluded annually and within one month after the
beginning of the new financial year.

According to Sections 23(2) and 25(1) (2) of Regulation 805, the Performance Agreement must
include performance objectives and targets appropriate to their respective area of responsibility
and aligned to the SDBIP. Performance Agreements are to be used as the basis for assessing
whether the employee has met the performance expectations applicable to his/her job. The
Performance Agreement should therefore include detail on monitoring and measurement
requirements against set targeted outputs. Performance assessments should specify objectives
and targets defined and agreed upon, and be used as the basis for assessing whether the
Municipal Manager or Manager directly accountable to the Municipal Manager has met the
performance expectation applicable to his/her job. Annexure to the Performance Agreement

should include a Performance Plan as well as a Personal Development Plan.

The contents of the Performance Agreement of the Municipal Manager and Managers directly
accountable to the Municipal Manager must be made available to the public in accordance with
Section 75 of the MFMA and Section 57 of the MSA. The respective Employment Contract and
the Performance Agreement must be submitted by the Municipal Manager to the MEC (Section
4(c) of Regulation 805) responsible for Local Government in the relevant Province as well as the
National Minister responsible for Local Government within fourteen (14) days after concluding the

Employment Contract and the Performance Agreement.
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27. PERFORMANCE PLANS

An effective and efficient Organizational and Employee Performance Management System
requires the development and agreement of similar documents and actions as those of the
Municipal Manager and Managers directly accountable to the Municipal Manager with the main
difference relating to the signing of a Performance Contract and Performance Agreement as
legislatively required. A Performance Plan must therefore be completed for each Municipal
employee.

The aim of a Performance Plan is to set out specific accountabilities that the Municipal employee
will be responsible for. In the case of the Municipal Manager and Managers directly accountable
to the Municipal Manager the Performance Plan forms an annexure to the Performance
Agreement. In the case of other employees within the Municipality a similar Performance Plan is
to be compiled so as to ensure cascading of Municipal goals (ultimate outcomes) and objectives
(intermediate outcomes) to individual employee levels. The Performance Plan must be conducted
within a reasonable time after an employee has been appointed and thereafter within one month

after the beginning of the financial year of the Municipality.

The Performance Plan of the Municipal Manager forms the basis of Performance Plans for the
next reporting level. The Performance Plans of respective managers are to be used to compile
Performance Plans of employees reporting to them. Objectives and targets must be identified,

discussed and agreed with each individual employee.

The criteria upon which the performance of the Municipal Manager and Managers directly
accountable to the Municipal Manager should be assessed consist of two components carrying a
weighting of 80:20. Eighty percent (80%) is to be allocated to the Key Performance Areas (KPAS)
and twenty percent (20%) to the Core Competency Requirements (CCRs) including Municipal
Values. Each area of assessment must be weighted and contribute a specific part to the total

score.
Similar components are used to assess the performance of other employees. In the case of other

employees, the weighting should be adapted to 70:30 for employees up to level seven and 60:40

for levels eight and lower where the allocated weighting for KPAs is 70%/60% and CCRs
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30%/40%. This criterion split is determined by the core focus of an employee’s job in relation to

the delivery on performance objectives.

28. PERFORMANCE SCORECARD AS PART OF THE PERFORMANCE PLAN

The development of a scorecard included in the Performance Plan is required to set specific
accountabilities and standards upon which performance is to be executed and assessed.
Information included in the scorecard of the Performance Plan should align to organizational goals
(ultimate outcomes), objectives (intermediate outcomes), indicators and targets.

An example of such a scorecard is provided below.

Table 3: Performance Plan / Scorecard Example

Performance Scorecard

Employee Name: Employee Number:

Job Title: Directorate/Department:

Manager: Date (Financial Year):

Position Purpose:

Achievement of KPA’s — 80%/70%/60% of total Score

KPA Weight | KPI Weight | Baseline | Target | Evidence | Rating | Notes
100 100
Achievement of CCRs — 20%/30%/40% of total Score
Description Weighting Total Notes
100
Employee Signature: Manager Signature: Date:

By signing this Performance Scorecard the manager and employee indicates their full understanding of, and

agreement with the contents of this scorecard.

