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1. PURPOSE

1.1.  The purpose of this report is to inform the Strategic Management Committee (SMC) of the
amendments to be made to the Organizational Performance Management Policy 2020/2021
financial year emanating from the review conducted.

ORGANIZATIONAL COMPLIANCE, PERFORMANCE

& KNOWLEDGE MANAGEMENT
2. DELEGATIONS ' The Msunduzi Municipality

o" Ll,

S
N/A 2020-05- 06 ¢ ""
City Hall
3. ANNEXURES Pietermaritzburg ieiag s

3.1. ANNEXURE 1: ORGANIZATIONAL PERFORMANCE MANAGEMENT POLICY 2020/2021
ANNEXURE 2: OPMS ANNUAL CALENDER 2020/2021
ANNEXURE 3: STANDARD OPERATING PROCEDURE & TEMPLATES 2020/2021
ANNEXURE 4: MEMO TO BE SIGNED OFF BY GMs & SMs REPORTING DIRECTLY TO THE CM

4. LEGISLATIVE PROVISIONS / POLICIES

4.1. The Constitution of the Republic of South Africa, Act 108 of 1396
4.2. The Local Government Municipal Systems Act 32 of 2000 (MSA)
4.3. Local Government: Municipal Planning and Performance Management Regulations, 2001



4.4.
4.5,

4.6.

5.1.

5.2,

6.1.

7.1.

The Municipal Finance Management Act 56 of 2003

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

The Municipal Structures Act No 117 of 1998 as amended

BACKGROUND

The Policy Framework for the Implementation of Organizational Performance Management
was last approved in the 20198/2020 financial year by the Strategic Management Committee
on the 6™ of May 2019 and by Council on the 9™ of July 2019.

As per legislation once the framework is approved, council must take all reasonable steps to
ensure the framework is reviewed on an annual basis. Stemming from this the Office of the
City Manager undertook the review of the framework. '

MOTIVATION / DISCUSSION

The review of the framework included the review of the templates used in the 2019/2020
financial year as well the content of the Policy Framework for the Implementation of
Organizational Performance Management.

COMMENTS FROM THE RELEVANT DEPARTMENT OR COMPONENT OF THE
MUNICIPALITY — SENIOR MANAGER: OFFICE OF THE CITY MANAGER

The following table represents all the applicable amendments of the policy emanating from
the review undertaken:

EXISTING PROVISION PROPOSED COMMENT
AMENDMENT

NIL 12. PROCESS PLAN Page 34 - Evaluation - An
PRINCIPLES assessment of Service

Providers implementing
(service delivery)
infrastructure projects in
all Business Units of
Council will be conducted
during the mid-year review
and annually. The key role
players are the business
units with infrastructure
projects, supply chain
management unit and the
organizational compliance,
performance and
knowledge management
unit. The threshold (rand
value) for the assessment
will be all infrastructure
projects above 4 million




8.1.

8.2.

8.3.

8.4.

EXISTING PROVISION

PROPOSED
AMENDMENT

COMMENT

rand. Reports on the
Assessment of Service
Providers will be produced
for mid-year review and at
the end of a financial year
and submitted to the City
Manager — has now been
included.

NIL

14. NON COMPLIANCE &

CONSEQUENCE
MANAGEMENT

Page 35 — 14.5 - General
Managers, Senior
Managers and Managers
reporting directly to the
City Manager will be
charged with the Authority
to enforce consequence
management on any
member of staff that fails to
comply with this Policy &
Standard Operating
Procedure  within their
respective unit.

NIL

8.4. Mid-year & Annual
Performance Assessment of
Service Providers

Page 69 - 72 - an entire
section on the Mid-year &
Annual Performance
Assessment of Service
Providers has been
included along with a
sample of the template to
be used.

SDBIP & OP 2019/2020
PERFORMANCE
TEMPLATES

SDBIP & OP 2020/2021
PERFORMANCE
TEMPLATES - amended

Page 50 & 66 -
amendments to all
templates that read 19/20
have now been changed to
20/21.

IMPLICATIONS

FINANCIAL — N/A

LEGAL — The report complies with all legislative requirements.

COMMUNICATION — N/A

COMMUNITY - N/A




85. SERVICE DELIVERY - The Policy Framework for the Implementation of Organizational
Performance Management is meant to serve as an early warning indicator of under-
performance and thus through constructive assessments, plans are put in place to rectify
poor performance.

9, RECOMMENDATION

IT IS RECOMMENDED THAT:

91. The Strategic Management Committee notes and approves the Reviewed Organizational
Performance Management Policy 2020/2021.

92. The Strategic Management Committee having noted and approved the Reviewed
Organizational Performance Management Policy 2020/2021 forwards same to the Executive
Committee (EXCO) and Full Council for approval.

10. SUBMITTED BY:

Report Generator “Seni e City
Mr. Indrasen Chetty Manager

Ms. Madeleine Jacks
Contact No. Ext. 033 392 2839 Supported / Not Supported

Manager: Organizational Compliance,
Performance & Knowledge Management
(Acting)

Contact No. Ext 033 392 2660

\V N/
ity Manager
> oda Khathide
Approve

in Agenda i
Contact No. Ext. 20022+ oy }){DL

niclusion




ANNEXURE 1

Policy Name ORGANIZATIONAL PERFORMANCE
MANAGEMENT POLICY
Policy Number OPMS 1

Status

REVIEW OF THE APPROVED OPMS POLICY
2020/21 FY

Commencement Date of Review

17 APRIL 2020

Approved By

FULL COUNCIL

Date Last Approved

6" MAY 2019 - BY SMC
9™ JULY 2019 - BY FULL COUNCIL

Date Last Reviewed

2019/2020 FINANCIAL YEAR

Date For Next Review

WITHIN 12 MONTHS FROM DATE OF
APPROVAL OF THE 2020/21 POLICY
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1.  DEFINITIONS

Activities

Actions or processes that use a range of inputs to produce the desired
outputs. In essence, activities describe “what we do.”

