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PART A: ORGANISATIONAL PERFORMANCE MANAGEMENT

1. PURPOSE OF THIS POLICY FRAMEWORK

The purpose of this Performance Management Policy Framework is to serve
as a guideline to assist Dr Kenneth Kaunda District Municipality in
implementing and maintaining a performance Management System (PMS).
This policy therefore provides a framework for the implementation of the PMS,
as well as the PMS procedures and Processes Manual of maintaining the
PMS.

The primary objective of implementing this policy is to assist Dr Kenneth
Kaunda District Municipality in achieving its strategic objectives as articulated
in the Integrated Development Plan, and in so doing improve the quality of life
of its community by enhanced delivery of service in an effective and efficient

manner.

2. BACKGROUND

The Constitution of the Republic of South Africa (1996) mandates local
government to: E
A Provide democratic and accountable government for local
communities; E
A Ensure the provision of services to communities in a sustainable
manner ; E
A Promote social and economic devel opmen

Promote a safe and healthy environment

\ >\

A Encourage the involvement of communities and community
organizations;

From a developmental perspective, local government is required to work with

local communities to find sustainable ways to meet their needs and improve

the quality of their lives.
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Municipalities are encouraged to focus on realizing developmental outcomes
such as the provision of household infrastructure and services; the creation of
livable, integrated cities, towns and rural areas; and the promotion of local

economic development and community empowerment and redistribution.

The three approaches recommended to assist municipalities in becoming
more developmental are integrated development planning, budgeting,
performance management, and working together with local citizens and
partners. This policy provides a framework that enables the integrated
application of all three of these approaches in terms of determining the actual
progress and outcomes of the IDP and budgeting processes by involving the
community through public participation structures and approaches.

The White Paper on Local Government (1998) proposed the introduction of
performance management systems to local government, as a tool to monitor
service delivery progress at local government. It concludes that the integrated
development planning, budgeting and performance management are powerful
tools which can assist municipalities to develop an integrated perspective on
development in their area. It will enable them to focus on priorities within an
increasingly complex and diverse set of demands and to direct resources

allocations and institutional systems to a new set of development objectives.

Chapters 6 of the Local Government: Municipal Systems Act, 2000 (Act No.32

of 2000), requires local government to:

A Develop a performance management system.

A Set targets, monitor and review performance based on indicators linked
to the Integrated Development Plan (IDP).

A Publish an annual report on performance management for the
councillors, staff, the public and other spheres of government.

A Incorporate and report on a set of general indicators prescribed
nationally by the Minister responsible for local government.

A Conduct an internal audit on performance report audited by the Auditor-

General.
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A Involve the community in setting indicators and targets and reviewing

municipal performance.

Section A of the Local Government Municipal Systems Act no 32 of 2000
requires every municipality to establish a Performance Management System
that is commensurate with its resources and best suited to its circumstances
in line with its priorities, objectives, indicators and targets reflected in its
Integrated Development Plan (IDP).

It further obliges every municipality to promote a culture of Performance
among its political structures, political office bearers, councillors and its
administrators and to administer its affairs in an economical, effective, efficient

and accountable manner.

In seeking to comply with the above statutory requirement, this document
therefore serves a Performance Management System Policy Framework for
Dr Kenneth Kaunda District Municipality. This framework caters for the
development, implementation and roll-out of Performance Management

System with Dr Kenneth Kaunda District Municipality.

2. RATIONALE OF PERFORMANCE MANAGEMENT SYSTEMS

The requirement for the development and implementation of a Performance
Management System is provided for in legislation, which makes it peremptory
for municipalities to comply. The Auditor-General is required to audit
municipalities for compliance with legislation and non-compliance will result in

adverse consequences.

2.1. POLICY AND LEGAL CONTEXT FOR PMS
A The White Paper on Local Government (1998)

A Batho Pele (1998)
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A The Local Government: Municipal Systems Act, 2000 Act No. 32 of
2000

A Municipal Finance Management Act, No 56 of 2003

Local Government: Municipal Planning and Performance Management
Regulations 2001

A Local Government: Municipal Performance Regulations for Municipal
Managers and Managers Directly Accountable to Municipal Managers,
2006

A Guide on Performance Agreements Workshop, 2001, by the South
African Local Government Associations (referred to as SALGA
Guidelines).

A The principles outlined in Performance Management: A Guide for
Municipalities, as published by the Department of Provincial and Local
Government.

A Guidelines provided by SALGA and any other negotiated collective
agreement on a national or provincial agreements

A

2.2. INTEND AND OBJECTIVES OF PERFORMANCE
MANAGEMENT SYSTEM

There intend of the PMS in Dr Kenneth Kaunda District Municipality are thus

to ensure that the mechanisms and processes are in place so that:

A The developmental objectives identified during the IDP process are

realized efficiently and effectively;

A The role and functions of the Dr Kenneth Kaunda District
Municipality departments are aligned to measurable and objective

norms;

A Subsequently, that the Dr Kenneth Kaunda District Municipality
realises its strategic intent, mandate and statutory obligations, and
meet the expectations of all its stakeholders
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The PMS will help employees within the municipality to understand exactly
what work they must do to contribute towards the municipality achieving its

strategic objectives.

Performance Management should be regarded as a communication tool that
helps managers provide a motivating climate assist employees in developing
and achieving high standards of performance so that they can contribute

towards improving the effectiveness of the Municipality.

The PMS should be linked to other human resource practices, including

employment equity, skills development and succession planning.

The objectives of implementing a Performance Management System into Dr

Kenneth Kaunda District Municipality are as follows:
A To achieve the strategic objectives of Council

A To Facilitate decision-making and ensure effective, efficient and

quality service delivery.

A To provide an early-warning system to assist Council and
Management in identifying problem areas
A Develop constructive relationships between Councillors, Managers

and employees.

A Recognise and encourage outstanding performance

A Manage and improve on under-performance

A Facilitate learning and improvement by enabling individuals to
develop their abilities, increase their job satisfaction and achieve
their full potential so that both the employee and the Municipality

benefit
Fulfil the requirements of the Municipal Systems Act 32 of 2000

Facilitate increased accountability
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3. LINKING ORGANISATIONAL PERFORMANCE TO
INDIVIDUAL PERFORMANCE

The Municipal Systems Act requires that each Municipality establish a PMS
that is commensurate with its resources; best suited to its circumstances; and
in line with the priorities, objectives, indicators and targets contained in its
integrated development plan. It is required to promote a culture of
performance management among is political structures, political office bearers

and councilors and its administration.

This dimension of performance management is essentially concerned with the
overall performance of the Municipality i.e. the development and monitoring of
performance indicators and standards for the municipality as an organizational
performance indicators and standards it is appropriate to introduce a
performance management system for the individual employees within the
municipality. For the 2016- 2018 financial year, only Section 56/57 Senior
Managers are given performance objectives, targets and standards that are

linked to the objectives of the municipality.

Once organizational objectives and targets have been set it is possible to
cascade these down to the relevant departments and individuals. In turn, the
individuals and departments, by achieving their objectives and targets
contribute towards the municipality achieving the objectives and targets in its

integrated development plan.

However, while SALGA and the relevant unions have not yet agreed upon
collective agreement for Individual Performance Management for lower levels,
council is committed to service excellence and quality delivery, and to
cascade PMS to Section 56/57 Senior Managers only, whom have the
responsibility to ensure that managers and other individual in the various
departments and units perform duties in line with and contributes towards the

set objectives of the municipality.
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4. DR KENNETH KAUNDA DISTRICT  MUNICIPALITY
PERFORMANCE MANAGEMENT SYSTEM (PMS) MODEL

A Criteria of a Good Performance Model
A The Revised Municipal Scorecard Model

A Adoption of the Revised Municipal Scorecard Model

4.1 CRITERIA OF A GOOD PERFORMANCE MODEL

The following characteristics should guide the choice of a performance model:

A It must be simple to develop and its implementation must be able to be
cascaded to the lower levels with ease.

A The model must ensure that there is a balance in the set of indicators
being compiled.

A The balance created by the model must encompass all relevant and
priority areas of performance.

A The perspectives must be aligned to the IDP objectives.

A The model must be able to timeously diagnose blockages in the
system.

A It must be easy to integrate with other municipal systems and
processes.

4.2 THE MUNICIPAL SCORECARD PERFORMANCE MODEL
A Municipal Scorecard Performance Model is a balanced scorecard adapted
for measuring key performance on developmental areas that are relevant to

municipal service delivery and the public sector.

There are five (5) KP A0Gis terms of Local Government: Municipal
Performance Regulations for Municipal Managers and Managers Directly
Accountable to Municipal Managers, 2006 and s i X (6) KPAGS
guidelines provided by Department of Corporative Governance on Key
Performance Indicators for Local Government that municipalities are required
to align their strategic planning on and these cut across every functional area

of a municipality.
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The municipal scorecard measures a muni ci pal i tyoés perf or manc

these six (6) perspectives/ Key Performance Areas:

1) Basic Service Delivery and Infrastructure Development
2) Municipal Transformation and Institutional Development
3) District Economic Development

4) Municipal Financial Viability and Management

5) Good Governance and Public Participation, and

6) Spatial Rationale

4.3 ADOPTION OF THE MUNICIPAL SCORECARD MODEL
The Dr Kenneth Kaunda District Municipality having adopted the Municipal
Scorecard Model will align this framework to the revised Municipal Scorecard

Model and its performance will be grouped under the following 5 perspectives:

A Basic Service Delivery and Infrastructure Development
This Key Performance Area (KPA) will assesst he muni ci pal i tyds pe
in the overall delivery of basic and infrastructural services and products.

A Municipal Transformation and Institutional Development
This Key Performance Area (KPA) relates to input indicators that measure the
functioning of the municipality under areas such as human resources,
strategic planning and implementation, performance management and all

other indicators that seek to develop and manage the municipal institution.

A District Economic Development
In This Key Performance Area (KPA) the municipality will assess whether the
desired development indicators around the performance area of social and

economic development is achieved.

A Municipal Financial Viability and Management
This Key Performance Area (KPA) wi | | measur e t he muni

performance with respect to the management of its finances.
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A Good Governance and Public Participation
This Key Performance Area (KPA) wi | | measur e t he mu n i
performance in relation to its engagement with its stakeholders in the process
of governance, established and functioning governance structures, and good

municipal governance processes.

A Spatial Rationale
This Key Performance Area (KPA) wi | | measur e t he mu n i
performance in relation to implementation of Municipal Disaster Management

and Fire Services.

5. LINKING THE |IDP, BUDGET AND PERFORMANCE
MANAGEMENT

The IDP ultimately forms the strategic landscape of Council on which the
strategic vision of Council as political structure is encapsulated and
documented. Within the IDP taxonomy of priorities, objectives, initiatives and
projects exist from which the Performance Indicators and Performance
Targets that underpin and Performance Management System will be derived.

6. THE SERVICE DELIVERY AND BUDGET IMPLEMENTATION
PLAN (SDBIP)

6.1 What is the SDBIP?

The SDBIP is essentially the management and implementation tool which sets
in-year information, such as quarterly service delivery and monthly budget
targets, and links each service delivery output to the budget of the
municipality, thus providing credible management information and a detailed
plan for how the municipality will provide such services and the inputs and
financial resources to be used.

The SDBIP indicates the responsibilities and outputs for each of the senior
managers in the top management team, the inputs to be used, and the time

deadlines for each output.
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The SDBIP is also a vital monitoring tool for the mayor and council to monitor
in-year performance of the municipal manager and for the municipal manager
to monitor the performance of all managers in the municipality within the
financial year. The SDBIP also serves as a contract between the
administration, council and community, expressing the goals and objectives
set by the council as quantifiable outcomes that can be implemented by the
administration over the next twelve months.

