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1. DEFINITION OF PERFORMANCE MANAGEMENT

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

2. IMPORTANCE OF PERFORMANCE MANAGEMENT
2.1 Performance management affects financial performance, productivity, employee retention

and municipal culture.
2.2 Greater efficiency, accountability and staff member satisfaction.

2.3 Performance management process links strategic objectives with individual and team
goals.

2.4. It motivates staff members to feel connected to municipal goals and their continuous
improvement.

3. INDIVIDUAL PERFORMANCE MANAGEMENT SYSTEM

3.1 Performance management system is a standardised performance management tool and
process put in place for goal-setting and measuring individual and team performance.

3.2 Performance management system aligns municipal culture and strategy.

3.3 It helps with talent management.

3.4 It serve as a performance appraisal tool for managers, staff members and teams.

3.5 Performance Management is a tool used to identify skill gaps, reflect on good management

techniques, and provide daia for development or succession planning.

4. UTILISATION OF PERFORMANCE MANAGEMENT SYSTEM IN POLOKWANE
MUNICIPALITY

4.1 Poiokwane Municipality will utilise Individual Performance Management System Policy for
management decision-making, whereby the appraisal information is used as a basis for

awarding performance incentives which may be Financial and/non-financial.

4.2 Employee development, whereby the appraisal information is used to guide training needs,
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5. POLOKWANE MUNICIPALITY PERFORMANCE MANAGEMENT PROCESS

5.1 Performance Planning
5.1.1 The Polokwane Municipality’s performance management cycle is afigned to the financial

year, namely 1st July to 30th June each year.
5.1.2 Directorates and SBU Managers will have sessions with staff members, as individuals
and / or as teams where the performance plans are going to be discussed.

5.1.3 Expected performance resuits will be explained for performance cycle.

5.1.4 If necessary a performance plan will be reviewed and communicated to the employees

on expected behavior to achieve during the upcoming rating.

5.1.5 Communicate Polokwane Municipality's Strategic Objectives and Goals

5.1.6 Identify employee's developmental needs to improve service delivery and customer
satisfaction.

5.1.7 Alignment of IDP Strategic Goals , SDBIP and Individual Performance
5.1.8 IDP strategic goals shall be translated and cascaded into more refined goals and

expectations at the SBU and individual levels.

5.1.9 The cascading shall be as follows:
5.1.9.1 Senior managers first develop departmental goals that align with the

Municipality's IDP and SDBIP goals.

5.1.9.2 SBU managers develop SBU goals that align with the departmentat goals.
5.1.9.3 Supervisors develop teams' and individuals® goals.

5.1.10 IDP Strategic Goals, Departmental Goals and SBU Goals shoulf’ _§

5.1.10.1 Clearly define the end resuits to be accomplished; &X
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5.1.10.2 link to Municipal success factors or goals; FOLOKWANE MUNICIBALTTY

5.1.10.3 Goals to be achievable in order to motivate performance; and

5.1.10.4 Goals to be set in no more than three areas
5.1.11 A Performance Plan will be used to capture the performance expectations (i.e., results

and behaviours) of each individual, or team of staff members.

51.12 Performance Plan is an instrument containing a mutual agreement between a staff
member, or team, and their direct superior or supervisor to achieve results according
to standards or measures which are aligned with the Municipality’s Integrated
Development Plan (IDP) and the Service Delivery and Budget Implementation Plan

4



(SDBIP).
5.2 Regular Performance Feedback to Employees
52.1 Directors, SBU Managers, Supervisors should discuss perfCimance feedback and

perfermance behaviours on an ongoing basis.

5.2 2 Performance feedback should happen throughout the performance rating cycle of the
employees.

5.2.3 Feedback is to be provided whenever exceptional or ineffective performance is

observed.

5.2 4 Performance feedback should be timely, specific, positive and constructive.

5.3 Employees Performance Inputs

5.3.1 Employees must prepare performance statements of their key results and

accomplishments at the end of the performance / rating period.

5.3.2 Employees performance statements assists in predicting whether employees will be

successful in performing higher job levels.

5.3.3 Employee performance statements assists communicating to Directors and SBU
Managers and Supervisors about the performance results achieved by the employees.

5.3.4 Employee performance statements should include specific actions that employees took
to achieve their targets. Further, the impact of the achievement of the goals of the municipality.

5.4 Performance Review
5.4.1 Employee Performance will be reviewed quarterly.

5.4.2 Employee performance assessment will be done using a performance assessment
template containing rating scales, standards or measures, and weights assigned to the key

performance areas and outputs according to the time spent and / or priority to deliver that

specific output.

54.3 In reviewing behaviours, Polokwane Municipality will use the competency model as
the basis (Part B of the Performance Plan). Competency include technical, leadership

and interpersonal.
5.4.4 Competency expectations change at different job levels, such as entry-level staff

member, experienced staff member, and SBU manager

5.4.5 Competency communicate performance factors
5.4.6 Competency show distinctions in effectiveness levels that help supervisors explain

why a staff member was evaluated in a particular way.
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5.5.2 have productionfoutput results
5.5.3. support service employees will have level of customer satisfaction results.

5.6 Employee Results Measurements

5.6.1 Directors, SBU Managers and Supervisors must measure employee results using

performance objective indicators through 360-degree feedback process.

5.7 Performance Review in Special Situations

5.7.1 In special cases where Polokwane Municipality may need to vary from the standard
performance management model, e.g. employees are working in remote locations when

applicable

5.8 Performance Appraisal
5.8.1 Performance appraisal follows the feedback of individual assessments.

5.8.2 Supervisors must have performance appraisal meeting with their supervisees to
discuss and agree on individual performance resuits and ratings.

5.8.3 Supervisors must use performance appraisal meetings with their supervisees to plan
developmental interventions for employee's base on their ratings.

5.8.4 Performance appraisal will be awarded in line with the performance results achieved.

5.9 Performance incentive System

5.9.1 Employees with the highest performance ratings/score will receive the highest
performance incentives (performance bonus).

5.9.2 Polokwane Municipality will use the top-down approach to awarding performance
incentives, where staff members or teams with the highest scores receive highest -
incentives, and a cash bonus related to a percentage of the staff member’s total
annual remuneration package, or other non-cash incentives as considered by the
Municipal Council for the year under review, or performance cycle.