Accounting Officer

In relation to the Municipality means the municipal official referred
to in Section 60 and includes a person duly appointed as acting
accounting officer.

Annual Report

In relation to the Municipality means an annual report contemplated
in section 121 of the Municipal Finance Management Act.

Approved budget

An annual budget:

(a) Approved by a Municipal Council; or

(b) Approved by a provincial or the national executive following an
intervention in terms of section 139 of the Constitution, and
includes such an annual budget as revised by an adjustments
budget in terms of section 28.

Backlogs

Quality of service/goods that have accumulated over time that are
still undelivered/unattended/still not produced. The backlogs in rural
water, sanitation and electricity have been defined in official census
figures, but vary (increase or decrease) from year to year due to
migration patterns and service delivery interventions.

Baseline

The accurate and quantitative data at a stated point in time that
marks the beginning of a trend. Referred to as “current status quo”.

Baseline Measure

A measurement of the indicator at the start of the period under
evaluation.

Consequence
Management

Is a robust, transparent and consistent practice for managing
consequences of noncompliance with organizational policies, codes,
rules, regulations etc. it refers to actions taken that seek to maintain
or restore essential services, manage and mitigate problems that
have emerged.

Current year

The financial year which has already commenced, but not yet ended.

Section 57/56
Employee

A person employed by a Municipality as a Municipal Manager or as a
Manager directly accountable to a Municipal Manager and for which
there is a Performance Agreement.




Evaluation

Evaluation is a time-bound and periodic exercise that seeks to provide
credible and useful information to answer specific questions to guide
decision-making by staff/managers and policy-makers. Evaluation
effectiveness, efficiency, impact and

may assess relevance,

sustainability of the institution and officials.

Financial year

The financial year of municipalities that end on 30 June of each year.

Indicators

Indicators are a piece of objective evidence that tell us whether
progress is or is not being made in achieving goals.

Input indicator

An indicator that measures the costs, costs resources and time used
to produce an output.

Inputs

The resources, physical, financial or otherwise that contribute to the
delivery of outputs. In other words, “what we use to do the work.”

Key Performance
Area (KPA)

This is the area in which Municipality plays a role towards delivering
infrastructure and Engineering,
Community Planning and Safety, Strategic and Corporate Services,

services. These may include

Social and Economic Development, Institutional Transformation,
Governance and Financial Management, amongst others.

National Key Performance Indicators is clustering of areas of

functions: infrastructure and services, social and economic

development, institutional development, public participation,

financial viability and spatial planning.

Key Performance
Indicators (KPI)

Key Performance Indicators will be determined in respect of each
development priority and objective. These indicators are subject to
public participation and will be used by each Department as well as
each municipal entity where applicable. These are quantifiable
measures which show where performance currently is in relation to
the baseline and the target. This describes the measure in a clear,
simple and precise manner.

Local Community or
Community

In relation to a Municipality, means that body or persons comprising

a) The residents of the Municipality
b) The ratepayers of the Municipality




¢) Any civic organisations and non-governmental, private sector or
labour organisations or bodies which are involved in local affairs
within the Municipality.

MEC for COGTA

Means the Member of executive council responsible for Corporate
Governance & Traditional Affairs

Minister

Means the National Minister responsible for Corporate Governance
& Traditional Affairs

Monitoring

Monitoring involves collecting, analysing and reporting on inputs,
activities, outputs and outcomes in a way that supports effective
management on an on-going basis. Monitoring, aims to provide
managers, decision-makers and other stakeholders with regular
feedback on progress in implementation, results and early indicators
of problems that need to be corrected. It usually reports on actual
performance against what was planned or expected.

Municipality

When referred to as:

An entity, means a Municipality as described in section 2; and

a) Ageographical area: means a municipal area determined in terms
of the Local Government: Municipal Demarcation Act. 1998 (Act
No. 27 of 1998).

Municipal Council or
Council

Means municipal Council referred to in section 157 (1) of the
Constitution.

Municipal Finance
Management Act

Means the Local Government: Municipal Finance Management Act.
2003, any regulations made under that Act

Municipal Structures
Act

Means the Local Government: Municipal Structures Act. 1998 (Act
117 of 1998)

Municipal Systems
Act

Means the Local Government: Municipal Systems Act, 2000 (Act No.
32 of 2000)

Non Compliance

A breach by an individual of applicable laws, regulations, codes or
organizational standards. It is a failure or refusal to comply with
something (such as a request for information with a timeline that is
not adhere to). A state of not being in compliance, whereby an
accepted model or accepted standards are not correctly adhered to.

Outcomes

The ultimate effects (impacts) of government activities on society in
the medium to long term. These are the results of specific outputs for
strategic goals identified in the IDP.




Outcome indicator

Means an indicator that measures the quality and or impact of an
output on achieving a particular objective.

Output indicator

Means an indicator that measures the results of activities, processes
and strategies of a program of a Municipality.

Outputs

Goods and services produced by the Municipality which are identified
by the performance measures. Outputs may be defined as “what we
produce or deliver.” These are tangible/can be seen.

Performance Audit

An independent committee appointed to assess the annual

Committee performance of the Municipality and report findings.
Performance Means an agreement as contemplated in Section 57 of the Municipal
Agreement Systems Act.

Performance Plan

Means a part of the Performance agreement which details with the
Measurable objectives (Outputs), Performance Measures (KPI's),
targets and activities that are aligned to the Scorecards.

Political Office
bearer

Means the Speaker, Executive Mayor, Mayor, Deputy Mayor or
Member of the Executive Committee as referred to in the Municipal
Structures Act.

Quarters

Means any of the following periods in a financial year:
(1) 1 July to 30 September;

(2) 1 October to 31 December;

(3) 1 January to 31 March; and

(4) 1 April to 30 June.