The figure below provides the basis for measuring performance in service

delivery against end of- year targets and implementing the budget.

Council Administration

IDP Employee Contracts and

Performance indicators

Monthly Reports Revenue and Expenditure
Midyear

Performance
Assessment

Annual Report

Budget — SDBIP Service delivery Aqreements for the
targets g

6.2 COMPONENTS OF SERVICE DELIVERY AND BUDGET
IMPLEMENTATION PLAN

a) Monthly projections of revenue to be collected for each source

b) Monthly projections of expenditure (operating and capital) and revenue
for each vote

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

d) Ward information for expenditure and service delivery

e) Detailed capital works plan broken down by ward over three years

6.3 REPORTING ON THE SDBIP
This section covers reporting on the SDBIP as a way of linking the SDBIP with
the oversight and monitoring operations of the Municipal administration.

Annual Performance

Municipal Manager &
Municipal Senior

by vote _ Manager
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Various reporting requirements are outlined in the MFMA. Both the Executive
Mayor and the Accounting Officer have clear roles to play in preparing and
presenting these reports. The SDBIP provides an excellent basis for
generating the reports for which MFMA requires. The reports then allow the
Dr. Kenneth Kaunda District Council to monitor the implementation of service

delivery programs and initiatives across the District.

6.3.1 Monthly Reporting
Section 71 of the MFMA stipulates that reporting on actual revenue targets
and spending against the budget should occur on a monthly basis. This
reporting must be conducted by the accounting officer of a municipality no
later than 10 working days, after the end of each month. Reporting must
include the following:
i.  Actual revenue, per source;
ii.  Actual borrowings;
iii.  Actual expenditure, per vote;
iv.  Actual capital expenditure, per vote;
v.  The amount of any allocations received
If necessary, explanation of the following must be included in the monthly
reports: (a) any materi al variances from t
by source, and from the municipalityds exp
material variances from the service delivery and budget implementation plan
and; (c) any remedial or corrective steps taken or to be taken to ensure that
the projected revenue and expenditure remain within the municipalities

approved budget.

6.3.2 Quarterly Reporting

Section 52 (d) of the MFMA compels the mayor to submit a report to the
council on the implementation of the budget and the financial state of affairs of
the municipality within 30 days of the end of each quarter. The quarterly
performance projections captured in the SDBIP form the basis for the mayor 6 s

quarterly report.
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6.3.3 Mid-year Reporting
Section 72 (1) (a) of the MFMA outlines the requirements for mid-year budget
and performance assessment reporting. The accounting officer is required by
the 25th January of each year to assess the performance of the municipality
during the first half of the year taking into account:
I.  The monthly statements referred to in section 71 of the first half of the
year
ii. the municipalities service delivery performance during the first half of
the financial year, and the service delivery targets and performance
indicators set in the service delivery and budget implementation plan;
ii. The past year 6s annual report,
identified in the annual report; and
iv.  The performance of every municipal entity under the sole or shared
control of the municipality, taking into account reports in terms of
section 88 from any such entities.
Based on the outcomes of the mid-year budget and performance assessment
report, an adjustments budget may be tabled if actual revenue or expenditure
amounts are materially different from the projections contained in the budget
or the SDBIP.

6.3.4 Annual Performance Reporting
In terms of Municipal Systems Act No. 32 of 2000, Section 46 requires
municipality to prepare for each financial year a performance report reflecting:
a) The performance of the municipality and of each external service
provider during that financial year
b) A comparison of the performances referred to in paragraph (a) with the
targets set for and performances in previous financial year; and

c) Measures taken to improve performance

and

d The annual performance report mu s t

annual report in terms of Chapter 12 of the Municipal Financial

Management Act
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7. THE PERFORMANCE MANAGEMENT CYCLE AND
PROCESS PLAN

Scheduling Activities and Events in Performance Management

There are four key phases in the performance management cycle. These
phases must be linked to the planning and reviewing phase of the
organization as a whole. Within municipalities, an annual cycle of Planning
and Budgeting takes place in the form of the integrated Development
Planning (IDP). Out of that, the broad outcomes and Key Performance Areas
(KPAs) for a municipality are developed or reconfirmed by the political
leadership. Based on the broad indicators the various departments should
develop Performance Plans that translate the Key Performance Indicators

(KPIs) into indicators for the function.

The targets set out in the Performance Plans or operational plan for a
function; become the key performance objectives or indicators for the head of
a particular function. The performance management cycle is thus linked to
the local government financial year. As soon as the IDP is adopted in June,
Section 56/57 Senior Managers sign their annual performance agreements or
scorecard in July and other managers and officials are required to compile the
operational plans that must be signed off by head of each department and/or
units. Monitoring takes place throughout the year. Performance assessment

evaluation is carried out the following June at the end of the financial year.

8. THE KEY PHASES IN THE PERFORMANCE MANAGEMENT
PROCESS

8.1.1 Planning

This involves the development of an organizational strategic plan that logically
rolls down and translates indicators to functions, departments and ultimately
Section 56/57 Senior Managers and operational plans of all managers and
officials within the organization. This includes both strategic and operational

objectives of the organization.
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8.1.2 Monitoring & Reviewing

In order to monitor, it is necessary to put mechanisms and systems in place to
monitor implementation of plans. This includes ongoing reporting frameworks,
tracking systems and feedback mechanisms and involves a systematic
process of reviewing achievements against stated plans and understanding
the reasons for the variance. It also involves adapting to new developments

and incorporating them into existing or new plans.

8.1.3 Evaluating and Assessment
Measuring is about the measurements of targets that have been set.

Measurement includes mechanisms such as self-assessment s up er wi

assessment and evaluation panels- assessment. Assessment is primarily
done with two considerations:

A Accountability i to inform stakeholders on how public resources
have been utilized in achieving set goals and to what extent these
goals have been achieved.

A Continuous improvement i to replicate successes through best
practice applications throughout the organization and the sharing of

knowledge

8.1.4 Reporting
Reporting involves the regular, structured formal and informal feedback and
accounting of the activities of the municipality to its stakeholders in order to
ensure compliance, transparency and good governance. It includes, inter
alias, the following:
A Monthly financial and operational reporting of departments and
directorates to relevant committees
A Quarterly reporting, in particular Service Delivery and Budget
Implementation Plan (SDBIP) Reports
A Bi-annual and annual performance report
A Ad-hoc reporting on projects and incidents or on request of

intergovernmental stakeholders
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9. THE KEY PHASES IN THE PERFORMANCE MANAGEMENT

PROCESS

In order to ensure that the above-mentioned phases are scheduled within the

timeframes of the municipal financial year and to ensure that there is clarity on

the roles of the various role-players a Performance Management Process

Plan has been developed to assist with the scheduling of these activities:

9.1 PROCESS PLAN

ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.
Conduct PMS training for all | JULY Framework PMS Manager
stakeholders (Frame-work,
SDBIP&)
Current Year: Conclude JULY MSA Sec 57 Executive Mayor
annual Performance
Agreements by 31 July MFMA Sec 53
(1) (C) (i)
Current Year: Commence | JULY MFMA Accounting Officer
the implementation of the Guidance
SDBIP Head of Departments /
Units
Previous Year: review JULY MFMA guide Executive Mayor
quarterly projections for
period ending 30 June for Accounting Officer
SDBIP & Compare actual
performance to objectives in
conjunction with preparation
of sec 52 report (provides
for general responsibilities
of the mayor)
Current Year: Make public | JULY MFMA sec 53 Executive Mayor
the approved SDBIP 3)(a)
Accounting Officer
MFMA sec 75,
PMS Manager
MSA sec 21A &
21B Communications &
Information Technology
MFMA Guide departments/Units
Previous Year: Drafting of | JULY MSA sec 46 Accounting Officer

Annual Performance Report

Head of Departments /
Units

PMS Manager
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ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.
Drafting of the municipal JULY MFMA sec 121 | Accounting Officer
Organisational Annual
Report. PMS Manager
Previous Year: Submission | JULY MFMA sec 165 | Internal Audit
of internal audit annual
report to Performance Audit MSA sec 45
Committee & Accounting Q@)
Officer
Previous Year: JULY MFMA sec 166 | Chairperson of
Presentation of Audit Performance Audit
Commi tteebs al Committee
to Municipal Council.
Previous Year: submit JULY MFMA Sec Executive Mayor
quarterly (S.52) report for 52(d)
the period ending 30 June
on implementation of the
budget and financial of
affairs of the municipality to
council.
Current Year: Conduct JULY Internal control | Accounting Officer
monthly departmental and mechanisms
institutional performance Head of Departments /
reviews and reporting. Units
Current Year: Make Public | AUGUST MFMA 53(3)(b) | Executive Mayor
Performance Agreements
and ensure copies are Accounting Officer
provided to council,
Provincial MEC for Local PMS Manager
Government
Communications &
Information Technology
departments/Units
Current Year: Make public | AUGUST MFMA sec Executive Mayor
Performance Agreements 53(b)
and ensure copies are Accounting Officer
provide to council and MFMA sec
provincial MEC of Local 75(1) (d) PMS Manager
Government by the 31 July
MSA sec 21A & | Communications &
21B Information Technology
departments/Units
Current Year: Place AUGUST MFMA sec Accounting Officer
quarterly report(s.52) on 75(1) (k)

budget implementation on

municipal website

PMS Manager
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ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.

Communications &
Information Technology
departments/Units

Current Year: make public | AUGUST MFMA sec Executive Mayor

annual Performance 53(3)(b)

Agreements and ensure Accounting Officer

copies are provide to

Council and Provincial MEC PMS Manager

for Local Government
Communications &
Information Technology
departments/Units

Previous Year: Finalisation | AUGUST MFMA sec 126 | Accounting Officer

& submission of Annual (1)

Performance Reports and MSA sec 46 Heads of Departments

Draft Annual Report to /Units

Auditor Generald s o f f |

or before 31%" August PMS Manager

Current Year: consider AUGUST MFMA Sec 54 Executive Mayor

monthly reports, review (1)

implementation of budget

and SDBIP, identify

problems and amend

/recommend appropriate

amendments. Submit report

to council and make public

any amendment to the

SDBIP

Current Year: Conduct AUGUST Internal control | Accounting Officer

monthly departmental and mechanisms

institutional performance Heads of Departments

reviews and reporting. /Units
PMS Manager

Current Year: consider SEPTEMBER | MFMA Sec 54 Executive Mayor

monthly reports, review (1)

implementation of budget
and SDBIP, identify
problems and amend
/recommend appropriate
amendments. Submit report
to council and make public
any amendment to the
SDBIP
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ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.
Current Year: Conduct SEPTEMBER | Internal control | Accounting Officer
monthly departmental and mechanisms
institutional performance Heads of Departments
reviews and reporting. /Units
PMS Manager
Current Year: Quarterly SEPTEMBER | Internal control | Accounting Officer
departmental and mechanisms
institutional performance Heads of Departments
reporting. /Units
PMS Manager
Current Year: hold SEPTEMBER | Internal control | Accounting Officer
departmental quarterly mechanisms
performance review session Heads of Departments
/Units
PMS Manager
Current Year: Conduct OCTOBER Regulations Accounting Officer
individual Quarterly 2006
performance assessments Section 56/57 Senior
Managers
PMS Manager
Current Year: Audit of OCTOBER MFMA sec 165 | Internal Audit
performance
measurements and MSA sec 45
submission of internal audit Q@)
quarterly report to PAC &
Municipal Manager,
Current Year: Presentation | OCTOBER MFMA sec 166 | Chairperson of
of Audit Commj Performance Audit
quarterly report to Municipal Committee
Council.
Previous Year: submit OCTOBER MFMA Sec Executive Mayor
quarterly (S.52) report for 52(d)
the period ending 30
September on
implementation of the
budget and financial of
affairs of the municipality to
council.
Previous Year: Receive NOVEMBER | MFMA sec Accounting Officer
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ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.
Audi t or BReporte.r | 126(3)
Previous Year: Developa | NOVEMBER | MFMA sec Accounting Officer
remedial action plan to 131(1)
address Audi t{ Heads of Departments
queries. /Units
Previous Year: Ensure NOVEMBER | MFMA sec MEC for Local
Accounting Officer 131(1) Government
addresses audit queries
raised by AG and prepare Executive Mayor
action plan/audit plans to
address and incorporate into
annual report.
Current Year: Monthly NOVEMBER | Internal control | Accounting Officer
departmental and mechanisms
institutional performance Heads of Departments
reports. /Units
PMS Manager
Previous Year: Address DECEMBER | MFMA sec Accounting Officer
Audi tor Gener | 131(1)
queries Heads of Departments
/Units
Current Year: Address PAC | DECEMBER | Regulations Accounting Officer
and Internal Audit queries 2001
Heads of Departments
/Units
Previous Year: Finalise first | DECEMBER | MFMA sec Accounting Officer
draft of annual report 127(1)
incorporating financial and Heads of Departments
non-financial information on /Units
performance, Audit reports
and AFS, submit it to the PMS Manager
mayor
Current Year: Quarterly DECEMBER | Internal control | Accounting Officer
departmental and mechanisms
institutional performance Heads of Departments
reporting. /Units
PMS Manager
Current Year: hold DECEMBER | Internal control | Heads of Departments

departmental quarterly
performance review session

mechanisms

/Units

Staff within
Departments /Units
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ACTIVITY

CALENDAR
MONTH

LEGISLATED
MANDATE

RESPONSIBLE
PERSON.