5.9.3 Performance ratings for KPAs and competencies are calculated using the
5- point rating scale —
fa] KPA ratings are calculated where individual ratings have been

assigned to each KP! using the five-point rating scale;
(b) No rounding of calculations is allowed and 2 decimal points must be used;




{c] The table below reiterates the 5-point rating scale applied to score

overall performance —

Terminology
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Description

‘Performance far exceeas the standard

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

| Performance is significantly higher than the

standard expected in the job. The appraisal
indicates that the staff member has achieved
above fully effective results against more than
half of the performance criteria and indicators
and fully achieved all others throughout the

year.

' Performance fully meets the standards

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

and Performance Plan.

'Performance is below the standard required for
the job in key areas. Performance meets some
of the standards expected for the job. The
review/assessment indicates that the staff
member has achieved below fully effective
results against more than half the key
performance criteria and indicators as



1 Terminoclogy

ot

4 " Unacceptable
performance

{

Description

Performance Plan.

specified in the Performance Agreement and

' Performance does not meet the standard
expected for the job. The review/ assessment
indicates that the staff member has achieved

below fully effective resuits against almost all of

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

to demonstrate the commitment or ability to
' bring performance up to the level expected in

the job despile management

encourage improvement.

Employee Performance Assessment Calculator

Rating *] 1
Percentage 0—66%

7% - 99%

3

132%

Employee Performance Bonus Calculator

Perégntage Over Performance

133 — 133.8%
' 133.9- 137.6%
1 137.7 - 141.4%
' 141.5 - 145.2%
145.2 — 149%
150 — 153.4%
153.5 — 156.8%
1156.8 — 180.3%
160.3 — 163.6%
163.6 — 167%

efforts to
4 ] 5
- {33% TT167%

166%

Percentage Bonus

6%
7%
e
9%

" 10%
11%

12%
" 13%

5%

1 14%
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5.9.3. Employees performance incentives will be awarded to employees who qualifies

in line with the above performance bonus calculator.

5.9.4. Employees performance incentives (performance bonus) will be related to a

percentage of the employees total annual remuneration packages.
5.9.5. The municipality shall limit its spend on staff member performance rewards to

1.5% of the annual salary and wage bill

5.10. Performance Appeals Procedure

5.10.1. Polokwane Municipaiity will use the performance appeals procedure, as a
guideline for managing all disagreements on the achievement of specific

outputs and on assessment / rating scores.

5.11. Performance Moderating procedure

5.11.1 Polokwane Municipality will utilise the performance moderating procedure, as a
guideline to manage and ensure performance planning, staff member and team inputs,
guarterly performance reviews, and annual performance appraisal compliance and objective

implementation.

6. TEAM-BASED PERFORMANCE MANAGEMENT

6.1 Team-Based Performance Management in context

[ FOCORWANE MONGIEELTTY |
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6.1.1 Team-based performance management is an approach to holding teams responsible for
plans and resuits, where action plans and performance metrics are structured around teams

rather than individuals.

6.1.2 Polokwane Municipality may adopt a team-based performance management approach

for a group of employees depending on the nature of the municipal operations.

6.2 Applying team-based performance management

6.2.1 Team-based performance management process will be same as individual

performance including applying the performance management tools and instruments.

6.2.2 The distinction between team-based and individual performance is that the SBU
Manager or Supervisor facilitates team-based discussions to set goals and key

performance indicators.



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

6.2.4 Teams shall initially self-assess their own performance, while the SBU Manager or
supervisor moderates, ensuring independent validation of scores, and facilitate discussion
based on evidence of progress.

8.2.5 Individual employess in the team will do self-evaluation, self-monitor, and self-regulate

to identify areas where they can improve their contributions to the team.

6.2.6 Team members shall carry out peer evaluations to assess each other’s’ strengths and
weakness, and collectively discuss how team performance can be improved.

6.2.7 SBU Managers and Supervisors must identify learning areas that will be associated with
team goals.

£.2.8 SBU Managers and Supervisors when they assess team works must focus on team

goals, quality of work and successful work standards.

7 PERFORMANCE MANAGEMENT OF STAFF MEMBERS WHO ARE IN ACTING
POSTS

7.1 If a staff member is required to act in a post for a period that exceeds three (3) months,
the supervisor to whom the acting staff member is reporting must review the KPAs and KPls
in consultation with the acting staff member and include the KPA’s ap i&'«F‘l S in the staff

member's amended performance agreement.

[ osmca OF THE smnzﬁ

8 IMPLEMENTATION OF PERFORMANCE MANAGEMENT SYST
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8.1 Alignment with Competency Framework

8.1.1 Competencies that must be used for this Policy are same as those for used recruitment,
staffing and skills development as contained in the Municipal Staff Regulations.

8.2 Executive Management and All Employees

8.2.1 Executive Management, SBU Managers, Supervisors and alt employees must be part
of the implementation of this Individual Performance Management Policy in Polokwane

Municipality.
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82.2 Communication and consultations must be done with all the municipal stakeholders —. e
T_PCT’CU.(W]}'] E 1 F@iﬁa&%‘ B2
including organised labour on the implementation of this Policy. o

8.3 Change management

8.3.1 Executive Management of Polokwane Municipality must facilitate a cha 1gema:mg'ém
POLOKWANE

strategy to facilitate the successful implementation of this Policy.

8.4. Training and Skills Development SBU Managers, Supervisors and All Employees
8.4.1 Polokwane Municipality wifl continuously use training to ensure that the Individual

Performance Management Policy reaches all the employees in the municipality

8.5. Continuous Evaluation and Improvement
8.5.1. Polokwane Municipality shall continually evaluate and improve the performance

management systems by tracking completion of training to verify that all users of the
performance management system have been trained prior to implementation.

8.5.2. Tracking completion of performance management activities by auditing the trail of
copies of completed performance management forms submitted to the HRD Unit.

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

members or teams.

8.5.4. Tracking alignment with other HR decisions, such as monitoring the internal

consistency of the evaluations and performance incentives / rewards.