Resident

In relation to a Municipality, means a person who is ordinarily
resident in the Municipality.

Scorecard

Is a planning and evaluation device that specifies the criteria that
stakeholders will use to rate performance in satisfying their
requirements.

Municipal Scorecard: Five (5) Year Scorecard.

Organisation Scorecard: Annual (Year under review) Scorecard with
quarterly Targets.




Departmental Scorecard: Annual (Year under review) Scorecard with
Quarterly Targets for Municipal Manager and Managers reporting to
the Municipal Manager’s, Departments/Votes.

SMART

Specific, Measurable, Achievable, Realistic & Time bound

~

Service Delivery and
Budget
Implementation
Plan

Means a detailed plan approved by the Mayor of a Municipality in
terms of section 53(1) (c)

(ii) of the Municipal Finance Management Act for implementing the
Municipality’s delivery of municipal services and its annual budget,
and which must indicate:

a) Projection for each month of -
1) Revenue to be collected, by source; and
2) Operational and capital expenditure, by vote;

b) Service delivery targets and performance indicators for each
quarter; and,;

c) Any other matters that may be prescribed, and includes any
revisions of such plan by the Mayor in terms of section 54(1)(c) of
the Municipal Finance Management Act.

Target

Target/Aim which is to be achieved for that indicator over the
specified timeframe.




2.  ABBREVIATIONS

CDS City Development Strategy

cM City Manager

GM General Manager

SM Senior Managers

DoRA Division of Revenue Act, No. 2 of 2008

IDP Integrated Development Plan

IPMS Individual Performance Management System

KPA Key Performance Area

KPI Key Performance Indicator

LED Local Economic Development

M&E Monitoring & Evaluation

MDG Millennium Development Goals

MFMA Municipal Finance Management Act, No. 56 of 2003
MSA Municipal Systems Act, No. 23 of 2000

0C, P & KM Organisational Compliance, Performance & Knowledge Management
OPMS Organisational Performance Management System
opP Operational Plan

PMS Performance Management System

SDBIP Service Delivery & Budget Implementation Plan
SDF Spatial Development Framework




3. PREAMBLE

Chapter 6 of Municipal Systems Act of 2000 reviewed in 2004 requires for all Municipalities to
develop Performance Management System. Organizational Performance Management is the
cornerstone for providing means to measure the performance of projects as stipulated in
Municipality’s Integrated Develop Plan. In 2012 Msunduzi Municipality adopted a Performance
Management Policy Framework which was subsequently implemented in the 2012/2013
financial year. Year on year the municipality has reviewed this policy in order to ensure the policy
is up to date as per legislation and the needs of the Council.

Performance information indicates how well a municipality is meeting its aims and objectives,
and which policies and processes are working. Making the best use of available data and
knowledge is crucial for improving the execution of its mandate. Performance information is key
to effective management: including planning, budgeting, and implementation, monitoring and
reporting. Performance information also facilitates effective accountability, enabling councillors,
members of the public, and other interested parties to track progress, identify the scope for
improvement and better understand the issues involved.

The municipality delivers services essential to the well-being and development of communities.
In order to ensure that service delivery is as efficient and economical as possible, municipalities
are required to formulate strategic plans, allocate resources to the implementation of those
plans, and monitor and report the results. Performance information is essential to focus the
attention of the public and oversight bodies on whether municipalities are delivering value for
money, by comparing their performance against their budgets and service delivery plans, and to
alert managers where corrective action is required. Performance information also plays a
growing role in budget allocations and will increasingly be used to monitor service delivery. This
means the information must be accurate, appropriate and timely.

The most valuable reason for measuring performance is that what gets measured gets done. If a
municipality knows that its performance is being monitored, it is more likely to perform the
required tasks and to perform them well. In addition, the availability of performance information
allows managers to pursue results-based management approaches, such as performance
contracts, risk management, benchmarking and market testing.



™

4.1.

4.2.

4.3.

PURPOSE OF THE POLICY

The Municipal Systems Act 2000 and the Municipal Performance Regulations for Municipal
Managers and Managers directly accountable to Municipal Managers of 2006, provides for
the establishment and implementation of a performance management system for
municipalities in South Africa. In order to comply with legislation and to improve upon good
governance and service delivery, it is essential for the municipality to adopt a policy on
performance management.

This performance management policy framework will provide guidance in terms of the
municipality’s cycle and processes of performance planning, implementation, monitoring,
evaluation, auditing and quality control.

This policy framework, as informed by The Local Government Municipal Systems Act (2000)
and The Municipal Performance Regulations (2006), which aims to put in place a results-
based performance measurement tool to review performance, and track progress in
achieving desired outcomes and ensure:

4.3.1.Greater accountability in the use of resources;

4.3.2.0ngoing focus and review on the achievement of results;

4.3.3.An effective tool for decision making;

4.3.4.Timely interventions and corrective actions;

4.3.5.Strengthen governance;

4.3.6.Promote institutional learning and knowledge sharing; and

4.3.7.An effective and timely reporting process.

4.4,

5.1.

This policy framework will therefore ensure uniformity and the standardized application of
performance management processes in order to ensure that accountabilities,
responsibilities, data, and process control points are clear at any stage in order to give
effect to the OPMS annual calendar of tasks as per ANNEXURE 1.

POLICY APPLICABILITY

The policy shall applicable to the municipality at an Organizational level for the 2020/2021
Financial Year and / or until a review is required.



6. LEGISLATIVE FRAMEWORK

The development and implementation of a performance management system at local
government level is guided by various legislative provisions, prescripts and guidelines including:

6.1. The Constitution of the Republic of South Africa, Act 108 of 1996:

Section 152(1) of the Constitution prescribes that the objects of local government are:
(a) To provide democratic and accountable government for local communities;

(b) To ensure the provision of services to communities in a sustainable manner;

(¢) To promote social and economic development;

(d) To promote a safe and healthy environment; and

(e) Toencourage the involvement of communities and community organizations in the matters
of local government.