Current Year: hold an
institutional strategic
planning session to:

Consider monthly (s.71and
72) reports,

Review SDBIP identify
problems and amend or
recommend appropriate
amendments.

Submit report to council and
make public any
amendment to the SDBIP-
due end of month

Engage on the Auditor
Generalbs report
Previous Year annual
reports.

JANUARY

MFMA sec
54(1)

Executive Mayor

Previous Year: Audit of
performance
measurements and
submission of internal audit
quarterly report to PAC &
Municipal Manager,

JANUARY

MFMA sec 165
& MSA sec 45

(D@

Internal Audi

Previous Year:

Presentation of Audit
Commi tteeds al
to Municipal Council.

JANUARY

MFMA sec 166

Chairperson PAC

Current Year: Quarterly
reporting to the Council

JANUARY

MFMA sec 52

Executive Mayor

Current Year: Conduct
individual Quarterly
performance assessments

JANUARY

Regulations
2006

Accounting Officer

Section 56/57 Senior

Managers

PMS Manager

Previous Year: Tabling of
Annual Report by 31
January

JANUARY

MFMA sec 127

Executive Mayor

Accounting Officer

Current Year: Tabling of
Mid-term Report by 31

January

JANUARY

MFMA sec
54(1)()

Accounting Officer
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ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.
Previous Year: Publishing FEBRUARY | MFMA 127 | Accounting Officer
the municipal organisational 5)(a)
annual report
MSA 21A &
21B,
Previous Year: submit FEBRUARY | MFMA 127 | Accounting Officer
annual report to Auditor (5)(b)
General, Local Government
and Provincial Treasury
immediately after tabling
Previous Year: submit FEBRUARY | MFMA sec 132 | Accounting Officer
annual report to Provincial (1) (a)
legislature immediately
after tabling
Previous Year: Report non- | FEBRUARY | MFMA sec 128 | Accounting Officer
compliance with MFMA 127
(5)(b) to Auditor General &
Municipal Council
Previous Year: conduct a FEBRUARY | MFMA sec 129 | Executive Mayor
public hearings to make 4 (a)
comments on the report Accounting Officer
Current Year: Publishing FEBRUARY | MSA sec. 21A | Accounting Officer
the municipal Mid-term and 21B
report PMS Manager
Communications &
Information Technology
departments/Units
Previous Year: Adoption of | MARCH MFMA 129 | Council
Oversight Report (4)(b),
Previous Year: Publishing | MARCH MFMA 129 (3) | Accounting Officer
the Oversight Report MSA 21A &
21B, MPAC Office
Communications &
Information Technology
departments/Units
Previous Year: submission MARCH MFMA sec 132 | Executive Mayor
of oversight report to the (1) (b) /Speaker
Provincial Legislature
Accounting Officer
Current Year: Quarterly MARCH Internal control | Accounting Officer
departmental and mechanisms

institutional performance
reporting.

Heads of Departments
/Units

PMS Manager
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ACTIVITY CALENDAR | LEGISLATED RESPONSIBLE
MONTH MANDATE PERSON.
Current Year: hold MARCH Internal control | Heads of Departments
departmental quarterly mechanisms /Units
performance review session
Staff within
Departments /Units
Current Year: hold MARCH Internal control | Accounting Officer
institutional quarterly mechanisms
performance review session Heads of Departments
/Units
PMS Manager
Current Year: Address MARCH 2001 AO & HODs
Performance Audit Regulations
Committee and Internal
Audit queries
Current Year: Conduct APRIL 2006 Accounting Officer
individual Quarterly regulations
performance assessment Section 56/57 Senior
Managers
PMS Manager
Previous Year: Audit of APRIL MFMA sec 165 | Internal Audit
performance & MSA sec 45
measurements and Q@)
submission of internal audit
quarterly report to
Performance Audit
Committee & Municipal
Manager,
Previous Year: APRIL MFMA sec 166 | Chairperson Audit
Presentation of Audit Committee
Commi tteebs al
to Municipal Council.
Current Year: Quarterly APRIL MFMA sec 52 Executive Mayor
reporting to the Council
Submission of internal audit | APRIL Internal control
report to Municipal Council; mechanisms
Presentation of Audit APRIL Internal control
Commi tteeds r | mechanisms

Municipal Council
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ACTIVITY

CALENDAR
MONTH

LEGISLATED
MANDATE

RESPONSIBLE
PERSON.

Current Year: hold an
institutional strategic
planning session to:

1. Consider Auditor
Ge n e rrepbrifa
Previous Year,

2. Review the Current
Year performance

3. Engage the Previous
Year O6s an|

4. Draft the next fin year
Corporate SDBIP
aligned to the
reviewed IDP and
Budget

APRIL

Executive Council,

Management
Committee

Next financial year:
Drafting of Corporate/Top
Layer Service Delivery and
Budget Implementation Plan
(SDBIP)

MAY

Next financial year:
Drafting of Technical
Service Delivery and Budget
Implementation Plans
(SDBIPs);

MAY

MFMA Sec 53

2006 Regulation

Accounting Officer

Heads of Departments
/Units

PMS Manager

Adoption of Corporate/TOP
Layer Service Delivery and
Budget Implementation Plan

(SDBIP)

JUNE

MFMA Sec 53

Executive Mayor
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10. PERFORMANCE MANAGEMENT SYSTEM
PROCEDURE MANUAL

10.1 PROCESS OF MANAGING ORGANIZATIONAL
PERFORMANCE

The Municipal Systems Act (2000) places the responsibility on the Council to
adopt a PMS, while holding the Executive Mayor responsible for the
development and management of the system. The Executive Mayor of Dr
Kenneth Kaunda District Municipality delegates the responsibility for the
development and management of the PMS to the Municipal Manager. The
development of the system is a once-off activity and the Municipal Manager
submits the system to the Executive Mayor, who in turn forwards it to the full
council for approval. The responsibility of implementation and management of
the system remains with the Municipal Manager as part of his/her core
functions as provided in Section 55(1) of the Municipal Systems Act of 2000.

10.1.1 Co-ordination

Co-ordination involves the overall responsibility of and carrying out the
function of, and being the custodian of Dr Kenneth Kaunda District
Mu ni c i perfbringnge danagement system and managing the system on
behalf of the Municipal Manager. This is a strategic function which resides in
the Office of the Municipal Manager.

The co-ordination of the implementation phases of the PMS will be the
function of the PMS Unit who will be responsible for the following core
activities:

A Co-ordination of the development and implementation activities of
the organisational PMS, through interaction with all relevant
stakeholders;

A Ensuring and overseeing the implementation of this Performance

Policy Framework;
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A Ensuring compliance with all performance management legislative
requirements in respect of implementation of the PMS through the
de further development of a Performance Process Plan;

A Facilitating inputs for the review and further development and
refinement of the PMS;

A Providing regular support and capacity to the different departments
in developing service/departmental scorecards;

A Continuously providing technical support to the Municipal Manager
and the executive management team with implementation,
assessment, review, monitoring and information management;

A Providing capacity for analysing organizational performance
information submitted by Executive Managers on a quarterly, mid-
term and annual basis in preparation for reporting;

A Responsible for co-ordination and compiling the annual Section 46
performance report;

A Ensuring that all quarterly, mid-term and annual organizational
performance reports are submitted to all stakeholders timeously, e.g
quarterly reports to Executive Mayor; mid-term report to council and
annual reports to Auditor General, MEC and the public;

A Work closely with the IDP and Audit Offices to co-ordinate
performance activities according to the Dr Kenneth Kaunda District
Municipality Performance Process Plan; and;

A  Co-ordinate capacity building activities on municipal performance
management for all stakeholders.

10.1.2 Implementing the Performance Management System

Having identified the preferred performance model to be the Revised
Municipal Scorecard, and having agreed to measure its performance against
the five perspectives, Dr Kenneth Kaunda District Municipality will adopt a
process plan for implementing its performance management system. The
PMS implementation and management process will be carried out within the

following phases:
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Phase 1: Planning for Performance

Phase 2: Performance Monitoring and Managing Performance
Information

Phase 3: Performance Measurement and Analysis

Phase 4: Performance Review and Improvement

Phase 5: Performance Reporting

The cycle of performance that will be adopted is shown in figure below.
Each phase is outlined in detail and this includes the actual step-by-step guide
on what each phase entails and how each one will evolve. Templates that will

be used in each phase are illustrated figuratively in the document.

PHASE 1 PHASE 2
PLANNING MONITORING
Mar-June In Year

PHASE 5

REPORTING PHASE 3
Monthly, Quarterly, ) MEASUREMENT
Mid Year, Annually __——— Quarterly

PHASE 4
REVIEW
Quarterly, &
Annually

Figure: The Performance Management Cycle
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10.2 PERFORMANCE MANAGEMENT CYCLE

10.2.1 Phase 1: Planning

Planning for performance simply means developing and reviewing the IDP
annually in preparation for continuous implementation. Municipal performance
planning is part of the IDP strategic planning processes. The IDP process and
the performance management process are seamlessly integrated. Integrated
development planning fulfils the planning phase of performance management.
Performance management fulfils the implementation management, monitoring
and evaluation of the IDP process. The performance planning phase will be

undertaken in three steps.

Step 1: Integrated Development Planning, Priority Setting, ldentifying Key

Performance Areas, Setting Objectives and Developing Key Performance

Indicators and Performance Targets

Integrated development planning, as defined by the Municipal Systems Act, is
a process by which municipalities prepare a 5 year strategic plan that is
reviewed annually in consultation with communities and stakeholders. This
strategic plan adopts an implementation approach and seeks to promote
integration. By balancing the economic, ecological and social pillars of
sustainability without compromising the institutional capacity required in the
implementation and by coordinating actions across sectors and spheres of
government. The IDP delivers a number of products that translate to the
formulation of the municipal budget, the development of an annual Service
Delivery and Budget Implementation Plan and an organizational performance
scorecard for the municipality. In a nutshell, the IDP process should deliver

the following products in relation to performance management:

A An assessment of development in the municipal area, identifying
development challenges, marginalized and vulnerable citizens and

communities;
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A A long term development vision for the municipal area that
overcomes its development challenges;

A A set of delivery priorites and objectives, based on identified
needs, achievable in the current term of office, that would contribute
significantly to the achievement of the development vision for the
area,;

A A set of internal transformation strategies, priorities and objectives,
whose achievement would enable the delivery and the realisation of
the development vision;

A Programmes and projects identified which contribute to the
achievement of the above objectives;

A High level Key Performance Indicators and Performance targets
that will be used to measure progress on implementation of projects
and progress towards attainment of the objectives and the vision;
and

A A financial plan and medium term income and expenditure

framework that is aligned with the priorities of the municipality;

Dr Kenneth Kaunda District Municipality IDP which outlined all the priorities
and the plan to address developmental challenges during the current
c 0 u n c tetmoof difise. The IDP spans over the period from 5 (Five) years

and is reviewed annually.