8.5.5. Gathering feedback from users by collecting information through survey or focus
groups periodically to assess user reactions to the performance management process,

and to modify the system in ways that will be more acceptable to users.

9. LEGAL CONSIDERATIONS
9.1 Polokwane Municipal employees will be evaluated on factors that are relevant to their jobs.

9.2 Employees must be informed about what is expected of them and the standards against

which they will be evaluated at the beginning of the performance / rating cycle.

9.3 A standard, well-documented policy and procedure for how the performance management
process will be conducted, with defined roles and responsibilities for staff members and

11



managers.
9.4 All municipal employees to be trained on the performance management process and

relevant skills required to implement the process effectively.
9.4.1 SBU Managers to keep records to dacument examples of effective and, especially,

ineffective staff member performance to substantiate their evaluations.

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

9.4.3 Performance evaluations of employees to be reviewed by a moderating committee.

944 -Appeal procedure to be provided whereby staff members can formally comment on
and appeal their performance evaluations.
045 Performance evaluation decisions to be consistent with decision-making, such as

ensuring that individuals who receive higher performance incentives have higher

performance ratings than those who receive lower performance incentives.
9.4.6 Performance management system and software to be as user-friendly, straightforward
and easy to use as possible.
10 POLICY IMPLEMENTATION AND REVIEW
10.1 Polokwane Municipality’s Individual Performance Management System will be aligned
with the Municipality’s IDP and SDBIP.
10.2 SBU Managers, Assistant Managers, Supervisors and All Employees will use the system
in 2 manner that add value to performance planning, development, feedback and achievement
of organisational goals.

10.3 This policy will be implemented once approved by Council and shall be reviewed every
three years from date of approval to ensure its alignment with the Municipality’s strategic

objectives and with applicable legislation.
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ANNEXURE A: SETTING / DETERMINATION OF PERFORMANCE OBJECTIVES AND
TARGETS

SETTING / DETERMINATION OF PERFORMANCE OBJECTIVES AND TARGETS =

'NO. PROCEDURESTEPS  ACTORS AVERAGE AVERAGE
TIME TAKEN TRANSACTIONS
PER 'PER  MONTH

|
| TRANSACTION ({OR YEAR)

1 | Define KPAs, KPIs and ' t
performance standard of each
KPI, target dates weight of KPI

2. Set realistic performance targets |

3. Agree to the outputs, activities

and inputs
1 - Specify what the staff member Wzl LR BiLiicix g
/ team need to do to achieve } QFFICE OF THE SPEAKER
the desired outcomes and )
%
impacts 2025 ~(5- 30 §=. )
e e T - . _PD.BOX-!H, ol WAMEW
5.  Complete prescribed <l OLOKWANE W UNICIFALT TV ]
performance agreement

template, and sign it

' Send SIQned copy to HRM unit

7.  Keep one copy of signed copy
for the staff member / team, and

one for the supervisor i I




SETTING / DETERMINATION OF PERFORMANCE OB JECTIVES
AND TARGETS

[
, Defoe KPAs, KPE
ond

peformance
~* sdondadoleach 4 pekmorce ¢

KPL tosget deres

weightof Pl |

Sel recitiic

torgals

iy ot

Agree tothe
outpuls,
aclivities and
revis

’ ’ s s inY
Specify what e complcte ‘ } Keep one copy of
employee f tsem 1 ) signed copy bor
1y meediodots Whﬂmm y'o M e srmpioyee f
achieve ihe cgresmend } team, ond oné tor
desred outcomes tampiate, ond the supenvisor  §
and impacts Rl ' — -t

j
-
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ANNEXURE B: MANAGEMENT OF PERFORMANCE REVIEWS (QUARTERLY, OR HALF-
YEARLY) FOR INDIVIDUALS & TEAMS

"SETTING / DETERMINATION OF PERFORMANCE OBJECTIVES AND TARGETS

'NO.

PROCEDURE STEPS

1, | Based on
performance review cycle] Send
reminder to all managers to carry
out performance reviews of staff
using the prescribed templates

2. | Convene performance review

session with staff member or
team, and  discuss the

performance review outcomes

3. Agree [OR disagree] on the |

performance review infermation
and ratings, and sign the
performance review template /

report

4. Send the signed performance |

review template / report to HRM
Unit, and keep copy for record

purposes

5. Follow up, or facilitate any'

recommended personal
development aspects arising out

of the performance reviews

ACTORS AVERAGE

TRANSACTION

municipal

"AVERAGE
TIME TAKEN | TRANSACTIONS
PER PER  MONTH |
| (OR YEAR) |

}

PO BOX 111, POLOKWANE 0700
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8. , Address performance reviews

‘ complaints, and facilitate

‘ appeals
| |
E
E
3
egg
Y
£
§§ ] It - M= =R
gE ‘ i DO‘BGMMODO' Convene pedonnance Apree [OR ditagree] Send the signed hlowm,wm:lmﬂe
= § —  orcle] Scnclremndeno review seision wih A § oh ftye peromiance pErRmTmonCe any necommencied
g— I{ o monages 1o cay y' memberofteam and | ), reviéw infomnation and 3 review lempiatef | o peronal
_g out perfomanice s the 1t 1 ratings, and sgxaihe roport 16 HRM Unit, devdopmeniavpoda m“‘w
g: reviews ot slaff uing the !pe'lommcerewew penomoncs review ondd keep copy for ondng oul o the Ioddclempeab
= mem'm“ ouioomes tornplerte [ repornt l Fecord prpotes PRAMIINCS reviews
L2
o=
]
3
53
=4
3

FOIOKWANE MUNIGIFALTY |
OFFICE OF THE 8PEAKER

2025 -05- 30

[ ¥,
PO BOX 111, POLOKWANE 0700 ]
POLOKWANE MUNICIPALITY




ANNEXURE C: MANAGEMENT OF ANNUAL PERFORMANCE APPRAISALS FOR
INDIVIDUALS & TEAMS

SETTING / DETERMINATION OF PERFORMANCE OBJECTIVES AND TARGETS

NO.