Section (152} {2} further states that:

“A municipality must strive, within its financial and administrative capacity, to achieve the objects
set out in subsection (1)”.

6.2. The Llocal Government Municipal Systems Act 32 of 2000 (MSA): -

Chapter 6 of the MSA deals specifically with performance management in local government.
Section 38 of the Act prescribes that a municipality must:

(a) Establish a performance management system;

(b} Promote a culture of performance management among political structures, office bearers
and councilors and in its administration; and

(¢) Administer its affairs in an economical, effective, efficient and accountable manner.

10



Further legislative requirements within the MSA include:

(i)

(ii)
(iii)
(iv)
(v)
(vi)

Section 39 stipulates that the Executive Committee (EXCO) is responsible for the
development of a PMS, for which purpose they may assign responsibilities to the Municipal
manager. The EXCO must submit the proposed PMS to Council for approval.

Section 40 stipulates that a municipality must establish mechanisms to monitor and review
its PMS.

Section 41 prescribes that the core components of the PMS must:

Set appropriate key performance indicators (KPI's);

Set measurable performance targets;

Monitor performance;

Measure and review performance annually;

Take steps to improve performance where performance targets are not met; and
Establish a process of regular reporting.

Section 41(2) states that the PMS of a municipality must serve as an early warning indicator
of under-performance.

Section 42 requires that the community, in terms of the provisions of chapter 4 of the Act,
should be involved in the development, implementation and review of the PMS. The
community should also be involved with the setting of Key Performance Indicators (KPI's)
and performance targets for the municipality.

In terms of section 43, the general KPI's to be applied by all municipalities may be
prescribed by regulation.

Section 44 prescribes that the KPI's and performance targets in the PMS of a municipality
must be made known both internally and externally in a manner described by Council.

In terms of section 45, the results of the performance measurement must be audited as
part of the internal auditing processes and annually by the Auditor General.

Section 46 requires that the municipality prepare an annual performance report which
must form part of the municipality’s annual report in terms of the requirements of chapter
12 of the Municipal Finance Management Act (MFMA) of 2003.

11



6.3. Local Government: Municipal Planning and Performance Management Regulations,
2001:

These regulations state that a municipality’s PMS entails a framework that describes and
represents how the municipality’s cycle and processes of performance planning, monitoring,
measurement, review, reporting and improvement will be conducted, organized and managed,
including determining the roles of the different role-players.

Chapter 3 outlines the regulations in terms of the:

(a) The adoption of the performance management system;

(b) Setting of key performance indicators;

(c) General key performance indicators;

(d) Review of key performance indicators;

(e) Setting of performance targets;

(f)  Monitoring, measurement and review of performance; and
(g) Internal auditing of performance measurement.

Chapter 4 regulates the requirements for community participation in respect of performance
management.

The following are compulsory key performance indicators emanating from Section 43 of the Local
Government Municipal Systems Act and Regulation 5 (1):

No. Compulsory Key Performance Indicators
1 Percentage of households with access to all basic household services
2 Percentage of households with imputed expenditure of less than R1 100 per month

that have access to free basic services.

3 Percentage of capital budget spent on projects identified in terms of the IDP.

4 Number of jobs created through local economic development initiatives supported
by the municipality.

5 Percentage achievement of approved employment equity plan within the first three
layers of management.

6 Percentage of skills levy received in rebate as a measure of the municipality’s
investment in human resource development.

7 Financial Viability.

12



6.4. The Municipal Finance Management Act 56 of 2003

The following provisions from the Municipal Finance Management Act (MFMA) relate largely to
the PMS of the municipality:

(i)

(ii)

(iii)

(a)

(b)

()
(d)

(iv)

(v)

(a)
(b)
(c)

Section 53(1)(c)(ii) of the Act requires that the municipality’s Service Delivery and Budget
Implementation Plan {SDBIP) is approved by the Mayor within 28 days after the approval
of the budget;

Section 53(1)(c)(iii) requires the Mayor to ensure that the performance agreements of
Section 57 employees comply with the requirements of the MSA in that they promote
sound financial management and that they are linked to measurable performance
objectives approved with the budget and included in the SDBIP;

Section 72 of the Act requires the accounting officer of the municipality to submit a mid-
year budget and performance assessment by the 25 January each year. The assessment
must include:

The monthly budget statements, of the first 6 months of the financial year, as required in
terms of Section 71 of the MFMA.,

The municipality’s service delivery performance, for the first 6 months of the financial year,
against targets and indicators as set out in the municipality’s approved SDBIP.

Progress on resolving problems identified in the past year’s annual report;

An assessment of the performance of every municipal entity taking into account reports in
terms of Section 88 of the Act.

Section 127(2) of the Act requires the Mayor to, within seven months after the end of the
financial year, table in the municipal Council the annual report of the municipality and of
any municipal entity under the municipality’s sole or shared control;

Section 129 (1) requires the Council of a municipality to consider the annual report of the
municipality and of any municipal entity under the municipality’s sole or shared control,
and by no later than two months from the date on which the annual report was tabled in
the Council in terms of section 127, adopt an oversight report containing the council’s
comments on the annual report, which must include a statement whether the Council-

Has approved the annual report with or without reservations;
Has rejected the annual report; or
Has referred the annual report back for revision of those components that can be revised.

13



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

These regulations prescribe how the performance of municipal managers and manager’s directly
accountable to municipal managers must be directed, monitored and improved. The regulations
include the following:

(i)  Chapter 2: requirements and provisions of employment contracts;

(i) Chapter 3: performance agreements, including prescribed key performance areas (KPA’s)
and core competency requirements (CCR’s);

(ili) Chapter 4: the content of a job description for municipal managers.

14



7.1.

7.2,

7.3.

7.4.

7.5.

7.6.