The municipality must have established structures for consultation, oversight
and management of integrated development planning. These include the
following or depending on the applicable individual institutional arrangements.

This need to align to institutional plan:

The IDP Management Committee
The IDP Technical Committee

The IDP Representative Forum

> > > >

The councilors and Ward Committees and/or Community Based
Workers, and

A Mayoral I1zimbizo
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The Local Government Turnaround Strategy indicates that the IDP of the

municipality should contain the following thematic areas:

(@) Service Delivery 1 this area refers to the delivery of basic services
in municipal areas. These are primarily water, sanitation, refuse

removal, electricity and roads.

b) Spatial conditions i these include geographic considerations such
as characteristics of ur ban areas, c
or 6Bantustand areas (e.g. Ciskei),

economies in the area, such as mining or agriculture.

c) Governance 1 this covers elements such as political leadership,
institutional organization, administration, capacity and skKills,

oversight and regulation, monitoring and reporting).

d) Financial Management - Municipality budget and income
management (e.g. from water, rates, electricity charges. The
Intergovernmental Fiscal System distributes grants to municipalities
for service delivery. These include the Equitable Share (ES) and the

Municipal Infrastructure Grant (MIG).

e) DED i District Economic Development refers to the approach a
municipality and region may take to encouraging investment by big
business, small local business development, tourist industries or
large sector economy management in mining, manufacturing or

farming.

f)  Labour Relations i the way the management of municipalities and

the workforce of the municipality organize and cooperate together.

The thematic areas should be translated into objectives, and Key
Performance Indicators and performance targets have been set for each key

performance area. Every financial year the above elements are reviewed
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within the period of July and March which occurs simultaneously with the

implementation of the IDP.

Step 2: Developing and Adoption of the Service Delivery and Budget

|l mpl ement ati on Plan (Athe SDBI P0)

The SDBIP gives effect to the Integrated Development Plan (IDP) and the
budget of the municipality and is effective if the IDP and budget are fully
aligned with each other, as required by the Municipal Finance Management
Act. The budget gives effect to the strategic priorities of the municipality and is
not a management or implementation plan. The SDBIP therefore serves as a
Acontracto between the administrati
the goals and objectives set by the council as quantifiable outcomes that can
be implemented by the administration over the next twelve months. This
provides the basis for measuring performance in service delivery against end
of year targets and implementing the budget.

The SDBIP provides the vital link between the mayor, council (executive) and
the administration, and facilitates the process for holding management
accountable for its performance. The SDBIP is a management,
implementation and monitoring tool that will assist the mayor, councilors,
municipal manager, senior managers and community. A properly formulated
SDBIP will ensure that appropriate information is circulated internally and
externally for purposes of monitoring the execution of the budget,
performance of senior management and achievement of the strategic
objectives set by council. It enables the municipal manager to monitor the
performance of senior managers, the mayor to monitor the performance of the
municipal manager, and for the community to monitor the performance of the
municipality. The SDBIP should therefore determine (and be consistent with)
the performance agreements between the mayor and the municipal manager
and the municipal manager and senior managers determined at the start of
every financial year and approved by the mayor. It must also be consistent
with outsourced service delivery agreements such as municipal entities,

public-private partnerships, service contracts and the like.
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The SDBIP is essentially the management and implementation tool which sets
in-year information, such as quarterly service delivery and monthly budget
targets, and links each service delivery output to the budget of the
municipality, thus providing credible management information and a detailed
plan for how the municipality will provide such services and the inputs and
financial resources to be used. The SDBIP indicates the responsibilities and
outputs for each of the senior managers in the top management team, the
inputs to be used, and the time deadlines for each output. The SDBIP will
therefore determine the performance agreements of the municipal manager
and senior managers, including the outputs and deadlines for which they will
be held responsible. The SDBIP should also provide all expenditure
information (for capital projects and services) per municipal ward, so that each
output can be broken down per ward, where this is possible, to support

councilors in service delivery information.

The SDBIP is also a vital monitoring tool for the Executive Mayor and council
to monitor in-year performance of the municipal manager and for the
municipal manager to monitor the performance of all managers in the
municipality within the financial year. This enables the mayor and municipal
manager to be pro-active and take remedial steps in the event of poor
performance. The SDBIP aims to ensure that managers are problem-solvers,
who routinely look out for unanticipated problems and resolve them as soon
as possible. The SDBIP also enables the council to monitor the performance

of the municipality against quarterly targets on service delivery.

The SDBIP is a layered plan, with the top layer of the plan dealing with
consolidated service delivery targets and in-year deadlines, and linking such

targets to top management.

Being a management and implementation plan (and not a policy proposal),
the SDBIP is not required to be approved by the council T it is however tabled
before council and made public for information and for purposes of monitoring.

The SDBIP should be seen as a dynamic document that may (at lower layers
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of the plan) be continually revised by the municipal manager and other top
managers, as actual performance after each month or quarter is taken into
account. However, the top-layer of the SDBIP and its targets cannot be
revised without notifying the council, and if there is to be changes in service
delivery targets and performance indicators, this must be with the approval of
the council, following approval of an adjustments budget (section 54(1)(c) of
MFMA). This council approval is necessary to ensure that the mayor or
municipal manager do not revise service delivery targets downwards in the

event where there is poor performance.

The municipal manager is responsible for the preparation of the SDBIP, which
must be legally submitted to the mayor for approval once the budget has been
approved by the council (around end-May or early-June). However, the
municipal manager should start the process to prepare the top-layer of the
SDBIP no later than the tabling of the budget (around 1 March or earlier) and
preferably submit a draft SDBIP to the Executive Mayor by 1 May (for initial
approval). Once the budget is approved by the Council, the municipal
manager should merely revise the approved draft SDBIP, and submit for final
approval within 14 days of the approval of the budget. Draft performance
agreements should also be submitted with the draft SDBIP by 1 May, and
then submitted for approval with the revised SDBIP within 14 days after the
approval of the budget. The mayor should therefore approve the final SDBIP
and performance agreements simultaneously, and then make the SDBIP and
performance agreement of the municipal manager public within 14 days,

preferably before 1 July.

The SDBIP requires a detail of five necessary components are:
1. Monthly projections of revenue to be collected for each source
2. Monthly projections of expenditure (operating and capital) and
revenue for each vote
3. 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.
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Step 3: Development and Approval of the Municipal Scorecard

It is clear from the above exploratory detail on the SDBIP and its components
that there is an overlap between the SDBIP and the municipal performance
scorecard as described in paragraph 4.2 and 4.3 above. This overlap usually
creates confusion to municipalities as to which performance planning tool to
subscribe to and usually it is the SDBIP that is adopted and regarded as the
scorecard of the municipality. However, this causes problems because the
SDBIP remains a top level document and is not cascaded to, and aligned to
the performance scorecards of individual managers. Moreover, because the
components of the SDBIP are mainly along monitoring budget
implementation, the other non-financial functional areas of the municipality
end up being not monitored and reported on as vigorously as the financial
functional area. Furthermore, this vigorousness is also concentrated on
spending of the budget on time, not necessarily looking at the whole financial
viability and management of the municipality

In addressing the concerns raised in the above argument, the Dr Kenneth
Kaunda District Municipality will adopt the Municipal Scorecard Performance
model to utilize it as the tool to monitor and measure both the financial and
non-financial performance of the municipality. The SDBIP will form part of the

performance management tools.

Since the SDBIP monitors the budget performance, it will form part of the
overall performance management processes of the municipality and
component 3 of the SDBIP (Quarterly projections of service delivery
targets and performance indicators for each vote) will have similar
information as the one that appears on components 5 and 7 of the

organizational scorecard.

Step 4: Attending to Governance and Compliance Issues

Upon approval of all the strategic documents, the Executive Mayor and the

Munici pal Manager mu s t sign t hence Muni
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Agreement before 31 July of every year. The Municipal Manager must do the
same and sign Performance Agreements with all the Managers directly
accountable to her before 31 July of every year. These agreements will be

discussed in detail below under employee performance management.

The Executive Mayor will also publicize the SDBIP, the organizational
scorecard and the Municipal Manager 0s
provisions of Section 53(3) of the Municipal Finance Management Act.

The Dr Kenneth Kaunda District Municipality will use the following publicity
platforms consistent with the provision of the communications policy adopted
by the municipality to publicize the above documents:

APamphlets distributed on commemorative days as contained in the
events calendar, national projects, Presidential projects and/or
Mayoral projects;

Local newspapers;

Local Municipalities within the district

> > >

Community meetings;
Local radios;

Print and electronic media;

> > >

Website and intranet;

>

Community centers(Libraries);

Intergovernmental forums.

The Executive Mayor will also submit copies of the SDBIP, the Organizational
Scorecard and all the Section 57 Managers to the MEC for Local Government

in the North-West Province

The whole planning process for performance management will be done once
per year within the months of March to June, in preparation for implementation
in the following year, starting in July. By the beginning of a new financial year,
all planning will be complete, compliance issues attended to and resources

allocated accordingly.
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10.2.2 Phase 2: Monitoring

Monitoring of performance will be an ongoing process throughout the year and
will run parallel to the implementation of the IDP. Monitoring will be conducted
within each department. The Dr Kenneth Kaunda District Municipality will use
a paper-based and report-based monitoring mechanism. Different role
players are allocated tasks to monitor and gather information that would assist
the municipality to detect early indications of under-performance and take
corrective measures on time. Information management plays a central role

during this phase.

The Dr Kenneth Kaunda District Municipality monitoring system places
responsibility on each Department, Unit/Section and Individual employee to
collect relevant data and information to support the monitoring process.
Evidence of performance will be gathered, stored by each department and
presented to substantiate claims of meeting (or not meeting) performance
standards. This evidence is stored on files (both manual filing and digital filing,
where possible). The Heads of the Departments must allocate responsibility in
their offices for information management, as these performance information
files must be separate from normal registry filing.

Even though, registry will have all the data and files as per their filing system.
The performance information will be filed according to key performance area
and key performance indicators. These files will be regarded as Portfolio of
Evidence (POE) and must be kept for purposes of performance

measurement, performance review and audit in the other phases.

The roles and responsibilities for monitoring are allocated as follows:

i. Head of Departments and Unit Managers
Each Head of Departments and Unit Manager will be responsible for
monitoring and reporting on each indicator in their departmental scorecards.
They will monitor performance of their direct reports under their functional
areas and report as per the indicator that has been set to measure that

functional area. This monitoring occurs on a daily basis, with report being
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submitted to Head of Departments and Unit Managers by direct reports on a
weekly/monthly basis. The Head of Department and Unit Manager is
responsible for compiling section reports on each indicator; collect the
relevant data related to each project and indicator and facilitate proper storage

of the data in files.