The identification of KPAs and associated KPIs to be incorporated in the scorecard of the
Performance Plan is a joint process between the employee and his/her manager. The dual
identification of KPAs and KPIs are required to ensure alignment between organizational and
employee performance management. Each employee’s KPAs and KPIs must reflect critical

organizational targets that fall within their manager’s span of control and responsibility. Each
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employee must assume responsibility for those organizational KPAs and KPIs which fall within

his/her span of control.

Once identified, it is the responsibility of each employee to draft his/her initial scorecard. This
responsibility is assigned to each employee to ensure that they feel empowered by the
Performance Management System as they are in control of their own performance plan and
expectations. Employees will therefore buy into, agree with and understand the content of the
Performance Plan. To be effective Performance Plans must be simple and manageable.

KPAs of an employee should be categorized from most to least important, based on those that
have the most strategic importance in each year’s annual performance cycle. Those KPAs that
are most critical from a strategic perspective must be singled out. Of all the KPAs on the scorecard
only between two and four should be seen as strategically important and should be identified as
such. Higher weightings should be assigned to these.

KPAs must thus be prioritized from most to least important with the highest weighting allocated to
the most important KPAs. During the allocation of weighting the sum of all KPAs with associated
KPIs on each individual Performance Scorecard must be 100 points. It is recommended that the
minimum weighting per KPA be 10 and the maximum 50. The purpose of the weighting is to show

employees what the key focus areas are in the work that they must complete.

To ensure that KPAs and KPIs result in a clear understanding of what is required of each
employee, the scorecard included in the Performance plan must provide information related to

the following:

v Specify how much work must be completed within a certain period of time
v Describe how well the work must be done, specifying the accuracy, precision, appearance
or effectiveness of the work

v Determine by when or within what period the work is to be completed

<

Address the outcome (direct, intermediate, ultimate) to be obtained

v Describe the requirements, policy, procedure or rule for accomplishing the work

To achieve the above, it is recommended that KPIs be formulated according to the SMART

Principles:
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Specific: Must be stated clearly and unambiguously
Measurable: Must be quantifiable and measurable
Must specify a standard of output required
Must be valid and reliable and measure what is intended to be measured
Achievable: Should be challenging but realistic so as to motivate an employee
Shall be simple and easy to communicate to the relevant employee
Relevant: Should be aligned to the overall goals and objectives of the Municipality
and the Directorate/Department
Should reflect the employee’s position, the responsibility attached to the
position and the extent of their experience

Timeous: Must be linked to time frames

Every employee should know what exactly constitutes a 100% (fully effective) performance,
clearly specifying quantifiable measures. In order to measure performance, it is important that
baselines be allocated to KPAs and KPlIs in the scorecard. Baselines are previous measurements
of achievements against KPAs or KPIs and provide an opportunity to track whether employee
performance has improved over time. Whereas the baseline could be the first measure that was
taken of the KPA or KPI, the employee and manager could agree on a different measure if the

initial measure was found to be less effective than intended.

Measurement of performance also requires the setting of targets that indicate the standard which
each KPI must comply with. The target date stipulates the time frame in which the KPI must be
achieved. Targets may be derived from baselines and should be informed by long-term and
annual business plans. The various performance targets and standards agreed upon should be

made clear.

During the year evidence must be collected as proof of employee performance. Such evidence
should be collected and presented in the form of a Portfolio of Evidence (PoE). This PoE is
required to ensure fair review of employee performance and eliminate allegations of management
bias. Evidence to be submitted is agreed upon at the same time that the KPAs, KPIs and targets

are set.
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In the case of the Municipal Manager and Managers directly accountable to the Municipal
Manager, evidence should be confirmed by an independent third party. In terms of other

employees, a set of standards must be compiled, that submitted evidence should comply with.