1

2.

managers to carry out annual
performance appraisal of staff
using the prescribed templates

o} e ———— :
Convene a performance

appraisal session with staff
member or team, and discuss

the perfermance review

outcomes

4.

o

“Agree [OR disagree] on the

performance appraisal
information and ratings, and sign
the performance  appraisal |

template / report

'Send the signed performance

appraisal template / report to
HRM Unit, and keep copy for

record purposes

' Convene Moderating Committee '

meeting/s, and record
proceedings, recommendations
and decisions on performance

appraisals

Determine financial implications |

and seek approval of the
performance appraisal
recommendations  from  the

Municipal Manager

[FOCORWARNE MUNGIEALITY.

" PROCEDURE STEPS “TACTORS "AVERAGE  AVERAGE

TIME TAKEN TRANSACTIONS
PER 'PER  MONTH
TRANSACTION | (OR YEAR)

OFFICE oF THL, SPEAKER
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7.

[ssue performance appraisal
letters to all staff members /

teams' members

| ! S

Address performance
appraisal complaints, and
facilitate appeals

" Implement " performance
| appraisal incentives, and

performance improvement
( interventions

10. | Implement  [OR facilitate |

MAHAGEHVENT OF ANRUAL PERFORMANCE APFRAISALS
FOR |[NDWIDUAIS & TEAMS

Y

implementation of] performance
improvement interventions

]

-~ —_—
. e fr———
pemmoro'rnce approtsal Convene a perfoimance Agrec [Of cisagree]on [ ] Send the dgned Convene Moderaling
schedlta) Send remincler o ol | | apprdisdl seision with statt | the perioamonce perkmance gpprahal ¢ Gommiliee mesings, andd
monagess lo cany out annval > member ¢f team, ondd cppraiidl infornation fempiade freporito . record procacdings,
i porformance cpprasol of ol et he peromance and ratings. ard sign the HRM Unil, ondd keep y  recommnendalions and
ving the prescibed | review oulcomes perommance appragisal copy forrecerd deckiansonp'emcnce L
temptates {esrpkrie Freport i PUPOIoE L approisals }
- e YRR SRR S e — Tl - = - ity i S
J— o —
A fmgplement
De!‘fm‘he fnoncica Ksue e b Addhen pe s Impkerment lORfacltme
Implcations and seek 1 per =|eﬂe:lnm:o P 1 7 B m.a :f implementation of]
approval of the perormance +-3  PEraRd apprasol - PP ENUVEL,  heps patormarce -
approisal recommendations || cistafi memben / complants, o | ondperfomence Inprovament
¥om tha Municipd Manoger teom” memb-ers tochicle cppects | | Fnprovement Inferventions
= LN Injerventions

PULERWANE MINIGPALITY |

PQ BOX 111, POLOKWANE 0700

"POLOKWANE MUNICIPALITY |




ANNEXURE D: PERFORMANCE MODERATION

| SETTING / DETERMINATION OF PERFORMANCE OBJECTIVES AND TARGETS

| "NO.  PROCEDURE STEPS ACTORS | | AVERAGE AVERAGE
TIME TAKEN TRANSACTIONS

l— ! PER PER MONTH

' TRANSACTION (OR YEAR)
| 1.7 Assess the SMART-ness of | T | ‘!
[ performance objectives and their ’

alignment to the IDP and SDBIP

i objectives
2. Identify the defined performance
ratings, weights and scores for
teams and individuals to ensure

-

consistency in standards
3. Assess team and individual
performance as per Portfolio of
Evidence, or performance
reports of business units against |
! the set performance objectives l

4. | Assess team and ina_i—\ﬁd"lfér
performance ratings /scores in ;PEEELWHT{J TRTGTEALTTY )

relation to Portfolio of Evidence OFFIOE OF TiHE S8PEAKER

{ performance reports of %’ _ L
| v e @ 2025 -05- 30

business units against the set

performance objectives
} = —

5. |dentify any inconsistencies and |
» abnormalities in individuals’ or

EQ700 |
POLOIKWANE MUNICIPALLTY |

teams’ performance ratings

6. Assess justlf ications for
inconsistencies and !
abnormalities for such ratings

[* 7. Make adjusfr?nts to ratings,

| scores and weights



PERFORMANCE MQDERATION

8. Recommend and submit
' proposals for approval
9. [After approval, OR rejection,

OR approval with amendments]

Implement adjustments required

A N7 msesteomana Assass teom and individvad
fszess the SMART- identity he d"“"ed ' ! inclvidual performonce o performonce rafings / soores iaendly cry
ren of performiance p’"";“:cd' e "9:6( per Porliolo of Bvidence, i setation 16 Porltoho of ‘ inconsklencias and
b objeclives end thev Jeight andscotai kol 1, orperomancereporisof 7, Bidence { periomonce  f— in
chgnimen to the IDP ] gl " ! business unils oganst the 1epors of busnes units InCIVIIUAE” O teams”
ond SDBIP objectives | & °°‘;"an7 | a sl peromanae againd the et perommance performance reting:
ke B oblectives objective: R
|
e e — -
pustbontions for ( o r Recommend r:ej:cﬂf?m onovu a.cn !
adistrments fo and submit
hoonsstendies P [ o for | *7 . with Gmendmants) O
and goromdities rc;r;ga geares |} proposas for wnplemen‘l cduzrmmu
Tor auch rathgs welghts | approval
LY p—— - Al

OB RWANE MURGIEALTY |
OFFICE OF THE SPEAKER

PO BOX 111, POLOKWANE 0700

POLOKWANE MUNICIPALITY
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ANNEXURE E: PERFORMANCE ASSESMENT RATING CALCULATOR

Staff member
Municipality:

" Mid-year / Annual Performance Assessment

Assessment Rating Calculator

|
Name

Cycle:
'KPA Weight | Rating  Score JSC Weight | Rating  Score |
- .
2
3 S
+
s — .
- o
i -
100% 100 100% 100
' KPA weight ' 80% | ysc ] | 20%
| weight
KPA SCORE ‘ 80% Jsc 20%
SCORE
| FINAL SCORE l 1 | | o ' 100%
OFFICE OF THE SPEAKER
2
PO BOX 111, POLOKWANE 07C0

TOTGRWANE MUNGIPALED ]



ANNEXURE F: PERFORMANCE MANAGEMENT AND DEVELOPMENT SYSTEM

PHASES

Performance management and development system phases

Performance management and development is the systematic process of—

a) planning work and setting expectations of the municipality from staff

members or teams;

b) continually monitoring performance of staff members or teams;
¢) developing the capacity of staff members or teams to perform optimally;
d) periodically rating performance of staff members and teams; and

e) rewarding outstanding performance.
The performance management and development system of a municipality must consist of
different phases relating to performance planning, coaching, review and reward as provided

in these guidelines.