I. Coordinators and/or Admin Officers
The Coordinators and/or Admin Officers in each section have a responsibility
for managing indicator information files as per the Dr Kenneth Kaunda District
Municipality monitoring system. They are also responsible for collating this
information in preparation for submission of performance reports to Heads of
Departments by Unit Managers. This responsibility must be carried out on a

weekly and/or monthly basis.

iii. Departments or Directorates and Teams
The departments will receive progress reports on progress into the
implementation of their departmental scorecards from section managers on a
monthly basis. The monthly reports are compiled and discussed at the

Management meetings.

iv. The Management Team
The management team discusses departmental performance progress on a
monthly basis and on quarterly basis, need to reflect on whether targets are
being met, reflect on the reasons being provided by departments for targets
not being met and suggest corrective action. The purpose for a performance-
driven management team is to instill a culture of collective management and

eliminate the silo mentality.

V. Section 79 Committees
These committees will monitor performance of their respective services
against departmental scorecards. They will receive reports on a monthly basis
and must appraise themselves on progress on performance of their service
areas against set targets. Where targets are not being met, the Section 79

Committees should ensure that the reasons for poor performance are
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satisfactory and sufficient to address whatever delays, and corrective

strategies are sufficient to address the poor performance.

Vvi. The Executive Mayor
The Municipal Manager will submit monthly and quarterly progress reports on
all the indicators in the organizational scorecard to the Executive Mayor in
order for her to monitor if targets are being achieved and where they are not,
that proper corrective strategies are put in place to keep to the timelines set

for achieving each indicator and targets.

Vii. Municipal Council
Performance reports will be submitted to the council on quarterly basis.
Quarterly Performance Reports, Mid-year Budget and Performance
Assessment Report and an Annual Performance Report are the reports that

will be submitted to council.

A performance monitoring flow chart is illustrated in Figure below.
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Management Team
Performance info monthly,
Quarterly, Annually

Departments’

performance

info monthly,
Quarterly,
Annually

Figure: The Dr Kenneth Kaunda District Municipality Performance Monitoring System

Departments’
performance info
monthly,
Quarterly,
Annuallv

10.2.3 Phase 3: Measurement and Analysis

Performance Measurement is essentially the process of analyzing the data
provided by the Performance Monitoring System
performance. At organizational level, Performance Measurement is formally

executed on a monthly and quarterly basis, whilst Performance Measurement

at an individual level is done quarterly.

The t hree co

budget and performance

function outside the ambit of the Municipal IDP. These three components are

obviously supported by the aspects such as human resources, skills,

municipal infrastructure etc.

re components

management. The three components cannot
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't i s within this context resetfdrthd budget KPAOG s,
and service delivery components and into the receiving component being the
performance management. These measures are set in balance. This means
that for every; Service Delivery KPA, a Budget KPA must be set. For
example, if the municipal IDP identified Economic Development as a KPA,
there must be a proportionate allocation (vote) of the total Budget towards

addressing this KPA, e.g. 20% of the total budget to the Vote: Planning and

Devel opment . This appl isedt, inttleat fdar every KPI1 60s a
service delivery KPI and target, an appropriate budget KPI and target must be

set.

I n developing these KPIO0s and targets, t h

consideration its current human and infrastructural capital into consideration
(ri sk identification) as we l | as keeping
Measureable, Attainable, Realistic and with deliverable Time-Frames) criteria

in mind.

As indicated in paragraph 4.2 and 4.3, the Dr Kenneth Kaunda District
Municipalityd sorganizational Scorecard Model is used to analyze the
performance information submitted during the monitoring phase and asses its
performance l evel s. The adopted mo d e | Wi
performance through achievements within the 6 Key Performance Areas and

report its organizational performance along the 6 performance perspectives.

The template for the performance measurement scorecard that will be used

by Dr Kenneth Kaunda Diillsstrates allt the Mheasuredi pal i t y (
results recorded on a report.

The municipality will use one reporting template for all key performance

indicators and all departments will use this formant to produce quarterly

reports and the annual review report. The reporting template will be discussed

under the reporting section.
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DISTRICT ECONOMIC DEVELOPMENT

SPEED UP ECONOMIC GROWTH AND TRANSFORM THE ECONOMY TO CREATE DECENT WORK AND SUSTAIN

OUTPUT 4 IMPLEMENTATION OF THE COMMUNITY WORK PROGRAMME
OUTPUT 4 IMPLEMENA DIFFERENTIATED APPROACH TO MUNICIPAL FINANCING, PLANNING AND Sy
[am [0) | I O L
BASELINE 2015/16 - % 2 IR = (ﬁ < g | = 2 |8 " 2
S| 2 | 2 18 : 22|28 S |a8|5
STRATEGI] Current Demand Backlo | KEY * < H_J - o % = <_(' (e} E E
OBJECTIVE g PERFORMAN( = < T | QUARTERLY TARGETS 50 s = Lo m
status [ (MFMA (MFMA | E INDICATOR < ul L | = o |x>| @
(Progres | Circular | < m | g° = |ow
Circular a W a
s to date)| 63) 63) o
To promotg 150 Jobs| 200 Jobs| Nil KPI 23 Outpu| 200 Jobs| OPEX Matlosan Q1 50 Jobs created throug
socie created | created Number of t created | CAPE a Tlokwe LED Initiatives, EPWP,
economic | through | through Jobs created through | X Ventersor| CBP and Capital project
developme| LED LED through LED LED EPWP p and by September 2016
nt Initiatives| Initiativeg Initiatives, Initiativeg GRAN Maquassi
EPWP, , EPWP, EPWP, CBP ,EPWP,| T hills
CBP and| CBP and and Capital CBP and 50 Jobs created throug
Capital Capital projects by Capital LED Initiatives, EPWP,
projects | projects June 2017 projects Q2 | CBP and Capital projec
DED by June by December 2016
2017
50 Jobs created throug
03 LED Initiatives, EPWP,
CBP and Caai projects
by March 2017
50 Jobs created throug
04 LED Initiatives, EPWP,
CBP and Capital projed|
by June 2017
Departments collect Yes Corrective
erformance information per
EPI during the moni'[oringp Compare actual i Are there any MEASHIes
performance against deviations No
phase targets set during the from initially Continue
(actual performance) planning phase set targets? »  monitoring




10.2.4 Phase 4: Performance Reviews

Performance review is a process where the municipality, after measuring its
own performance as detailed in the previous phase, assesses whether it is
giving effect to the IDP. It is a phase where it will assess whether it is doing
the right thing, doing it right and better, or not. Performance reviews will be
conducte d t hrough t he municipalityos scorec
performance against the 6 Key Performance
targets. Dr Kenneth Kaunda District Municipality reviews will be conducted on

quarterly basis.

The results of measurement and reviews will be captured on the spreadsheet
reporting format as shown on Figure under the reporting section below. All
performance reports from departmental to organizational will be done on the

same format so that there will be consistency on reporting

Who has the Responsibility of Conducting Reviews in Dr Kenneth Kaunda

District Municipality?

As in the monitoring and measurement stages, reviews will be conducted
according to the Iines of accountability w
structure. Reviews at all levels on organizational indicators and targets will be
conducted quarterly, preceded by coaching sessions by the municipal
managers to her/his direct reports. On considering the quarterly reports from
each department and the results of the measurement revealing the level of
performance in each department, the Municipal Manager must conduct one-
on-one coaching sessions with Managers directly accountable to her/him, to
ascertain the level of comfort and confidence in achieving set targets, and to
understand the challenges that the Manager might be facing in achieving
results. Actions to alleviate any specific problem areas, enhance
performance, remove barriers of some sort and agreeing on steps necessary

to bring this about must be taken.



Supervisors

Supervisors will review the performance of employees reporting directly to
them. These reviews will be conducted on a monthly basis and any deviations
can be recommended by the supervisor to their section managers, only if they
affect indicators and targets that are at their levels, not organizational or

departmental indicators.

Head of Departments and/or Unit Managers

These managers review performance of their respective areas on a monthly
basis, as they are monitoring, analyzing and measuring performance as
against their departmental scorecards. The review will cover all organizational
key performance areas and indicators with respect to their functional areas
and any deviations from original targets can be recommended to their
respective senior managers and can be authorized if it is not organizational or

departmental targets.

Section 79 Committees

These committees manage the performance of sectors and functions
respective to their portfolios. In order to build the role played by Section 79
Committees, while ensuring that their role remains strategic and not
operational, it is recommended that they review performance as often as
monthly. However, the committees can only approve deviations on targets
related to their service areas, after receiving recommendations from the

management team.

Executive Management Team

The municipal manager and her management team will review performance
prior to, and more often than, the Executive Mayor or Section 79 Committees,
as follows:

A Firstly, they will need to review performance more often, such that
they can intervene promptly on operational matters where poor
performance or the risks thereof occur.

A Secondly they will need to review performance before reporting to

politicians so that they can prepare; control the quality of
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performance reports submitted to the councilors and the public; and
ensure that adequate response strategies are proposed in cases of
poor performance.

A It is strongly recommended that the executive management team
review performance monthly, prior to reviews being conducted by
Mayoral Committee or the Section 79 Committees. At these reviews
relevant functional managers will be required to report on respective

priority areas.

Executive Mayor

The Performance Management System of Dr Kenneth Kaunda District
Municipality is designed in such a way that it allows the Executive Mayor to
strategically drive and manage performance in the organization. Reviews at
this level will remain strategic so that the Executive Mayor is not restrained by
operational discussions. In order for this review to be strategic Oit is
recommended that the

Executive Mayor review performance quarterly, with the final quarterly review
taking the form of an annual review. The content of the review should be
confined to the adopted6k ey per f ormance areas (KPAOGSs)
Municipal Manager will remain accountable for reporting on performance at

this level.

Council
Council will review the performance of the municipal council, its committees
and the administration, annually, in the form of a tabled annual report at the

end of the financial year.

The Public

The public will be involved in reviewing municipal performance at least
annually, in the form of the annual report.

While good and excellent performance must also be constantly improved to

meet the needs of citizens and improve their quality of life, it is poor
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performance that needs to be improved as a priority. Poor performance may
arise out of one or more of the following:

(0] Poor systems and processes

0 Inappropriate structure

o Lack of skills and capacity

0 Inappropriate organizational culture

o Absence of an appropriate strategy and departmental business
plans that lay the foundation for optimum performance

o Low employee morale;

o Ineffective Leadership.

Improving Performance
In order to improve performance, the Dr Kenneth Kaunda District Municipality
throughout the performance management phases, will analyses the causal
and contributory reasons for poor performance, through coaching sessions
from top to lower levels of the administration and appropriate response
strategies will be developed. These will include, inter alia:
—  Restructuring as a possible solution for an inappropriate structure
—  Process and system improvement strategies to remedy poor
systems and processes
—  Training and sourcing additional capacity where skills and capacity
shortages are identified
— Change management and diversity management education
programmes can address organisational culture
— Review of the IDP by councillors to address shortcomings in
strategy
—  Development of appropriate departmental business plans and
operational plans to guide performance in each department
—  Where results show no chance of improvement through internal
measures, alternative service delivery mechanisms shall be
considered.
—  Optimising the applicability of employee wellness programme

- Team effectiveness enhancement
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10.2.5 Phase 5: Reporting on Performance

Reporting requires that the municipality take its key performance areas, its
performance objectives, indicators, targets, measurements and analysis, and
present this information in a simple and accessible format, relevant and useful
to the different stakeholders for review. The Dr Kenneth Kaunda District
Municipality will adopt the reporting format shown in paragraph 10.2.3 below
as its uniform reporting template at all levels of reporting.

The proposed reporting template will contain only necessary and relevant
information and will cover the period for which the reporter is reporting, state
the relevant key performance areas, capture all the agreed objectives and
indicators, state agreed targets relevant to the period which the report covers,
measure current performance over the period for which the report is covering,
specify when the measurement was done, specify the source of the
measurement, reflect on whether agreed targets have been met, analyze the
reasons for the level of performance, and suggest corrective action, if

necessary.

All stakeholders who are expected to report on performance will use this one
reporting format. The reporting format will remain simple, accessible to all

users and useful to the intended reader.