Such standards may include that evidence:

v" Unambiguously reflects the achievement/non-achievement of a KPI
v Clearly reflects the facts
v Be concise and to the point

In terms of the CCRs, it should make up 20% of the total score in the case of the Municipal
Manager and Managers directly accountable to the Municipal Manager, or 30%/40% of other
employee scores. CCRs that are deemed to be most critical for the employee’s specific job should
be selected and agreed upon between the employee and his/her manager. Selected CCRs must
be chosen with due regard to the proficiency level of each employee including whether the
employee is living the values of the Municipality.

Below is a table indicating the Core Competency Requirements for the Municipal Manager and
Managers directly accountable to the Municipal Manager. The weightings allocated to each
competency will be specified in the individual’s Performance Agreement. The table below

indicates the three competencies considered to be compulsory for the Municipal Manager.

Table 4: Core Competency Requirements for the Municipal Manager and Managers directly

accountable to the Municipal Manager

Core competency requirements for Municipal Manager and Managers Directly Accountable to the Municipal Manager

Core Managerial and Occupational Competencies: Indicate Weight
Choice

Core Managerial Competencies:

Strategic Capabilities and Leadership

Programme and Project Management

Financial Management Compulsory

Change Management

Knowledge Management

Service Delivery Innovation

Problem Solving and Analysis

People Management and Empowerment Compulsory
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Client Orientation and Customer Focus Compulsory

Communication

Living the Values of the Municipality

Core Occupational Competencies:

Competence in Self -Management

Interpretation of and implementation within the legislative and national policy frameworks

Knowledge of developmental local government

Knowledge of Performance Management and Reporting

Knowledge of global and South African specific political, social and economic contexts

Competence in policy conceptualisation, analysis and implementation

Knowledge of more than one functional municipal field/ discipline

Skills in mediation

Skills in Governance

Competence as required by other national line sector departments

Exceptional and dynamic creativity to improve the functioning of the municipality

Total 100%

According to the SALGA Performance Management Policy and Procedure three competencies
are of particular importance and should be included in the Performance Plan of every employee.

These are:

v'  Customer service
v Service delivery

v' Teamwork competencies

Once the scorecard is completed, the manager and employee should sign off the Performance
Plan, inclusive of the Performance Scorecard. This signing signifies an understanding of the
performance expectations and an agreement of the work to be done towards the achievement of
performance expectations. Only signed off performance agreements/plans may be assessed. In
term of the finalization of Performance Plans, the final alignment of the process for employees
other than the Municipal Manager and Managers directly accountable to the Municipal Manager

should be the end of July.
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29. PERSONAL DEVELOPMENT PLANS

Regulation 805 of 2006 clearly indicates that a Personal Development Plan must be developed
for the Municipal Manager and Managers directly accountable to the Municipal Manager and must
serve as an Annexure to the annual Performance Agreement. In line with this requirement and to
ensure alignment within the Employee Performance Management System, a Personal
Development Plan must also be developed for each employee in the employment of the
Municipality and be attached to the Performance Plan of each employee.

The Skills Development Act, No 97 of 1998 requires of each employer to submit the Annual
Workplace Skills plan (WSP). This necessitates the development of employee personal
development plans to identify and address developmental gaps. The identification of outcome-
based competencies that must be implemented to complement IDP implementation should guide
the individuals to determine specific training or skills needed for effective project implementation.
These skills should be catered for via formal and informal training, coaching and mentoring.
Identified training and development areas must comply with skills identified in the skills audit
conducted, and aligned to the areas of training and development required by each individual
employee. Personal Development Plans are to be submitted for incorporation into the Skills

Development Plan of the Municipality to be submitted to the Department of Labour.