POLICY PRINCIPLES

Msunduzi Municipality Views Performance Management (PM) as a business process.
Performance management is an integral part of the Municipality’s business process, and
hinges on strong teamwork amangst management and employees in order to achieve the
organisations goals.

PM is viewed by Msunduzi Municipality as an approach & a system to manage people
and performance.

The focus of performance management in Msunduzi Municipality is on connecting people
to one another, and to the organisation as a whole, and its values. Managers and
supervisors are required to support people to work together to achieve shared aims.

In Msunduzi Municipality, managers and employees will use the management of
performance for the health, and long-term growth of the Municipality according to the
strategies and objectives set, and agreed to, by the Council.

Competencies and standards drive the process of achieving performance, results and
development.

Managers and employees are required to identify and define the competencies and
standards to steer the work unit, teams, and individuals to produce superior performance,
and foster a learning climate conducive to continuous development.

In Msunduzi Municipality judgment will be the most important factor in determining
competence and performance ratings; mathematical calculations cannot be a substitute
for the use of good judgement and common sense when it comes to performance
assessments. - re word

Managers and employees are directed to rely on a combination of subjective and objective
interpretation of performance information to reach a rounded conclusion about
performance and competence. The Portfolio of Evidence’s are key in this process.

In Msunduzi Municipality clear, consistent, and visible involvement by EXCO and
managers is mandatory for successful performance measurement and management.

Senior leadership is directed to personally articulate/spread the word about the mission,
vision, and goals to various levels within the Municipality, and are also involved in the
dissemination of both performance expectations and results throughout the organisation.

15



7.7.

7.8.

7.9.

7.10.

7.11,

7.12.

Effective and open communication by all levels of management and employees is
mandatory.

Internal communication is an inherent requirement for all employees and managers to
ensure accomplishment of organisational goals.

Accountability for results must be clearly assigned and well understood by everyone.
Management and employees are required to proactively identify what it takes to determine
success and make sure that all managers and employees understand what they are
accountable for. Accountability is a key success factor.

Measures must be linked to performance planning and assessment for both teams and
individuals.

Managers and employees are required to identify the correct measures by which
performance and competence will be assessed. The municipality will have valid and reliable
data for the selected measures.

Targets should be linked to performance assessment discussions

Targets that are linked to performance assessment discussions and are designed to make
managers, teams, and employees at all levels accountable for their contributions to the
achievement of the overall strategy.

Results, and progress toward achieving outputs and results, will be openly shared &
communicated with stakeholders

While sensitive information generally must be protected, performance measurement
information will be openly and widely shared with managers and employees to the greatest
extent practicable. Information about performance objectives and specific progress toward
these objectives can be provided in newsletters, employee bulletin boards, and public
notice boards.

Performance measurement results will be used to effect continuous performance change
and improvement

It is mandatory to use assessment results to build towards continuous performance
improvement,

Note: There are certain significant aspects of using the results of performance measurement
that should be kept in mind when deploying a performance management system.
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7.13.

7.14.

7.15.

Performance measures should be used to assess strategic and 1-year goals and objectives;
provide timely, relevant, and concise information for use by decision-makers at all levels to
assess progress toward achieving predetermined goals.

Managers are to be sufficiently well briefed and trained to take responsibility to
implement a formal performance management system.
Everyone involved in the management of the process needs to know:

The purpose of performance management;

How all Stakeholders will benefit from the process;

The performance management policies that guide the management of the process;

How each phase of the process works and the role they play in each phase (planning,
managing, evaluating, compensating);

How decisions about performance reviews and rewards will be made; how conflict and
disagreements about ratings, and remuneration will be handled;

How flexible objectives and accountabilities will be; and

The performance and cultural values that the business seeks to conduct its affairs by (the
what and how of performance)

Section 56 (previously S57) employees are mandated to sign performance agreements at
the beginning of each financial year, and staff up to level 3 (Process Managers) to sign
annual work plans at the beginning of each financial year.

This is to give rise to the alignment Process of Organisational targets being linked to
individual targets in the form of a Performance Agreement and Work Plan

In order to give effect to this Policy, A Standard Operating Procedure for the OPMS has
been developed including templates for each process.
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8. ORGANIZATIONAL PERFORMANCE MANAGEMENT SYSTEM OVERVIEW

Below, is a diagrammatic illustration of the components of the Msunduzi Organisational
Performance Management System:

Vision: “A safe, vibrant City in which to live, learn, raise a family, work, play and do business”

Mission: “To ensure that the Municipality functions effectively and in a sustainable manner in
order to deliver service of excellence to the community
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8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

The Msunduzi City Development Strategy (CDS) was developed in 2015, to integrate and
build on the Vision 2030 strategy. However, a strategy without implementation is
worthless. The Msunduzi CDS is made up of eight strategies, the first four being necessary
conditions for creating Msunduzi’ s vision and the last four sufficient conditions for creating
a better Msunduzi which allows for a happier, safer, cleaner and greener city.

The strategies are as follows: (1) build a capable and developmental municipality; (2)
focussed on back-to-basics; that (3) ensures the existing and new infrastructure works
efficiently, effectively and economically; and (4) where the city has a sustainable financial
base. Investing energy and resources in getting these fundamentals working well will
allow the city to (5) grow the regional economy, (6) serve the needs of a provincial capital,
(7) allow the city to continue to be a place of learning and become a learning city and (8)
incrementally improve its spatial effectiveness thereby bringing spatial justice to the
most disadvantaged who are located furthest from places of opportunity.

The IDP is the five-year strategic plan for the municipality influenced by the 8 strategies of
the CDS thereby ensuring alignment between the strategies of the CDS & IDP.

The IDP includes a 5-year strategic level municipal scorecard and an organisational 1-year
strategic scorecard as Annexures to it. The IDP is the Planning of the OPMS.