The main feature of the reporting phase is the production of the annual report.
This is a consolidated report that reflects results on performance on each of
the 6 perspectives as per the adopted model. The main report will be informed
by the information gathered through the scorecards throughout the year and
one performance report will be compiled as per the requirement of Section 46
of the Municipal Systems Act. Since the Dr Kenneth Kaunda District
Municipality adopted the Municipal Scorecard model, its annual report will

reflect its performance results clustered in the following 6 perspectives.
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10.3 REPORTING
10.3.1 Who Reports to Whom?

The reporting process will follow the lines of accountability as detailed in the
performance monitoring, measurement and review phases above. Reports will
be submitted to all different stakeholders using following internal processes as
outlined above and through the different political and community stakeholders
as required by the Municipal Systems Act, the Municipal Finance

Management Act and the Performance Regulations. Reports will be submitted

to the following stakeholders during

performance process plan as shown under the Performance Cycle section:

A Executive Mayor reporting to Council;

A Municipal Manager reporting to the Executive Mayor and the
Mayoral Committee;

A Heads of Departments reporting to the Municipal Manager, through
the Executive Management Team, and to Portfolio Committees;

A Unit Managers reporting to Heads of Departments and or/ Municipal
Manager; and

A Employees reporting to their section managers and supervisors.

10.3.2 Tracking and Managing the Reporting Process

To ensure that the reporting processes runs smoothly and effectively, the
PMS Unit in the Office of the Municipal Manager will co-ordinate all
activities related to efficient reporting. The functions of the Unit in this

instance include the following:

A Developing a process plan or timetable for all reporting processes
for the year;

A Prepare logistics for reporting;

>

Improve the reporting format, should there be a necessity to do so;

A Track and monitor reporting processes;
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A Control the quality of reports going to reviews at political levels in
terms of alignment with the adopted reporting format;

A Analyze departmental performance reports;

A Compile quarterly organizational performance reports and the
annual report; and

A Review the reporting process and suggest improvements.

10.3.3 Publication of Performance Reports

The annual report is required by legislation to be availed to the public. The Dr
Kenneth Kaunda District Municipality will, however, within its resources and
capacity, keep the communities more frequently informed of performance
information through:

a. Publication of reports in the municipal website

b. Distribution to all local municipalities and libraries within the district

10.3.4 Public Feedback Mechanisms

Public feedback on reported performance will be during IDP review

processes.

10.3.5 Auditing Performance and Quality Control

In order for the performance management system to enjoy credibility and
legitimacy from the public and other stakeholders, performance reports,
particularly the annual performance report, must be audited. Audits should

ensure that reported performance information is accurate, valid and reliable.

In terms of the provisions of the Municipal Systems Act and the Performance
Regulations of 2001, the annual performance report must be audited
internally, and before being tabled and made public, the annual performance
report will also be audited by the Auditor-General. It is therefore important to
allow sufficient time between completion of annual reports and the tabling of

the annual report for auditing.
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After being reviewed by the council, the annual report must then be submitted
to the Auditor-General before 31 August of every year, for auditing and be
submitted to the MEC for local government in the province for the MEC to
complete an annual report of performance of all municipalities in the province,
identifying poor performing municipalities and proposing remedial action and
submit the provincial report to the national minister. The national minister will

then present a consolidated report to parliament.

10.3.6 Internal Auditing of Performance Measurements

1 The Internal Audit Unit of the The Dr Kenneth Kaunda District
Municipality

In terms of Regulation 14 of the Planning and Performance Regulations of
2001, every municipality must develop and implement mechanisms, systems
and processes for auditing the results of performance measurements as part
of its internal auditing processes. The functions of the internal audit unit

include the assessment of the following:

(1) the functionality of the municipalit
system;
(i) whet her t he municipalityos perf or ma

complies with the provisions of the Municipal Systems Act; and
(i) the extent t o whi ch t he muni ci p
measurements are reliable in measuring performance of

municipalities on its own indicators and the national indicators

The Regul ations further provides that the
(1) on a continuous basis audit the performance measurements of
the municipality; and
(i) submit quarterly reports on their audits to the municipal manager

and the performance audit committee.

The Dr Kenneth Kaunda District Municipality has established an Internal Audit
unit whose functions are provided for by the 2001 Performance Regulations

as indicated in the above extract. The Internal Audit Unit will be responsible
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for quality checks balances of all performance information submitted for
measurement and review. Quality control is the central and key function of the
Unit that will ensure achievement of effective and efficient performance by the
Dr Kenneth Kaunda District Municipality.

The Municipal Manager and the Executive Mayor will place reliance on the
performance audit risk assessments and audit reports to make informed
decisions and motivate for any reviews and improvements to the municipal

council and communities.

1 The Performance Audit Committee

Regulation 14 of the Planning and Performance Regulations stipulates the
provisions that guide the establishment of the Performance Audit Committee
and outline the functions and powers entrusted to the committee as the
following:

1 review the quarterly reports submitted to it by the Internal Auditors;

1 review the municipalitybés performance
doing so, focus on economy, efficiency, effectiveness and impact in
so far as the key performance indicators and performance targets
set by the Dr Kenneth Kaunda District Municipality in its
organizational scorecard are concerned;

i make recommendations in this regard to The Dr Kenneth Kaunda
District Municipality council; and

1 at least twice during a financial year submit an audit report to the
municipal council,

1 communicate directly with the council, municipal manager or the
internal and external auditors of the municipality;

1 access any municipal records containing information that is needed
to perform its duties or exercise its powers;

1 request any relevant person to attend any of its meetings, and if
necessary to provide information requested by the committee; and;

1 Investigate any matter it deems necessary for the performance of its

duties and the exercise of its powers.
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11.

REPORTING PROCEDURES

Time-frames MFMA Reporting SECTION | MSA REPORTING SECTION IN MSA
on SDBIP IN MFMA | ON PMS AND MPPM
Regulations
Monthly The Municipal Section 71 | The municipality must | Section 41 (c) (2)
Reporting Manager reports (c) report regularly to the
monthly to the Council
Mayor 10 days after
the month-end (on
the prescribed
Treasury format)
The Internal Auditors | Regulation 14 (1) (c)
(IA) of the
Municipality must on
Section a continuous basis
165 (b) audit the performance
of the municipality
1°T ALIGNMENT ASPECT
It is recommended that:
A The MM report in terms of the MFMA and MSA to the Mayor on a monthly
basis
A Internal Audit to audit on a monthly basis the performance of the municipality
and compile monthly report s authentic and
The IA need to report quarterly to the Performance Audit Committee
QUARTERLY The Mayor must Section 52 | The Internal Auditors | Regulation 14(i)(c)
REPORTING report on quarterly of the municipality
basis to the Council must submit quarterly
(30 days after the reports to the MM and
close of the quarter) to the Performance
Audit Committee
Audit Committee
must meet at least Section
quarterly per year to | 166 (4) (b)
advise the Council
and MM on PMS
2"Y ALIGNMENT ASPECT
It is recommended that:
A The Mayoros report to the Council b
Audit Committee of the Municipality and submitted to the MM (and such other
necessary information required by the MFMA)
BI-ANNUAL The MM must do | Section 72 | A The Performance Audit
REPORTING a mid-year (2) Committee must meet at Regulation
assessment of least twice per year to audit | 14(4)(a)
budget the PMS and reports of the

performance by
25 January and

Municipality.

A The Performance Audit Regulation

report to the Committee must submit at | 14(4)(a)
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Time-frames

MFMA Reporting
on SDBIP

SECTION
IN MFMA

MSA REPORTING SECTION IN MSA
ON PMS AND MPPM
Regulations

Mayor who will
report to the
Council

least twice during the year
a report to Council.

A The Municipality must
report to Council at least
twice a year.

Regulation
13(2)(a)

3R ALIGNMENT ASPECT

The AudittPer f or manc e

Audi t

Commi tteeds

r e

MM©O6 O s-yean assessment of budget performance and report to the Mayor (due
to report to MFMA). It will also be in compliance with the MSA requirement of a
bi-annual audit to PMS.

The Audit/ Per f or manc e

Audi t

Commi tteeds m

the Annual Report to be submitted in terms of Section 121 of the MFA and
Section 46 of the MSA (as amended).

CONSULTATION

REPORTING ON
AMENDMENTS
TO BUDGET
AND SDBIP
TARGETS

The Mayor on

advice from the

MM can revise

(montly and mid-

yearly) the

targets in the

SDBIP on two

conditions:

1. the prior
approval of
Council; and

2. Council
approving an
adjustment
budget.

Any revision of
the SDBIP must
be made public
(assumed, as not
stipulated, as per
Section 21A and
21B of the MSA.

Section 54
(1)(c);

Section
71; and 72

Section 54
(3)

REPORTING ON

AMENDMENTS TO THE IDP

AND PMS TARGETS

AA Municipality must annually
review its IDP and PMS to
Section 41 of the MSA

AMay amend it in accordance
with a prescribed process.

AA Municipality must involve
the local community as per
Chapter 4, to review the

Municipalitie]
performance via an
established public,
participatory and

representative forum.

AAn amendment to the IDP
and PMS must be published
for 21 days for public
comment prior to adoption.

AA Municipality must report
regularly to the public on
PMS.

Section 34

Regulation 3

Regulation 42,
Regulation 1

Regulation
3(4)(b) and 15

Section 41(i)(e)

4™ ALIGNMENT ASPECT
It appears from the MFMA as if the public involvement in the amendment to the

PMS POLICY FRAMEWORK & PROCEDURE MANUAL

Page 54




Time-frames

MFMA Reporting SECTION | MSA REPORTING SECTION IN MSA
on SDBIP IN MFMA | ON PMS AND MPPM
Regulations

budget or SDBIP is seen as an event, as opposed to a process as per the MSA

It is thus recommended that:

PMS

Municipal Planning and Performance Regulations, 2001

12. ROLES AND RESPONSIBILITIES OF DIFFERENT
STAKEHOLDERS

As can be noted from the above analysis of each phase in performance
management and from the legislative prescripts governing municipal
performance, it is clear that, for the performance management system of The
Dr Kenneth Kaunda District Municipality to be functional, a number of
stakeholders have to be involved. These stakeholders have different roles and
responsibilities within each of the performance management phases. The
tables below will outline roles and responsibilities of each of the stakeholders

in each phase.

12.1 The roles of the Auditor-General as per the Public Act No. 25, 2004

(1) The Auditor-General must audit and report on the accounts, financial
statements and financial management ofd
(@) all national and provincial state departments and administrations;
(b)  all constitutional institutions;
(c) the administration of Parliament and of each provincial legislature;
(d)  all municipalities;
(e) all municipal entities; and
() any other institution or accounting entity required by other national
or by provincial legislation to be audited by the Auditor-General.
(2) The Auditor-General must audit and report on the consolidated financial

statements of

The public involvement processes for IDP and PMS Review as prescribed under
the MSA be used to inform the MM/Mayor of any amendments to the SDBIP and
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(@) the national government as required by section 8 of the Public
Finance Management Act;

(b)  all provincial governments as required by section 19 of the Public
Finance Management Act; and

(c) a parent municipality and all municipal entities under its sole or
effective control as required by section 122(2) of the Municipal
Finance Management Act.

(3) The Auditor-General may audit and report on the accounts, financial

statements and financial management ofd

(@) any public entity listed in the Public Finance Management Act;
and

(b)  any other institution not mentioned in subsection (1) and which
isd
() funded from the National Revenue Fund or a Provincial

Revenue Fund or by a municipality; or
(i) authorised in terms of any legislation to receive money for a
public purpose.
(4) In the event of any conflict between a provision of this section and any
other legislation existing when this section takes effect, the provision of
this section prevails.