Individual learning plans will systematize the Municipality’s approach to training and development
by ensuring that all employees’ training is carefully planned. In addition to the above, Personal

Development Plans should be used to:

v" Provide a structure for assessing the skill needs of employees against organizational
Priorities

v Assist managers and employees at all Municipal levels to identify competencies needed
for current positions

v Help employees to plan and achieve their career goals

v Increase motivation of employees and their commitment to the organization
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An example of a Personal Development Plan is provided.

Table 5: Personal Development Plan

Personal Development Plan
Employee Name: Employee Number:
Job Title: Directorate/Department:
Manager: Date (Financial Year):
Skills | Skills Suggested Mode of | Suggested | Opportunity | Feedback | End of Further
Gap | Outcome | Development/ | Delivery | Time for on Period Sign | Development
Expected | Training Frames Application | Outcomes | off of activities
Activities achieved Review and | required
and Date | Assessment
Employee Signature: I Manager Signature: I Date:
To Personal File: To HR:

Personal Development Plans must be completed at the commencement of the new financial year
and submitted for sign off with the Performance Agreement/Performance Plans. All Development
Plans will be formulated and finalized with the guidance and assistance of the Human Resource
Department to ensure that all training and development activities are aligned and supportive of
the Workplace Skills Plan.

30. MID-YEAR REVIEW

The adjustment process focuses specifically on the review of the Annual Budget and SDBIP. The
adjustment takes place after the mid-year review and approval of adjustments by Council. Once
adjusted, the Performance Plans of the Municipal Manager, Managers accountable to the
Municipal Manager and all other employees should be reviewed and adapted according to the
KPA and KPI changes made to the SDBIP and budget. This adjustment is required to ensure that
employee Performance Plans remain aligned with the objectives and targets set for the
Municipality.
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Any amendments must be reflected on the amended Performance Plan. Employees will be
assessed during the fourth quarter on the amended Plan. Records of the amended scorecards

must be signed off and saved centrally.

31. PERFORMANCE MONITORING AND ASSESSMENT

Monitoring is the key to any successful Performance Management System because it provides
information that can be compared to initial targets so as to determine the current performance
state. Monitoring on a regular basis helps to ensure that the goals and targets set in the planning
phase are pursued. Monitoring takes place throughout the year and implies consistently
measuring performance and providing on-going feedback to employees on their progress toward
reaching their targets. This implies that data on performance outputs is to be gathered and

assessed to determine current performance and areas of excellence/improvement required.

32. DATA MANAGEMENT AND PORTFOLIO OF EVIDENCE DEVELOPMENT

The purpose of data management within the monitoring phase is to manage and supply data to
be used during the assessment process of an employee’s performance. Relevant data must be
stored in such a way that it is secure but also easily retrievable. When collecting data, the following

should be taken into consideration:

v' Determine the data to be collected for each performance element, the source of the data
and whether to collect all the data or just a sample (already clearly defined in the
Performance Plan of each employee);

v Determine when to collect the data (frequency); and

v" Review existing data and create feedback tables/graphs where necessary or applicable.

Data stored for future retrieval and use should include financial data, project data, process data
and human resource data. All data should ultimately be presented in an integrated form to provide
proof of employee performance. A Portfolio of Evidence (PoE) per employee should be compiled,
based on available data to indicate the performance of that employee against set indicators or

measurable activities. PoE’s should be validated to ensure its accuracy. The PoE’s of the
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Municipal Manager and Managers directly accountable to the Municipal Manager and all other

employees PoE’s should be validated by Internal Audit.