Flowing from the IDP the annual budget and annual operational plan which is the SDBIP
and comprises the Departmental Operational Scorecards: which comprise of annual and
quarterly performance targets and quarterly projected budget per source.

From the SDBIP/Departmental scorecards the Performance Agreements of Departmental
Heads are compiled and the performance management system if cascaded downwards
continues to cascade from the Head of Departments Performance Agreement and
departmental scorecard to Senior Managers with the development of Work plans.
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8.7. Key to the OPMS is that there are essentially two levels of scorecards:

Strategic Level Operational Level
Scorecard Scorecard

Departmental Level

et ‘ Operationa“y
disaggregated from
strategic, high level,

Organisationally
consolidated M?"dY, detailed
indicators.

8.8. The Implementation of the Performance Management System is carried out through
systems and procedures which include the following:

8.8.1. An Annual OPMS Calendar;
8.8.2.Structures and Role-definition as per the OPMS Process Plan; and

8.8.3.Templates for planning and reporting.

8.9. This OPMS Framework comprises:
8.9.1.Section I: Msunduzi OPMS Policy Framework;

8.9.2.Section Il: Msunduzi OPMS Standard Operating Procedures & Templates
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9.  ROLES AND RESPONSIBILITIES

9.1. Itis also important to clarify the roles and responsibilities of employees and stakeholders.

These roles and responsibilities are indicated as per overleaf:

ROLES AND RESPONSIBILITIES

Responsibility

Role

Citizens &
Communities

¢ Be consulted on needs.

¢ Develop the long term vision for the area.

e Assist in identifying priorities.

¢ Participate in the identification of indicators and setting targets.

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

Council

¢ Facilitate the development of long term vision.
¢ Develop strategies to achieve the vision.

» |dentify priorities.

* Adopt indicators and set targets.

¢ Review municipal performance quarterly.

Mayor

s Approves the SDBIP
* Where necessary, evaluates the performance of the City Manager.

Executive
Committee

e Give strategic direction and develop strategies and policies for the
municipality.

e Management the development of the IDP.

¢ Approve and adopt indicators and targets.

e Communicate the plan to other role-players.

¢ Conduct major reviews of municipal performance determining where goals
had or had not been met, what the reasons were and to adopt response
strategies.

Portfolio
Committees

¢ Manage the implementation of the strategy.

* Review and monitor the implementation of the IDP and the PMS.

e Propose response interventions, in areas of non/under-performance, to
EXCO.

City Manager

s Enters into a Performance Agreement with the Mayor of the Municipality.

¢ Giving strategic direction and developing strategies and policies for the
municipality.

¢ Provides an enabling environment for the General Managers to carry out
their respective job functions

¢ Manage the development of the IDP.

¢ Ensure that the plan is integrated.

¢ |[dentify and propose indicators and targets.

e Communicate the plan to other role players.

e Regularly monitor the implementation of the IDP and identify risk areas.

¢ Ensure regular monitoring (measurement, analysis and reporting).

e Propose response strategies to Portfolio Committees and EXCO
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ROLES AND RESPONSIBILITIES

Responsibility | Role
e Oversee Service Delivery and Budget Implementation Plans for the
Municipality.
¢ Evaluates the performance of the section 57 managers (GMs on a Quarterly
& Annual Basis)
¢ Implements consequence management for non-compliance with the
approved policies by the General Managers.
General ¢ Enters into a Performance Agreement with the City Manager.
Managers ¢ Accountable for the formulation of strategic goals, objectives and priorities

of the IDP for their respective business units.

e Accountable for the alignment of the Key Performance Indicators and
Performance Targets for their respective business units as contained in the
IDP Scorecards and the SDBIP & OP.

e Accountable for the formulation and revision of the strategic scorecards
that include Key Performance Indicators and Performance Targets for their
respective business units that are SMART, budgeted for and meets the
requirement of Council.

e Accountable for Service Delivery & Budget Implementation Plan and
Operational Plans that include Key Performance Indicators and
Performance Targets for their respective business units that are SMART,
budgeted for and meets the requirement of Council.

 Participates in the formulation of the annual review programme of the IDP,
including the review Key Performance Indicators and Performance Targets
for their respective business units.

e Quarterly evaluates the performance of their Senior Managers against
adopted KPIs and Performance Targets.

Is overall accountable for the performance reporting templates such as the

development & reporting on the SDBIP & OP, B2B, Annual Report, Annual

Performance Report, Mid-year & Annual Performance Assessment of Service

Providers and any other performance related template having checked the

information for accuracy, reliability, validity and completeness of information

submitted by their Senior Managers.

¢ Will perform a quality check of all information prior to submission.

e Is overall accountable for the contents of the Portfolios of Evidence
prepared & submitted for Audit Purposes to Internal Audit and the Auditor
General.

« Will co-sign the POE files with their Senior Managers having performed
quality control and confirmed the information for accuracy, reliability,
validity and completeness of information.

¢ Regularly monitor the implementation of the IDP and identify risk areas.

¢ Ensure regular monitoring {(measurement, analysis and reporting).

® Propose response strategies to the City Manager.

¢ Evaluates the performance of the Senior Managers on a Quarterly & Annual
Basis.
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ROLES AND RESPONSIBILITIES

Responsibility

Role

e Advises the City Manager & implements consequence management for
non-compliance with the approved policies by the Senior Managers.

e Ensures requests for information from their Business Units prior to
dissemination is valid, accurate, reliable and complete having conducted
the necessary reviews of the information requested.

e Must conform to all timeframes in respect of requests for information /
completion of performance documents / reports such as the development
& reporting on the SDBIP & OP, B2B, Annual Report, Annual Performance
Report & Mid-year & Annual Performance Assessment of Service Providers
and/or otherwise will be subjected to consequence management by the
City Manager.

e Responsible for the development of their Business Units Standard
Operating Procedures for the effective implementation of the approved
OPMS policy.

o Will inform the City Manager of all risks identified immediately and provide
mitigating advice where possible.

e Will be required to sign a Memo to the Mayor indicating the KPIs on the
SDBIP & OP are SMART, aligned to council priorities, budgeted for and will
be accountable for the submission of monthly reports on the SDBIP & OP
and the submission of the Portfolios of evidence, prior to the Mayor
approving the SDBIP & OP for a financial year.