12.2 Other functions in Public Audit Act, 2004
(1) The Auditor-General may, at a fee, and without compromising the role of
the Auditor-General as an independent auditor, provided
(@) audit related services to an auditee referred to in section 4(1) or (3)
or other body, which is commonly performed by a supreme audit
institution on condition thatd
(1) no services may be provided in respect of any matter that
may subsequently have to be audited by the Auditor-
General;
(i) such service will not directly result in the formulation of

policy; and
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(i) there must be full and proper disclosure of such services in
terms of section 10(1)(b).

(b) advice and support to a legislature or any of its committees outside
the scope of the Auditor-Gener al 0s nor mal audit a
functions;

(c) comments in a report on any responses by an auditee to reported
audit findings, or responses by an auditee to a report of any
legislature arising from its review of an audit report; or

(d) carry out an appropriate investigation or special audit of any
institution referred to in section 4(1) or (3), if the Auditor-General
considers it to be in the public interest or upon the receipt of a
complaint or request.

(2) In addition, the Auditor-General mayd

(&) co-operate with persons, institutions and associations, nationally
and internationally;

(b) appoint advisory and other structures outside the administration of
the Auditor-General to provide specialised advice to the Auditor-
General; and

(c) do any other thing necessary to fulfil the role of Auditor-General
effectively.

(3) The Auditor-General may, in the public interest, report on any matter
within the functions of the Auditor-General and submit such a report to
the relevant legislature and to any other organ of state with a direct

interest in the matter.

12.3 The role of the Department of Cooperative(Local) Governance

According to the Section 48 of the Municipal Systems Act No. 32 of 2000:
Section 46 Annual performance reports
(1) A municipality must prepare for each financial year a performance report
reflecting-
(@) the performance of the municipality and of each external service

provider during that financial year,
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(b) a comparison of the performances referred to in paragraph (a)
with targets set for and performances in the previous financial
year; and

(c) Measures taken to improve performance.

(2) An annual performance report must form part of the municipality's annual

report in terms of Chapter 12 of the Municipal Finance Management Act.

Section 47 Reports by MEC

(1) The MEC for local government must annually compile and submit to the
provincial legislatures and the Minister a consolidated report on the
performance of municipalities in the province.

(2) The report must-
(@) identify municipalities that under-performed during the year;
(b) propose remedial action to be taken; and
(c) be published in the Provincial Gazette.

(3) The MEC for local government must submit a copy of the report to the

National Council of Provinces.

Section 48 Reports by Minister

(1) The Minister must annually compile and submit to Parliament and the
MECs for local government a consolidated report of local government
performance in terms of general key performance indicators.

(2) The report must be published in the Gazette.

Section 49 Regulations and guidelines

(1) The Minister may for the purposes of this Chapter make regulations or

issue guidelines in terms of section 120 to provide for or regulate-

(@) incentives to ensure that municipalities establish their performance
management systems within the applicable prescribed period, and
comply with the provisions of this Act concerning performance
management systems;

(b)  the setting of key performance indicators by a municipality with regard

to its development objectives;
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(© the identification of appropriate general key performance indicators
that can be applied to municipalities generally and that reflect the
object and intent of section 23;

(d) the regular review by a municipality of its key performance indicators;

(e) the setting of a framework for performance targets by municipalities
consistent with their development priorities, objectives and strategies
set out in their integrated development plans;

) mechanisms, systems and processes for the monitoring and
measurement of performance by a municipality with regard to its
development objectives;

(9) the internal auditing of performance measurements;

(h)  the assessment of those performance measurements by a municipality;

(1) the assessment of progress by a municipality with the implementation
of its integrated development plan;

() the improvement of performance;

(k) any other matter that may facilitate-

(i) the implementation by municipalities of an efficient and effective
system of performance management; or
(i) the application of this Chapter.

(2) When making regulations or issuing guidelines in terms of section 120 to
provide for or to regulate the matters mentioned in subsection (1) of this
section, the Minister must-

(@) take into account the capacity of municipalities to comply with
those matters; and

(b)  differentiate between different kinds of municipalities according to
their respective capacities.

(3) The Minister, by notice in the Gazette, may phase in the application of
the provisions of this Chapter which place a financial or administrative
burden on municipalities.

(4) A notice in terms of subsection (3) may-

(@) determine different dates on which different provisions of this
Chapter becomes applicable to municipalities;

(b)  apply to all municipalities generally;
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(c) differentiate between different kinds of municipalities which may,
for the purpose of the phasing in of the relevant provisions, be
defined in the notice in relation to categories or types of
municipalities or in any other way; or

(d) apply to a specific kind of municipality only, as defined in the

notice
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13.

MANAGEMENT OF THE PMS

ROLES AND RESPONSIBILITIES OF STAKEHOLDERS IN THE OPERATION AND

Roles and Responsibilities of the Executive Mayor

PLANNING

MONITORING, ANALYSIS AND MEASUREMENT

REVIEW

REPORTING

ASSESSMENT

* Submits priorities and objectives
of the Integrated Development
Plan to Council for approval

* Submits the PMS policy
framework for approval

* Submits the municipal strategic
or organizational scorecard to
Council for approval

* Approves the Service Delivery
and Budget Implementation Plans
(SDBIP)

* Enters into a performance
agreement with the Municipal
Manager on behalf of the Municipal
Council

* Assigns the responsibility for the
management of the PMS to the
Municipal Manager

* Proposes to Council the
annual review programme of
the IDP, including the review of
key performance indicators
and performance targets

* Proposes the annual
performance improvement
measures of the municipality
as part of the municipal
strategic or organizational
scorecard

* Proposes changes to the
priorities, objectives, key
performance indicators and
performance targets of the
municipality

* Quarterly evaluates the
performance of the
municipality against adopted
KPIs and targets

* Receives monthly budget
statements

* Receives performance
reports quarterly from the
internal auditor

* Receives performance
reports twice a year from the
Performance Audit
Committee

* Receives monthly and
guarterly reports from the
Municipal Manager on the
performance of managers and
the rest of the staff

* Receives the annual Section
46 reports from the Municipal
Manager before submission to
council, Auditor General and
MEC

* Assess and submits the
municipal annual audit plan
and any substantial changes to
council for approval

* Assess and approves the
implementation of the
recommendations of the
internal auditor with regard to
improvement in the
performance of the
municipality or improvement of
the performance management
system itself

* Receives and assess
performance audit report(s)
from the Auditor General and
management comments and
make recommendations to
Council on addressing
whatever audit queries raised
therein
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* Tables the budget and the SDBIP
to Council for approval

* Approves the departmental or
service scorecards and Section 57
Managers scorecards

* Quarterly reviews the
performance of the
departments to improve the
economy, efficiency and
effectiveness of the
municipality

* Quarterly and annually
evaluates the performance of
the Municipal Manager

* Report to council on the mid-
term review and the annual
report on the performance of
the municipality

* Reports to Council on the
recommendations for the
improvement of the
performance management
system
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13.1.1 Roles and Responsibilities of the Municipal Manager

PLANNING

IMPLEMENTATION

MONITORING, ANALYSIS AND MEASUREMENT

* Coordinates the
process of needs
identification and
prioritization among all
stakeholders,
including community
structures

* Coordinates the
formulation and
revision of the PMS
policy framework

* Coordinates the
formulation and
revision of the

municipalit

or organizational
scorecard

* Leads the process of
the formulation and
revision of the Service
Delivery and Budget
Implementation Plans

* Manages the overall
implementation of the IDP

* Ensures that all
stakeholders implement the
provisions of the PMS policy
framework

* Ensures that the
Departmental scorecards
and departmental annual
programmes serve the
strategic or organizational
scorecard of the
municipality

* Ensures that annual
programmes are
implemented according to
the targets and timeframes
agreed to

* Implements performance
improvement measures
approved by the Executive

REVIEW

REPORTING

ASSESSMENT

* Formulates the annual
review programme of the
IDP, including the review
of key performance
indicators and
performance targets for
the consideration of
Council Committees and
the Executive Mayor

* Formulates the annual
performance
improvement measures
of the municipality as
part of the new
municipal strategic or
organizational scorecard

* Quarterly reviews the
performance of
departments to improve
the economy, efficiency
and effectiveness of the
municipality

* Receives performance
reports quarterly from the
internal auditor

* Receives performance
reports twice a year from
the Performance Audit
Committee

* Receives monthly
departmental performance
reports

* Reports quarterly to the
Executive Mayor on the
performance of
Departments

* Reports on the
implementation of
improvement measures
adopted by the Executive
Mayor and Council

* Monthly, quarterly and

* Formulates the
municipal annual
audit plan

* Assess and
formulate appropriate
responses to the
recommendations of
the internal auditor
and the Performance
Audit Committee

* Assess and
formulate appropriate
responses to
performance audit
gueries raised by the
Auditor General and
make
recommendations to
the Executive Mayor




PLANNING IMPLEMENTATION MONITORING, ANALYSIS AND MEASUREMENT
REVIEW REPORTING ASSESSMENT
Mayor and the Council * Quarterly and annually | annually reports to the
* Enters into evaluates the Executive Mayor on the
performance * Ensures that performance | performance of Section | performance of Section 57
agreements with objectives in the Section 57 | 57 Managers Managers and
Section 57 Managers ([Manager sodé per departments
on behalf of Council agreements are achieved
* Submit the municipal
annual Section 46 report
to the Executive Mayor
13.1.2 Roles and Responsibilities of the Section 79 Committees
PLANNING MONITORING, ANALYSIS AND MEASUREMENT
REVIEW REPORTING ASSESSMENT

* Advice the Executive Mayor
on priorities and objectives of
the

Integrated Development Plan

* Participate in the formulation
of the annual review
programme of the IDP,
including the review of key
performance indicators and
performance targets

* Reports to the Executive
Mayor on the
recommendations for the
improvement of the
performance management
system

* Receive reports from the
departmental heads and
section managers on
performance in their respective
service areas

* Advise the Executive Mayor
on the implementation of the
recommendations of the
internal auditor, the
Performance Audit Committee
and the Auditor-General
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13.1.3 Roles and Responsibilities of the Section 57 Managers

PLANNING

IMPLEMENTATION

MONITORING, ANALYSIS AND MEASUREMENT

REVIEW

REPORTING

ASSESSMENT

* Participate in the
formulation of the SDBIP
and the municipal
strategic or organizational
scorecard

* Manage sub
performance

* Enter into performance
agreements with the
Municipal Manager

* Manage the
implementation of the
Departmental scorecards

* Ensure the performance
objectives in the
performance agreements
are achieved

* Quarterly and annually
review the performance of
the department

* Quarterly review
performance of direct
reports

* Report on the
implementation of
improvement
measures adopted
by the Executive
Mayor and Council

* Annually report on
the performance of
their departments

* Receive bi-
monthly
performance
reports from section
managers

* Reports monthly
on progress

* Participate in the
formulation of the
response to the
recommendations of
the internal auditor,
Performance Audit
Committee and the
Auditor

General
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13.1.4 Roles and Responsibilities of Non-Section 57 Municipal Employees

PLANNING IMPLEMENTATION MONITORING, ANALYSIS AND MEASUREMENT
REVIEW REPORTING ASSESSMENT
* Participate in identifying | * Execute individual work | * Participate in the review | * Report on * Assess performance
of priorities and setting plans of departmental plans progress on review reports of own
KPIs and targets for the achieving of own section
muni ci pal it y|*Manage all information * Participate in the review | scorecard targets to
and evidence required for | of own performance section managers

* Participate in the performance
development of the measurement
organizational and the
departmental scorecards
* Participate in the
development of their own
performance scorecards
13.1.5 Roles and Responsibilities of the Community

PLANNING REVIEW REPORTING

* Participate in the drafting and
i mpl ementati on
through established forums

of t he

* Participate in the setting of KPIs and targets
for the municipality every year

* Make representations on the draft annual
budget

*. Participate in the annual review
of performance through their
involvement in ward committee
structures and customer
perception surveys.