33. SCHEDULE PERFORMANCE ASSESSMENTS

According to Section 28 of Regulation 805 the performance of employees must be reviewed
during specific periods, with the understanding that reviews in the first and third quarter may be
verbal if performance is satisfactory. The performance assessments conducted during the second
and fourth quarters should be formal. The following diagram provides a summary of performance
schedules within the City of Polokwane:

Figure 2: Performance Schedules

¢ Fourth * First
Quarter Quarter
luly -September
Signing of news
April-lune Performance
Annual reviewe Plans
Informal
sssessment
Octcber-
lanuary- March December
Infermal Half-year Formal
assessment assessment
¢ Third ¢ Second
Quarter Quarter

The second quarter formal assessment will be conducted to assess the relevance of the
objectives as well as the employee’s performance against the objectives and KPAs. The second-
guarter performance score shall be used accumulatively to determine the link to financial and
non-financial rewards at the end of the financial year. A formal final review shall be conducted
after the end of the financial year. The performance scores of both formal assessments will be

used to determine the link to rewards.
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Assessments in the first and third quarter may be verbal if the performance is satisfactory.
Records must be kept of the mid-year and annual assessment meetings. Such records may be
used:

v' To refer to agreed action plans
v"In the management of poor performance process

v" For easy reference in respect to changes/amendments to Performance Plans

34. PERFORMANCE ASSESSMENTS

Assessment is the measurement of data through a scoring process to determine if targets were
met. Performance is assessed against the achievement or non-achievement of targets.
Assessment involves assessing whether targets and standards have been met. Performance
assessment must give a true reflection of the achievement of results as outlined in the
Performance Plan.

Based on the contracted standards of performance and relative weightings, performance

assessment entails:

A description of the contracted standards and an agreement on actual results achieved
Rating of performance and allocation of values, e.g. points
Agreement on the weighted scores achieved

Acceptance of assessment and signature

N N NN

Agreement on appropriate reward recognition or the remedial process required to achieve
targets

Performance assessment is done against the KPAs and CCRs in terms of the extent to which the
employee displays the desired results as indicated in his/her Performance Plan. At the
assessment KPAs and CCRS are rated by means of 5-point rating scale, encompassing the

following:
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Table 6: Rating Indications

Rating | Description % Score

1 Unacceptable performance where performance does not meet the | 0 — 66

standard expected for the job

2 Performance not fully effective and below standard as required for key | 67 — 99

areas of the job

3 Fully effective performance where performance meets the standards | 100 — 132

expected in all areas of the job

4 Performance significantly above expectation and higher than the | 133 — 166

standard expected in the job

5 Outstanding performance where performance far exceeds the | 167

standard expected of an employee at that specific level

For the purposes of assessing the performance of the Municipal Manager and Managers directly
accountable to the Municipal Manager an assessment process is to be implemented. An
Assessment/Evaluation Panel consisting of the following people should assess the performance

of the Municipal Manager:

Executive Mayor
Chairperson of the Audit Committee
Member of the Mayoral or Executive Committee

Mayor and/or Municipal Manager from another Municipality

AN N NN

Ward Committee Member

For the purposes of assessing the performance of the Managers directly accountable to the
Municipal Manager, an Assessment/Evaluation Panel consisting of the following people must be

established:

Municipal Manager
Chairperson of the Audit Committee

Member of the Mayoral or Executive Committee

AN NN

Municipal Manager from another Municipality
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In terms of Regulation 805 of 2006 these Assessment/Evaluation Panels will evaluate the annual
performance of the Municipal Manager and Managers directly accountable to the Municipal
Manager and determine the annual performance bonus or remedial action required. The
performance bonus percentage will be calculated on a sliding scale described under the Reward

and Incentives Section of this Policy.

For incumbents in any other managerial/supervisory level, the 360° assessment process should
be applied. An assessment panel existing of the manager of the incumbent, peer and sub-ordinate
should be established.