¢ Will be required to sign a Memo to Full Council indicating their satisfaction
with the Annual Report submissions for their Business Units in terms of
accuracy, reliability, validity and completeness prior to the completion of
the Oversight Report as these memos must form part of the report as an
annexure.

e Will be solely responsible for the submission of all performance
management information & reports directly to the OC, P & KM unit having
verified the information for Validity, Reliability, Accuracy and
Completeness. The GM may opt to submit the information via their
Personal Assistants, or via Performance Management Champion within
their Business units. This will not take the responsibility away from the GM
in performing the duties of verifying the information for Validity, Reliability,
Accuracy and Completeness.

e GM’s to ensure that the OC, P & KM unit have a standing slot in their
MANCO'’s for the verification of performance information, re: SDBIP & OP,
B2B monthly, quarterly and annual submissions as well as the correctness
of the Portfolios of Evidence.

e GM’s to ensure that the OC, P & KM unit receives the necessary information
pertaining to the Mid-Year and Annual Assessment of Service Providers.

Senior
Managers

e Enters into a Performance Agreement with the General Manager / and or
City Manager if reporting directly to the City Manager
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ROLES AND RESPONSIBILITIES

Responsibility

Role

Is overall responsible for the performance reporting templates such as the
development & reporting on the SDBIP & OP, B2B, Annual Report, Annual
Performance Report, Mid-year & Annual Performance Assessment of Service
Providers and any other performance related template having checked the
information for accuracy, reliability, validity and completeness of information
submitted.

Must conform to all timeframes in respect of requests for information /
completion of performance documents / reports such as the development &
reporting on the SDBIP & OP, B2B, Annual Report, Annual Performance
Report, Mid-year & Annual Performance Assessment of Service Providers,

Responsible for the formulation of strategic goals, objectives and priorities
of the IDP for their respective sub units.

Responsible for the alignment of the Key Performance Indicators and
Performance Targets for their respective sub units as contained in the IDP
Scorecards and the SD8BIP & OP.

Responsible for the formulation and revision of the strategic scorecards
that include Key Performance Indicators and Performance Targets for their
respective sub units that are SMART, budgeted for and meets the
requirement of Council.

Responsible for Service Delivery & Budget Implementation Plan and
Operational Plans that include Key Performance Indicators and
Performance Targets for their respective sub units that are SMART,
budgeted for and meets the requirement of Council.

Participates in the formulation of the annual review programme of the IDP,
including the review Key Performance Indicators and Performance Targets
for their respective sub units.

Will perform a quality check of all information prior to submission.

Is overall responsible for the contents of the Portfolios of Evidence
prepared & submitted for Audit Purposes to Internal Audit and the Auditor
General.

Will co-sign the POE files with their General Managers having performed
quality control and confirmed the information for accuracy, reliability,
validity and completeness of information.

Regularly monitor the implementation of the IDP and identify risk areas.
Ensure regular monitoring (measurement, analysis and reporting).
Propose response strategies to the General Manager or City Manager if
reporting directly to the City Manager.

Advises the General Manager or City Manager & implements consequence
management for non-compliance with the approved policies by the staff
below them.

Ensures requests for information from their Sub Units prior to
dissemination is valid, accurate, reliable and complete having conducted
the necessary reviews of the information requested.
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ROLES AND RESPONSIBILITIES

Responsibility

Role

and/or otherwise will be subjected to consequence management by the
General Manager or City Manager.

e Will assist the GM or CM with the development of their Business Units
Standard Operating Procedures for the effective implementation of the
approved OPMS policy.

e Measure performance according to agreed indicators, analyze and report
regularly.

e Manage implementation and intervene where necessary.

¢ Inform decision makers of risks immediately.

e SM’s to ensure that the OC, P & KM unit receives the necessary
information pertaining to the Mid-Year and Annual Assessment of Service
Providers.

Organizational
Compliance,
Performance
and
Knowledge
Management
Unit

* Will be responsible for the development and customization of performance
reporting templates that is to be disseminated to General Managers and/or
any other stakeholder for completion.

¢ Will be responsible for the collation and submission of information to all
stakeholders internally & externally pertaining to performance
management in the organization.

e Will distribute performance templates at the will of the City Manager to all
stakeholders for completion and submission.

e Will schedule Business unit sessions for the development of the SDBIP & OP
annually.

* Will schedule Business unit sessions for the review of the SDBIP & OP
annually during the mid-year review period to amend the SDBIP & OP.

e Will attend meetings where any performance related report is being
discussed.

o Will assist the City Manager is developing Monthly, Quarterly and Annual
Reports on the SDBIP & OP and any other report deemed necessary for all
Portfolio Committees of Council.

¢ Will provide comments on any proposed amendments to any performance
indicator or targets.

o Will be responsible for maintaining records of the PMS.

o Will Advise staff on PMS via internal communication means.

e Forward copies of the Annual Performance Report, Annual Report to the
Council, Internal Audit, Auditor General and MECs in the Province.

o Facilitate the annual review of the OPMS policy.

e Monitor Compliance to the OPMS policy as approved by Council.

e inform the City Manager of any non-compliance to the approved OPMS
policy.

e Develop the performance agreements of the City Manager, General
Managers and Senior Managers. '
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ROLES AND RESPONSIBILITIES

Responsibility

Role

¢ Will perform quality control of all information submitted for performance
management matter re: SDBIP & OP, Annual Reports, Mid-year and Annual
Performance Assessment of Service Providers and Back to Basics Reports.

e The OC, P & KM unit will attend the standing slots in GM’s MANCO’s for the
verification of performance information, re: SDBIP & OP, B2B & Mid-year &
Annual Performance Assessment of Service Providers monthly, quarterly
and annual submissions as well as the correctness of the Portfolios of
Evidence.

e The OC, P & KM unit will on a continuous basis report to GMs any errors or
omissions in respect of performance reporting templates submitted

e The OC, P & KM unit will provide the GMs with feedback pertaining to the
SDBIP & OP submissions where amendments are necessary prior to the
submission of the SDBIP & OP to the Mayor for approval.

e The OC, P & KM unit must conduct a Mid-Year and Annual Assessment of
Service Providers.