The performance management and development system must consist of the following phases:

Phase | Timeframe  Activities

Occurs annually at the e
‘ start of the financial year
or the starting date in a

l‘ Planning
specific post

POCORANE FUREERRLL
OFFICE GF THE BPEAKER -

N 'E}

. Mid-;ear review must e

Monitering,
occur atthe end of the

coaching and
' feedback

second quarter. The
details of the
engagement must be

_Supervisor schedules a meeting

with a staff member or team to
discuss and agree on the
performance objectives for the year,
Supervisor and a staff member or
team are required to prepare for this
meeting; and

Performance agreement must be
signed or processed electronically
where applicable by the supervisor
and a staff member or team within
sixty days after the commencement

of the performance cycle.

The supervisor must set up a formal mid-
year evaluation with a staff member or
team within one (1) month after the end of
quarter two (2), inclusive of formal

documented engagement to provide

22



‘ Phase

 Reward

recognition

| Timeframe

and -o

in writing; and
Annual performance
evaluation must cccur
at the end of the

fourth quarter (after

the end of
performance cycle);
and

Annual performance

Activities

must occur within 60 I

days after the end of

performance  cycle.
The details of the
performance

evaluation must be
be
clearly outlining the

must in writing
staff member's career

development needs.

the formal

performance

After
annual
assessment; and
After moderation by

the Municipal
Moderation
Committee and
approval by

municipal manager.

feedback on targets achieved fo date of

a staff member or team,

At mid-year review, interventions
and corrective actions must be
identified in relation to achievement
funder- achievement of
performance outputs/ outcomes;
During annual performance
evaluation, each staff member must
be afforded an opporiunity to
complete self-rating and provide
evidence to support ratings;

The supervisor must set up the
formal final performance evaluation
with a staff member or team after
the end of the fourth quarter,;

The final performance evaluation
scores must be recorded as a
formal engagement between the
staff member and supervisor; and
The
provide

performance feedback to the staff

must formally

supervisor

verbal and written

member or team.

Rewards shall be dealt with as stipulated in
chapter 4 of the Regulations.

PO ORWARE NSRRI ]

_ POBOX 11'[.__EO_LOKWANE 0765 ' I
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Planning
During the planning phase-

(a) the supervisor and staff member must jointly identify organisational,
departmental as well as the performance expectations of a staff
member or team and secure the staff member or team’s commitment

to achieve the performance expectations;

(b) the supervisor must explain to the staff member how the
performance agreement and PMDS operates;

{c) all staff members, including management, must be capacitated
through training on—

(ij what the process entails;

(i) why the municipality uses the PMDS process;

lii) how the PMDS works, including the phases, purpose of linkage
with the competency framework and how performance of
competencies is measured;

(iv) the expectation from a staff member in a specific role; and

{v) when performance will be evaluated and reviewed,

(d) the municipality must ensure that every supervisor has undergone
training to acquire the relevant coaching skills needed for ongoing

implementation of the PMDS;

(e) the supervisor and staff member must develop a performance
agreement wherein the performance standards will be defined in
terms of quality, quantity, time and process. The following
documents can assist—

(i) the staff member's job description;
(ii) the IDP and departmental SDBIP,;
(i) the supervisor's performance agreement, where applicable;

(iv) the staff member's previous year performance assessment, where
applicable; and
(v] any other document considered relevant to the process;

f) planned KPAs, KPIs and targets as contained in the performance agreement
must meet the SMART criteria as outlined in the table below.

S PO CRwANE OG0 — |
5 tl’ﬁv‘:ﬁ?’“ﬁp 'mn: ‘L‘ \y




S " Specific, clear and understandable.

M
| Measurable in terms of quantity, and, if possible, quality, money, and time. It
| must be possible to determine whether the activity took place and to decide |
| how well it was done.

A " Attainable in that the activities to be performed have been agreea upon and '

l must be within the capabilities and under control of the staff member.

|| S e ——— e —_— -

R ' Relevant in that each task should be related directly to the functional areas?r_l

specific projects assigned to the staff member.

T | Time-based in that the superviso_r and staff member should be able to track |

| progress against specified target dates and timeframes and assessment can

take place within the annual reporting cycle of the performance agreement.

() Job specific competencies can be selected from the relevant
occupational streams as prescribed in the Local Government:
Competency Framework attached to the Regulations as Annexure
A, including any other specific functional competency requirements

e T PO NP oS

as may be tdentified,;
The following documents will assist in the performance planning process

fa] performance agreement; and

{b} monitoring, coaching, feedback and review.

PO BOX 111, POLOKWANE 0700
Monitoring, coaching and feedback - POLOICWA {CIPAL

Effective performance monitoring, coaching and feedback must be monitored

continuously throughout the performance cycle.

Performance monitoring, coaching and feedback involve ongoing collaborative
engagements between the supervisor and staff member or team aimed at improving a
staff member's skills and competencies to meet or exceed the set standards of

performance through—
|

{a) observation, motivating and encouraging the staff member,

25



(b)

(c)

fa)
fe)

(f)

(9]

th)

(i)

(i)

frequent and infrequent exchanges of feedback about the staff
member's performance,

regular evaluation of whether the staff member performs according to
the set objectives as outlined in the performance agreement;

formal coaching and informal perforrance evaluation sessions;
reinforcing the discussions that took place during the planning
phase culminating in the performance agreement;

affording the supervisor, the opportunity to encourage the
development of the staff member or team;

proactive identification of challenges and solutions to enable achievement;

identification of accomplishments or challenges by the staff member
or team that have been resclved, which otherwise may not have
come to the supervisor's attention,

coaching that reinforces effective performance or brings the
performance of the staff member closer to the expected standards;
and

a staff member or team who participated in several coaching

sessions being aware of what is required of him or her to meet

performance outcomes.