When setting up the assessment meeting, both manager and employee must agree on the date
and time of the meeting. In preparation for the meeting the employee and manager must conduct
the following:

Collect evidence on progress to date against each KPI and associated targets
Decide independently if KPIs were achieved and if performance is on target

Use the five-point rating scale to assess outputs

AERNEE NN

Obtain feedback on the extent to which the employee displayed CCR allocated in his/her
Performance Plan

During the assessment meeting the moderator/manager and employee should discuss the
preliminary ratings assigned to each KPA, respective KPl and CCR. A consultative process
should be followed during this discussion to provide the employee with the opportunity to influence
or understand given ratings. Any evidence to substantiate ratings should be provided. This
evidence should form the basis of the agreed final rating. An assessment rating process and
calculation of scores using the applicable assessment weighting/rating calculator should be used
to arrive at the overall score for the performance of each employee. Final scores will be rounded
off on normal principles, e.g. 95.5% will be rounded off to 96 and 95.4% to 95%. The same

principle is to be followed in calculating the final audited score.
If, during the assessment meeting it was found that certain areas received an unacceptable or

below acceptable score, those areas should be discussed in detail. Additional or alternative plans

should be identified and put in place to correct such performance.
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In instances where there is a disagreement between ratings, the rating of the manager is final. An
employee can lodge a grievance with Human Resources in instances where agreement on ratings

could not be reached.

In any performance management process deviations will occur. Such deviations may be as a
result of an employee unable to achieve a particular KPA/KPI due to reasons outside his/her
control. Such deviations must be submitted to the manager of the employee clearly stating the
KPA/KPI affected and an explanation along with supported evidence for non-achievement. If the
manager agrees with the deviation, the KPI will not be rated. The manager and employee must
identify action plans to be implemented by the employee over the performance year in attempting
to achieve the affected KPA/KPI.

A principle decision must be taken on the weightings of the two formal assessment scores. Two

options are available:

v' The first is that the first assessment score (after the second quarter) contributes 40%
towards the final score and the final assessment score 60% (after the fourth quarter). This
will provide an incumbent with an opportunity to improve performance and be credited for
it.

v' The second option is that the combined scores achieved during formal assessments are
to be calculated separately and the average thereof will determine the annual performance

score of an employee.

35. REPORTING AND COACHING

Reports on findings are to be compiled and submitted to the Performance Audit and
Remuneration Committee. Based on findings a process of coaching/training is to be implemented

to improve performance in instances where ratings were below standard.

e Reporting

Once the assessment process is concluded a report on the findings for each employee is to be

compiled. Reports should be compiled on the performance assessments, scores allocated and
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final ratings. This is required so as to ensure that the Municipality keeps record of all performance

assessments. This information is to be used:

v" To manage poor performance
v As an easy reference in terms of any suggested changes for follow-up performance

assessments

After conducting the performance assessments for respective managers, the moderator prepares
a summary report detailing the results of the reviews. The manager responsible for Human
Resources of the Municipality must provide secretariat services to the Assessment/Evaluation
panels. The report on performance of the Municipal Manager and Managers directly accountable
to the Municipal Manager should be submitted to the Executive Mayor one month after
assessment and thereafter to Council to provide feedback on top management performance in

relation to Municipal organizational performance achievements.

With relation to other employee’s reports should be signed by both the manager and employee

and a copy thereof submitted to the Human Resource Department to keep on file.

¢ Moderating the Assessment Process

In terms of employees other than the Municipal Manager and Managers directly accountable to
the Municipal Manager, the Head of Department assesses the results of all the performance

reviews conducted in his/her Department and considers the following:

v' Are the performance scores given by a certain manager all high or all low? Are the
objectives too easy/difficult or are the performance indicators too vague, thus allowing for
subjective measures?

v If a manager is scoring his/her employees high, then it should follow that he/she has
achieved his/her objectives. It does not make sense for a manager not to achieve his/her
objectives when his/her employees have all achieved theirs. This is an indication that
something has gone wrong in the planning or monitoring phase of the performance

management process.
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v' A comparison on achievements between the different departments can be drawn to

ensure all are assessed in line with organizational achievements.