* Receive annual performance
and budget reports from council
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13.1.6 Roles and Responsibilities of Ward Committees or Representatives from Local Municipalities

PLANNING

REVIEW

REPORTING

* Participate in the drafting and

i mpl ementation of the
* Participate in the setting of KPIs and targets
for the municipality every year

* Make representations on the draft annual
budget

*. Participate in the annual review
of performance through their
involvement

* Receive quarterly performance reports from
council

13.1.7 Roles and Responsibilities of Organized Labour

PLANNING

REVIEW

REPORTING

* Participate in the drafting and
i mpl ementation of t
through established forums

h e

* Participate in the setting of KPIs and targets
for the municipality every year

* Participates and provide inputs in the
drafting of the organizational and
departmental scorecards

* Qversee the overall application of the
Performance Management Policy Framework
on Non-Section 57 employees

* Participate in assessment and
the quarterly reviews of employee
performance and compilation of
departmental and organizational
performance review reports

* Receive quarterly performance reports on
employee under-performance in the Local
Labour Forum

* Report on any negative effects of the PMS
on employees
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13.1.8 Roles and Responsibilities of the Internal Audit

PLANNING AUDIT ASSESSMENT REPORTING
* Develop the risk and * Audit the performance * Assess the functioning of the | * Submit quarterly reports to the
compliance-based audit measures in the municipal muni ci pal i tyos |Municipal Manager.

plan

and departmental
scorecards

* Conduct compliance
based audits

complies with the Act
* Submit quarterly reports to the
Performance Audit Committee

13.1.9 Roles and Responsibilities of the Performance Audit Committee

PLANNING

REVIEW REPORTING

* Receive the annual audit plan from

Internal Audit

* Review quarterly reports from the
internal audit office on quarterly basis

* Submit quarterly reports to the municipal
Manager and the Executive Mayor

* Submit bi-annual reports to the Municipal
Council
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14. PERFORMANCE ASSESSMENTS OF SENIOR MANAGERS (MSA
SECTION 56/57 MANAGERS)

14.1 CRITERIA
The criteria upon which the performance of the Employee shall be assessed
shall consist of tools and weightings as encapsulated in the performance

management systems of the municipality.

The Employee shall be assessed against both components, with a weighting

of 80% - 20% allocated to the Key Performance Areas (KPAs) and the Core

Managerial and Occupational Competencies (CMCs) (COCs) respectively.

1 Each area of assessment shall be weighted and shall contribute a
specific part to the total score.

1 KPAs covering the main areas of work will account for 80% and

CMCs/COCs will account for 20% of the final assessment.

The Employee’s assessment shall be based on her performance in terms of

the outputs / outcomes (performance indicators) identified as per attached
Performance Plan, whi ch are Iinked to the KPAOS, |
the overall assessment result as per the weightings agreed to between the

Employer and Employee:

Key Performance Areas (KPA'’s) Weighting

Basic Service Delivery
Municipal Institutional Development and Transformation

District Economic Development (DED)

Municipal Financial Viability and Management

Good Governance and Public Participation

Spatial Rationale
Total 100%

The CMCs and COCs will make up the other 20% of the Employeed s

assessment score. CMCs and COCs that are deemed to be most critical for
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the Employeeds speci fic | ob ¥ liramuthedlist bebow asel ect ed

agreed to between the Employer and Employee:

CORE COMPETENCY REQUIREMENTS FOR EMPLOYEES

CORE MANAGERIAL and OCCUPATIONAL N WEIGHT
COMPETENCIES (CMC) (INDICATE
CHOICE)

CORE MANAGERIAL COMPETENCIES

Strategic Capability and Leadership

Programme and Project Management

Financial Management N

Change Management

Knowledge Management

Service Delivery Innovation

Problem Solving and Analysis

People Management and Empowerment N

Client Orientation and Customer Focus N

Communication

Honesty and Integrity

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 conceptualization, analysis

and implementation

Knowledge of more than one functional municipal

field/discipline

Skills in Mediation
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Skills in Governance

Competence as required by other national line
sector departments

Exceptional and dynamic creativity to improve the

functioning of the municipality

100%
14.2 EVALUATING PERFORMANCE
The Performance Plan to this Agreement sets out -
1 the standards and procedures for evaluating the Employeeb s
performance; and
1 the intervals for the evaluation of the Employee6 s per f or mance.

Despite the establishment of agreed intervals for evaluation, the Employer
may in addition review the Employeed s per f or mance at

contract of employment remains in force. 1

That the personal growth and development needs identified during
performance review discussion must be documented in a Personal
Development Plan (PDP) as well as the actions agreed to and that

implementation will take place within set time frames.

That annual performance appraisal will involve:
1 Assessment of the achievement of results as outlined in the

Performance Plan:

(a) Each KPA should be assessed according to the extent to which the
specified standards or performance indicators have been met and
with due regard to ad hoc tasks that had to be performed under the
KPA.

(b) An indicative rating on the five-point scale should be provided for
each KPA.

(c) The applicable assessment rating calculator must then be used

to add the scores and calculate a final KPA score.
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Assessment of the CMCs

(@) Each CMC and COC should be assessed according to the
extent to which the specified standards have been met.

(b) An indicative rating on the five-point scale should be provided
for each CMC and COC.

(c) The applicable assessment rating calculator must then be

used to add the scores and calculate a final CMC score.

Overall rating

(@) An overall rating is calculated by using the applicable
assessment-rating calculator. Such overall rating
represents the outcome of the performance appraisal.

(b) The assessment of the performance of the Employee shall be

based on the following ratanag
COCs:
LEVEL TERMINOL DESCRIPTION RATING
OGY 112345
Performance far exceeds the standard
expected of an employee at this level. The
appraisal indicates that the Employee has
c Outstanding | achieved above fully effective results against
performance | all performance criteria and indicators as
specified in the PA and Performance plan
and maintained this in all areas of
responsibility throughout the year.
Performance is significantly higher than the
Performanc | standard expected in the job. The appraisal
e indicates that the Employee has achieved
4 significantly | above fully effective results against more

above than half of the performance criteria and
expectations | indicators and fully achieved all others

throughout the year.
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Fully

effective

Performance fully meets the standards
expected in all areas of the job. The
appraisal indicates that the Employee has
fully achieved effective results against all
significant performance criteria and
indicators as specified in the PA and

Performance Plan.

Not fully

effective

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

specified in the PA and Performance Plan.

Unacceptabl
e

performance

Performance does not meet the standard
expected for the job. The review/assessment
indicates that the employee has achieved
below fully effective results against almost all
of the performance criteria and indicators as
specified in the PA and Performance Plan.
The employee has failed to demonstrate the
commitment or ability to bring performance
up to the level expected in the job despite
management efforts to encourage

improvement.
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For purposes of evaluating the performance of the Employee (Senior
Managers reporting directly to the Municipal Manager), an evaluation
panel constituted by the following persons will be established T
(i) Municipal Manager
(i) Chairperson of the performance Audit committee or the audit
committee in the absence of a performance of a performance
audit committee;
(iif) Member of the mayoral or executive committee
(iv)Municipal Manager from another Municipality
(v) Member of the Ward Committee/or stakeholder representative.
The manager responsible for human resources of the municipality must
provide secretariat services to the evaluation panels referred to in sub-
regulations 6.4 (d)

For purposes of evaluating the performance of the Employee (Municipal
Manager) , an evaluation panel constituted by the following persons will be

established 1
(i) Municipal Manager

(i) Chairperson of the performance Audit committee or the audit
committee in the absence of a performance of a performance audit

committee;

(i) Member of the mayoral or executive committee

(iv) Municipal Manager from another Municipality

(vV)Member of the Ward Committee/or stakeholder representative.

The manager responsible for human resources of the municipality must
provide secretariat services to the evaluation panels referred to in sub-

regulations 6.4 (d)
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14.3 SCHEDULE FOR PERFORMANCE REVIEWS

The performance of each Employee in relation to her performance agreement

shall be reviewed on the following dates with the understanding that reviews

in the first and third quarter may be verbal if performance is satisfactory:
FIRST QUARTER: 2" WEEK OF THE SECOND QUARTER

SECOND QUARTER: 2" WEEK OF THE THIRD QUARTER
THIRD QUARTER: 2" WEEK OF THE FOURTH QUARTER

FOURTH QUARTER: 2" WEEK OF THE FIRST QUARTER (new

financial year)

1 That the Employer shall keep a record of the mid-year review and
annual assessment meetings.

1 That performance feedback shall be based on the Employer6 s
assessment of the Employeed6 s per f or mance.

1 That Employer will be entitled to review and make reasonable changes
to the provisions of the Performance Plan from time to time for
operational reasons on agreement between both parties.

1 The Employer may amend the provisions of the Performance Plan
whenever the performance management system is adopted,
implemented and / or amended as the case may be on agreement

between both parties.

14.4 DEVELOPMENTAL REQUIREMENTS

The Personal Development Plan (PDP) will be compiled and singed by both

the Employer and the Employee for addressing developmental gaps.

14.5 OBLIGATIONS OF THE EMPLOYER

The Employer shall-
1 Create an enabling environment to facilitate effective performance

by the Employee;
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Provide access to skills development and capacity building
opportunities;

Work collaboratively with the Employee to solve problems and
generate solutions to common problems that may impact on the
performance of the Employee;

on the request of the Employee delegate such powers
reasonably required by the Employee to enable her to meet the
performance objectives and targets established in terms of this
Agreement; and

makes available to the Employee such resources as the
Employee may reasonably require from time to time to assist her
to meet the performance objectives and targets established in

terms of this Agreement

14.6 CONSULTATION

The Employer agrees to consult the Employee timeously where the

exercising of the powers will have amongst others: 1

1

1

A direct effect on the performance of any of the Employeed
functions;

Commit the Employee to implement or to give effect to a decision
made by the Employer; and

A substantial financial effect on the Employer.

The Employer agrees to inform the Employee of the outcome of any

decisions taken pursuant to the exercise of powers contemplated in 10.1 as

soon as is practicable to enable the Employee to take any necessary action

without delay.
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14.7 MANAGEMENT OF EVALUATION OUTCOMES

The evaluation of the Employeeb s performance will

rewarding outstanding performance or correcting unacceptable performance.

A performance bonus of between 5% to 14% all-inclusive annual
remuneration package may be paid to the Employee in recognition of
outstanding performance to be constituted as follows:
1 a score of 130% to 149% is awarded a performance bonus
ranging from 5% to 9%; and
1 a score of 150% and above is awarded a performance bonus
ranging from 10% to 14%, in terms of the Policy Framework of the
District Municipality

In the case of unacceptable performance, the Employer shall T

1 provide systematic remedial or developmental support to assist
the Employee to improve his or her performance; and

1 After appropriate performance counseling and having provided
the necessary guidance and/ or support as well as reasonable
time for improvement in performance, the Employer may
consider steps to terminate the contract of employment of the
Employee on grounds of unfithess or incapacity to carry out his or

her duties.

14.8 DISPUTE RESOLUTION

Any disputes about the nature of the Employeed6s per f or mance
whether it relates to key responsibilities, priorities, methods of assessment
and/ or any other matter provided for, shall be mediated by T
1 the MEC for local government in the province within thirty (30)
days of receipt of a formal dispute from the Employee; or
1 Any other person appointed by the MEC.

In the event that the mediation process contemplated above fails, Contract
of Employment shall apply.
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15. CONCLUSION

This framework seeks to provide the basis for Dr Kenneth Kaunda District
Municipality. Proper implementation of this framework lies heavily on
commitment and dedicated of all stakeholders.

It is anticipated that in the near future the municipality will convert this manual

performance management platform into an electronic system.
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