A municipality must ensure that every supervisor has received adequate training in

performance coaching processes and is capable of effectively assessi

evaluating the performance of staff or team.

ng progress and

Development needs of staff identified during performance monitoring and coaching
processes must be evaluated and addressed to encourage good performance,

improves job-related skills and competencies that support staff t

changes in the workplace.
Mid-year performance review

The mid-year performance review-

OFFICE OF THE SPEAKER

ity
B4 oo -05- 30 B |

PO BOX 111, POLOKWANE 0700

(a)is a formal bi-annual performance appraisal where At ENAN E MUNICIPALITY |

a team is given feedback on his or her performance;

{b)must be recorded;

(c)offers an opportunity—

(i) between the supervisor and staff member to assess the staff member

or

26



team’s performance against set performance objectives;

(i}  for the supervisor to monitor, coach and provide feedback to
ensure effective performance;
(i) for the supervisor and staff member to—
(aa) jointly identify performance challenges and agree on solutions to

overcome identified challenges;

(bb) agree on developmental needs of the staff member and

address such needs;

{cc) review the performance targets resulting from workplace

OFFIQE OF THé EPRAKE 3

(iv) toreinforce good performance. &
if the review of the performance agreement is warranted— Y@ 2025 -05- 30 %’f* _
= %=
fa) the Regulations and item 2 of these Guidelines apply; ANE 0700
PO BOX 111; POLOKW. )
ETUNICIPALITY

(b} the mid-year performance review will be based on thg POAErAVANE MUNICIPALIL T
performance agreement;

(c) the amended performance agreement -or addendum must be co-
signed by the supervisor and staff member; and

(d] a record of the amendments must be kept for purposes of
annual performance assessment.

Annual performance evaluation

The objectives of the performance evaluation are to —

(a) formally discuss the performance outcome achieved by the staff
member against agreed performance indicators and targets based on
the work performed during performance cycle of 12 months;

(b) rate the performance of a staff member or team against each
measurable KPI using the five-point rating scale;

(c) recognise positive achievements and provide feedback on
unsatisfactory performance; and

(d) identify areas of improvement and develop action plans to be included
in personal development plans to address identified areas for
improvement.

Every staff member or team must be subjected to annual performance

assessment at the end of the performance cycie of a municipality.

|
.



The annual performance evaluation must be preceded by the staff member's self-
rating against predetermined objectives, and where necessary supported by portfolio

of evidence,

Rating entail evaluating the staff member or team's performance against performance

standards in a staff member's performance plan and assigning a numeric rating for

each KPI.
The supervisor and staff member must—

(d} formally and objectively confirm the staff member's performance outcomes

against agreed KPAs, KPls and job specific competencies;

fe) rate the performance of each staff member or team against
each measurable KPI and job specific competencies using the 5-
point rating scale;

{fl recognise positive achievements;

[g] identify deficient performance;

(h) identify the staff member's developmental needs, which will inform the

Personai Development Flan of the staff member; and

(i sign the final annual performance assessment.
At the end of the performance cycle a rating scale is used which has a bearing on

rewarding and recognising performance above fully effective.

The supervisor must submit the final annual peformance assessment, performance scores

and any related evidence supporting performance to Human Resources.

Performance ratings for KPAs and competencies are calculated using the 5- point

rating scale —

fii KPA ratings are calculated where individual ratings have been
assigned to each KP! using the five-point rating scale;

(k) No rounding of calculations is allowed and 2 decimal points must be used,

(Il The table below reiterates the 5-point rating scale applied to score

overall performance —

I—“rf"Lf"WQTJg; UNIGIPALTT
GFFIQE QF THE BPEAKEH

J
225 -05- 30 5y |
|
|
|

<
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Level Terminology Description

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

4 ) Performance i Performance is significantly higher than the
significantly above standard expected in the job. The appraisal
expectations indicates that the staff member has achieved

above fully effective results against more than
half of the performance criteria and indicators
and fully achieved all others throughout the

year.

3 " Fully  effective Performance fully meets the standards
performance expected in all areas of the job. The appraisal

indicates that the staff member has fully

achieved effective results against all

significant performance criteria and indicators

as specified in the Performance Agreement

‘ and Performance Plan.

2 "Performance  not Performance is below the standard required for
! fully effective the job in key areas. Performance meets some
of the standards expected for the job. The

review/assessment indicates that the staff

i (GRWANE MUNIGE! 7| member has achieved below fully effective
F L_"\

| @BERICE OF rHE BPEAKER !results against more than half the key
' iy o o
& {\performance criteria and indicators as

' -pecified in the Performance Agreement and

erformance Plan.

OLOKWANE 0700 —




Terminology
" Unacceptable
performance

Description

" Performance does not meet the standard

expected for the job. The review/ assessment
indicates that the staff member has achieved
below fully effective results against almost all of
the performance criteria and indicators as
specified in the Performance Agreement and
Performance Plan. The staff member has failed
to demonstrate the commitment or ability to
bring performance up to the level expected in
the job despite management efforts to

encourage improvement.

f .PT- N“":‘“ e o —
L C WA E MORIGIEALTY )

FFIGE OF THE BPEAKER
"..En'i b,

&)y 20750580 Lo

PO BOX 4 11, POLOKWANE Q700
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ANNEXURE G: TEAM BASED PERFORMANCE

A supervisor working in collaboration with individual team members must—

{a) rate the performance of a staff member working within a team-based

performance arrangement; and
(b} identify challenges relating to individual staff member(s) working within a
team and identify appropriate interventions aimed at improving the staff

member's performance.
The following templates will assist in the PMDS process —

(a} team registration Annexure N; and

{b} team performance agreement Annexure O.