A final report is compiled on Departmental assessments and submitted to Human Resources. In
events where discrepancies were identified, corrective measures should be proposed and

implemented through consultation with respective parties.

e Coaching and Training

Regular interaction, guidance and possible coaching/mentoring in certain instances are
imperative and form part of an employee support strategy. Based on the findings of the
assessment process the manager of an employee should identify areas of improvement and set
up coaching/mentoring and/or training sessions to improve unacceptable or below acceptable
performance. Coaching/mentoring can be used to change behavior or actions so as to ensure
that targets are achieved against set standards. Coaching/mentoring may be conducted to help
the employee to meet or exceed the standards of expected performance. Coaching/mentoring is
a crucial part of the continuous tracking and improving of performance. Coaching/mentoring
provides guidance and reinforcement of the key results and competencies expected of an
employee. All discussions held within the coaching sessions should be documented and signed

off by all parties involved.

In terms of training, the development of new knowledge and skills may be required to improve the
performance of an employee. The Municipality is committed to ensuring that employees will grow
and develop. Whereas line managers are ultimately accountable for ensuring the implementation
of training and development initiatives, employees must assume accountability for driving their
own development together with their managers. Managers should ensure that training needs
identified during the assessment are in line with areas identified in the Personal Development

Plan of an employee.

In addition to formal training, employees should be encouraged to use other developmental
activities to improve skills and knowledge in areas of under-performance. Such activities may
include on-the-job training, mentoring, reading, self-study, secondments and involvements in

specific projects.
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How well a Municipality operates is based upon the performance of its employees; the better the
performance of employees the more success the Municipality will obtain in achieving its strategic
goals and objectives. Continuous development of employees will create an environment in which
individuals, who are already performing well, will improve their performance and become more
effective and efficient. The main purpose of improving good performance is to ensure growth of

employees within the Municipal environment.

For this reason, it is also necessary to provide coaching and development opportunities to
employees who perform well, so as to keep employees constantly evolving to meet the ever
increasing organizational needs. This includes teaching new skills and implementing new
procedures to improve the work process. It also means assigning new responsibilities to
employees who appear to have outgrown their current duties.

36. MANAGE POOR PERFORMANCE

If it was found during the assessment that the performance was unacceptable and that targets
agreed on in the performance agreement were not met, the employer should provide systematic
remedial or developmental support to assist the employee to improve his/her performance.
Managing poor performance should be a continuous process starting with the Performance Plan

and following through to the performance reviews.

The fact that an employee’s work does not comply with the performance standards attached to
the identified work, does not necessarily mean that the employee refuses to comply with the
performance standards. Poor work performance is not the same as misconduct — it does not
mean that the employee concerned refuses to comply with the performance standard. Usually,
poor work performance is related to the fact that, for whatever reason, an employee cannot

perform his or her work to the expected standard.

The improvement of under-performance is the most important focus of the Performance
Management Process. In order to do this, it is important that the causal and contributory reasons
for poor performance are analyzed. Poor performance may arise out of one or more of the

following:
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v
v
v

Inappropriate organizational structure
Lack of skills and capacity

Absence of appropriate strategy

Poor performance must be dealt with through the following principles:

Standards for achievement are known and communicated with the respective employee
Assisting the individual in the form of training guidance; etc. required to render the
satisfactory service, together with fair opportunity to improve

Where poor performance persists, give notice to the employee to attend a meeting with
management where the employee will be provided with the opportunity to satisfy
management of the measures being taken to improve performance

Where there is a dispute or difference as to the performance of an employee under the
signed Performance Plan, parties will confer with a view to resolve the dispute or

indifference

Cases of persistent poor performance identified during assessments must be managed in

accordance with the requirements of the Labour Relations Act, No 66 of 1995.

With regard to the management of unacceptable performance of the Municipal Manager and

Managers directly accountable to the Municipal Manager Regulation 805 states that the employer

shall:

v

v