POLORWARE MURNIGIFALTTY |

| PO BOX 111, POLOKWANE 0700
| POLOKWANE MUNICIPALITY |
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ANNEXURE H: PERFORMANCE EVIDENCE

The submission of evidence is subject to the following—

{a) during the planning phase, agreement must be reached on what evidence

is to be used with the aim of minimising time and effort; and

(b} evidence must be gathered during the course of the performance cycle as

this will inform and substantiate the scores according to the rating scale.
The staff member or team must gather, collate and present evidence against the
measurable KPis and, where applicable, job specific competencies as contained in

the performance agreement—

{a} itis particularly important to ensure that evidence is gathered during the
performance cycle in preparation for the mid-year performance review and

annual performance evaluation, as it will be used to substantiate scores
related to achievement of KPls and job specific competencies; and
{b) the ultimate accountability for the submission of the portfolio of evidence
rests with the staff member or team being evaluated.
The nature of work must determine the type of evidence that should be provided. This

may, inter alia, include—

e}
(b)

fc/

(d)

official records;
confirmation by a supervisor;
confirmation by other stakeholders such as letter from a government

department; and
inspection or viewing of evidence by supervisor such as filing system,

memorandums, reports, etc.

A supervisor may, at the latest by mid-year review,

[a) accept other evidence that substantiate achievement of KPls or
competencies and assist the staff member or team to obtain

such evidence.

CIERUTY )
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ANNEXURE I: PERFORMANCE MODERATION COMMITTEE

The Municipal Performance Moderation Committee—

{a] must be duly constituted by the municipal council;
{b) may, to the extent possible, be constituted as follows—
()  municipal manager or his or her delegate who will act as

the chairperson;
(i)  all heads of departments of a municipality;

(i) manager responsible for PMDS;

(iv) manager responsible for organisational development,

(v) manager responsible for organisational performance;

(vi) arepresentative from finance, where applicable;

(vii) arepresentative from governance, where applicable; and

(viii) a representative from audit, where applicable.

(ix) Two Members of organized labour (IMATU and SAMWILU) as observers

Departmental representatives—

{a] will be invited to attend the performance moderation committee to
present on the results of their respective departments;

{b) must be on senior management level; and

{c) may request a specialist on the departmental performance management

to provide technical advice where needed.

Members should collectively possess the necessary expertise and must demonstrate

knowledge and competencies—

{a) local government; OFFICE OF THE SPEAK!H

{b] municipal human resource environment; 3
&) 2025 -05- 3¢

{c] corporate governance practices;

[d] corporate strategy; PO BOX 111, POLOKWANE 0700
POLOKWANE MUNICIPAL]

[e) performance management and development system;

{fi  human capital management;

{g} organisational development;

{h) financial management;

33



fij  business management;

{jj  operations management; and

{k) leadership.

The main objectives of the committee are to—

(a)

L o

{
fc
(

L

(e
()

ensure fair and consistent application of the PMDS;

ensure that the integrity of the PMDS is protected,

ensure that performance is evaluated consistently;

ensure that individual ratings reflect the overall

performance of the department,
advise on financial affordability for the municipality; and

recommend performance rewards to the municipal manager for approval.

The committee may—

POLOR ORWAN T:'-m“,' {0}

{a) develop and approve the terms of reference;

{b) review the performance management and development
system across the municipality and make recommendations
.[egarding implementation; monitor the performance
Tvaluation process by obtaining an overall sense of whether

SPEAKE
OFFICE OF THE Qi forms and standards are being applied realistically and
§' 2075 -05- 30 I\{;)” snsistently both horizontally and vertically across the
ﬁ%\:—-—jw unicipality;

FoL0

PO BOX 111, POLOKWANE £700 4o mine the overall performance of departments and align

OLOKWANE MUNICIPALITY

that with summary results based on individual performance;
(d] moderate scores of a department(s) or a unit;
{e) recommend reward levels for performance;
(fl  make recommendations regarding actions to be considered
where supervisors do not implement the system properly;
(g) provide oversight in terms of the application of the PMDS;
{h) prepare a comprehensive report, based on its observations,
reflecting performance of staff members or teams and the
applicable reward levels; and ensure that the minutes and
supporting information on maftters dealt with by the panel,
shall be available for examination upon authorisation by the

municipal manager.
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ANNEXURE J: MANAGING SUBSTANDARD PERFORMANCE

Purpese
These procedures are intended to—

fa) create an enabling environment to facilitate effective performance by
the staff members;

{b) provide the staff members with access to skills development and
capacity building opportunities in order to promote efficient and
effective performance;

(c) provide remedial and developmental support to assist the staff
members to deal with substandard performance; and

(d) ensure that the municipal council and staff members work
collaboratively to generate solutions to problems and improve the

performance of staff members.

Policy and principles

These procedures must be read in conjunction with the Regulations. The Code of Good
Practice provided for in Schedule 8 of the Labour Relations Act, 1985, constitutes part of these

procedures, in respect of poor work performance.

The municipality must evaluate the staff members performance

by

considering—

{a) the extent to which the substandard performance impacts on the work
of the municipality and the achievement of municipal goals;

(b} the extent to which the staff member fails to meet the required
performance standards set by the municipality;

{c) the extent to which the staff member lacks the necessary sKills,
competencies and expertise to meel the performance objectives and
targets for his or her post as contained in the performance agreement,

and
(d} the nature of the staff member’s work and responsibilities.
Procedures for dealing with substandard performance Bﬁfﬁlf."-ﬁ{{mw& RUNEIEAT
.' - et LRSI PALITY |
| OFFICE OF THE 8pEAKER

A%
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It the municipality has reason to believe that a staff member is not performing in

accordance with the minimum performance standards of his or her post, the supervisor

mus{—

(a) convene a meeting to give feedback to the staff member on his or her
performance;
(b) furnish the staff member with reasons why it is necessary to initiate this
procedure.
During the meeting contemplated in paragraph (a), the supervisor must—

(a) explain the requirements, level, skills and nature of the post;

(b) evaluate the staff member's performance in relation to the performance
agreement; explain the reasons why the performance is considered
substandard; and

(c) afford the staff member or his or her representative an opportunity to
respond to the performance outcomes referred to in paragraph (c); and

After considering the staff member’s reasons, the supervisor may, if necessary—

(a) initiate a formal programme of counselling and training to enable the
staff member to meet the required standard of performance, which must

include—

W:B\&WLL LR AL hssessing the time that it will take for the staff member to deal
FFIC:E OF THE SPEAKEF( tvith substandard performance;

i lstabhshmg realistic timeframes within which the staff member

Xo¥ail expected to meet the required performance standards; and

poaox 111, POLOKWANE oﬂ‘ﬁl__i][‘entifying and providing appropriate training for the staff member
MMMUTY b reach the required standard of perfarmance.
(b) establish ways to address any factors that may affect the staff
member's performance that lie beyond the staff member's control.
1f the staff member fails to meet the required performance standard for the post after
being subjected to a formal programme of counselling and training as contemplated

in paragraph (3), the supervisor, may—

(a) regularly evaluate the staff member’s performance; or
(b) provide further remedial or developmental support to assist the staff
member to eliminate substandard performance.
If the staff member's performance does not improve after he or she received
appropriate performance counselling and the necessary support and reasonable time
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to improve his or her performance as contemplated in paragraph (4), or he or she
refuses to follow a formal programme of counselling and training contemplated

therein—

(a) the supervisor, must bring the allegations of substandard

performance against the staff member to the attention of the
municipal manager in the form of a report.
(b) the supervisor, must table the report contemplated in subparagraph
(a) before the municipal manager.
If the municipat manager is satisfied that sufficient evidence exisis to institute
disciplinary proceedings against the staff member on the basis of the alleged
substandard performance the municipal manager, must furnish the staff member with
written reasons why it is necessary to initiate this procedure in accordance with

applicable procedures.

PO RWARE i} IGTFALTTY )
| OFFICE OF THE 8PEAKER |

PO BOX 111 POLOKWA
| i W __EIE 0700
/ POLOKWANE MUNICIPALITY f]
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ANNEXURE K: PERFORMANCE PLANS FOR INDIVIDUALS

POLOKWANE MUNICIPALITY

. CITY OF [
/ ] y l
r ;"I",". Il," :‘.A
{/ y ‘
Fas e / r \
A Ny |

NATURALLY PROGRESSIVE

PERFORMANCE AGREEMENT

Name and Surname:

Pay Number i“gi%\:ff’jl;f VUNIQIFALITY |
OFFICE OF THE S8PEAKER
SBU Name

2025 -05- 30 @
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Performance Agreement

Performance cycle 01 July 2024 to 30 June 2025

“Department:
Strategic Business
Unit (SBU):

" Staff member name |
and surname:

e — o ol e o
Staff member | Designation [ Payroll number Level
designation,

payroll number and
level

"Functions ,

member

Staff 1 Date
signature

" Supervisor Name
and Surname:

gupervisor’s Date

Signature:

-

Frogra K |Weig Baseli Ann | portf ; Qua | Portf | Qua Portf ! Qua Portf Qua | Portf

mme | P! | hting ne ual  olioc rter |olio |rter olic | rter olio rer  olio
s | (wher T:{ of 1 of 2 of 3 of 4Tar | of
! e 9t | Evid | Tar |Evid  Tar Evid  Tar Evid  get | Evid
applic lence | get |ence | get @ence |get | ence ence
able} |
I i 1 b

“Total 100 " | ;%ﬁ "T’ 30 \5@
{% G;} 5

s BOXT1T, FOLOKWANE 0700
LPOLOKWANE MUNICIPALITY |

a4
2
——t— _
|
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‘Competency

Total

Supervisor Signature:

Date:

Job Specific Comgpetencies (JSC'

Definitions | Weighting
] S -
i
! =
| I -
‘100

" ! 'Staff member Signature:

" lpate

{I&_L_gz AR R AT
OFFICE OF THE gpEgken /

8

| POBox 111, POLO
AT A ___K_VY_ANE 0700
-FOLOKWANE MuNigiRa ;7
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ANNEXURE L: COACHING AND REVIEW

Coaching and Review
| Staff

member /
Team input
on progress

'Mid-  Final

e

year revie

revie w

KP | KP
Al il
R
1
T
2
.
3
KP 2.
a2 1
2.
|2
2,
;
KP | 3.
A3 1
3
2
B
3
Js |1
c

Supervisor's input Commen Year-  Signatures
on progress ts end
' Revie
w
Interventio | Staff score Staff Manﬁ]
ns memb s ! member rs
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Staff member / Team Supervisor Date
iSignature: - |
Supervisor Signature: i
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ANNEXURE M: TEAM REGISTRATION

Team Registration
| Performance Cycle
Department:
' Section/ Unit:

Supervisor Name and

Surname:

Team T

Members i

Names " Payroll | Designation: Level ge¢ Date

| Number Signature

| _, ; | |

Supervisor's Date: '

Signature:
(" ~LORWANE T NI IPALITY )
| OFFICE OF i4g SPEAKER |

PO BOX 111, F'OLOKWANE 0700 . I

POLOKWAN'E‘ MUNICIPA ALITY J
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ANNEXURE N: PERFORMANCE PLANS FOR TEAMS

' Performance Plans for Teams

Targets

KPA  1JSCs [_KPIsIJSCs Baseline
Weighting | ]
L " [Insert KPA here] B
30% 1. [insert KPI [Existing
here] new
« applicable]
|
2. ]
o ‘ EE
80% | Total
[JEB_ Specific Corﬁ—petencies E‘Esf)'
1. [Insert JSC
{ here]
2,
| O
| 20% Total
Overall Total

Team Members Names:

' SupewEor
Signature:
Date:

Supervisor:

' Date:

44
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ANNEXURE O: PERFORMANCE ASSESSMENT

POLOKWANE MUNICIPALITY

=
P e L {I:‘
f - ¢ -.- ‘.
. £ r L
= _— -— - = N — p

NATURALLY PROCRESSIVE

PERFORMANCE ASSESSMENT FOR INDIVIDUALS

GENERAL INFORMATION

The annual performance evaluation must be preceded by the staff member's self-rating apainst predetermined objectives, and where
necessary supported by portfolio of evidence. Employees on probation or employed less than 6 months may not conduct assessment

WHO SHOULD COMPLETE THIS FORM

Part A:  Employee andlor supervisor.
PartB: Employee andlor supervisor are obliged to complete this part.

PartC:  Employee and/or supervisor are obliged to complede this part.

PariD: Employee, Supervisor, and/or PMS Admin Support (when applicable).

Name and Surname "
Pay Number
SBU Name
Assessment Quarter : /f‘f?’i‘:@fvm? o
OFFICE oy =M gy

[
BOL o POLOKWANE gron
~KWANE MUNIG1PAL v l
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