Internal Audit

» Assess the functionality, effectiveness and legal compliance with the PMS.

Evaluation e Evaluate the performance of the Municipal Manager and Section 57

Panels managers as per the requirements of section 27 (d) & (e} of the Municipal
Performance Regulations for City Managers and Managers Directly
Accountable to City Managers, 2006.

Auditor & Audit Municipal Performance

General

Performance ¢ Independent oversight

Audit

Committee

MPAC e Oversight on Municipal Performance
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10.

10.1.

10.2.

10.3.

10.4.

10.5.

THE ORGANIZATIONAL PERFORMANCE MANAGEMENT SYSTEM CYCLE

A municipality’s PMS is the primary mechanism to monitor, review and improve the
implementation of its IDP and to gauge the progress made in achieving the objectives set
out in the IDP. In addition, a municipality’s PMS must also facilitate increased
accountability, learning, improvement, provide early warning signals and facilitate
decision-making.

The PMS monitors actual performance against set targets and contractual obligations.
Effective service delivery relies upon the IDP, efficient utilization of all resources and the
PMS being closely integrated across all functions at an organizational and individual level.

The most valuable reason for measuring performance is that what gets measured gets
done.

The IDP outlines how the challenges of sustainable development in a municipality are to be
met through strategic interventions and service delivery over the five-year period. The |DP
is developed by the Municipality in conjunction with the community and a credible IDP
must be supported by a realistic budget.

Once performance planning, the IDP, has been completed and departmental SDBIP’s are in
place, they need to be implemented by executing the work in accordance with these plans.
As the work is executed, it needs to be continuously monitored and periodically measured
and reported on. Reporting requires that the municipality takes the priorities of the
organization, its performance objectives, indicators, targets, measurements and analysis,
and present this information in a simple and accessible format, relevant and useful to the
specific target group, whilst meeting the legal prescripts for reporting.

10.6. The PMS Cycle can be illustrated as follows:

=1,

PERFORMANCE
AUDITING & IMPLEMENTATION
REPORTING
EVALUATION & ONGOMS
prals MONITORING &
REPORTING
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11. ORGANISATIONAL PERFOMANCE MANAGEMENT SYSTEM PROCESS PLAN

1. Planning

2. Implementation

|

3. Monitoring & Reporting

|

4, Evaluation & Reporting

-IDP, Budget & OPMS Process Plan
¢ Public Participation
o Strategic/ Development Planning

¢ Draft Budget & IDP

¢ Approved Budget & IDP with 5 yr.
Municipal Scorecard & 1 yr.
organizational scorecard as
Annexures.

e Service Delivery and Budget
Implementation Plan/Departmental
Scorecards.

e Annual Performance Agreements &
Plans

s Portfolios of Evidence Files & Index

* SDBIP Reporting & POE.

¢ SDBIP Reporting

* Mid-Year Performance Assessment

¢ Annual Performance Report

¢ Assessments of the Municipal
Manager and the other S57
Managers by Evaluation Panels

* Performance Audits: Internal Audit

¢ Performance Audits: Auditor
General

o Customer Satisfaction Survey

® Quality of Life surveys
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12. PROCESS PLAN PRINCIPLES

Planning is the first phase of an organizational performance management system (OPMS) and
the key output is the development of the Integrated Development Plan {IDP). The municipality
must develop an IDP which is utilized to plan future developments in the municipal area to meet
the needs of the community.

THE IDP ASSISTS THE MUNICIPALITY AS FOLLOWS:

. It is @ planning process that involves the entire municipality and its citizens in finding the
best solutions to achieve long-term development.

. It assists in the coordination of the work of local government and other spheres of
government to improve the quality of life for all people living in an area.

. It considers the existing conditions and problems and resources available for development.

. It considers the economic and social development needs for the area.

. It sets a framework for land use, infrastructure, services, and the protection of the

environment.

The IDP has a lifespan of 5 years that is linked directly to the term of office for Council. The
municipality is required to draft a 5 year IDP which is then broken down into short term goals
that can be achieved in 1 year. Prior to the setting of the annual targets, the IDP is reviewed and
the necessary changes are made. It should take 6 to 9 months to develop an IDP. During this
period, service delivery and development continues.

PLANNING INVOLVES 4 MAIN TASKS:
(i)  Pre-planning:

* Development and adoption of the IDP Process Plan;
. Data collection, analysis and storage;
. Identify, collect and review relevant inputs for the IDP and develop a prioritization model.

(ii)  Public Participation:

. Schedule and host Public Participation Meetings;
. Update the draft IDP.

(iii} Development Planning:

. Coordinate and host organizational and departmental strategic planning workshops;
. Complete IDP.
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(iv)

Adoption of the IDP and submission to the Department of Cooperative Governance and
Traditional Affairs (DCoGTA):

Present IDP to Council for adoption;
Submit adopted 1DP and Council resolution to DCoGTA.

The municipality should start the planning process at least 15 months prior to the start of the
financial year where implementation takes place in order to ensure that all stakeholders are
involved in the planning processes for transparency and accountability. This is depicted in the

following illustration:

April — July -—?/ Pre-planning
Aug —Sep ..=?/ Public Participation
Oct —Feb ——— Development Plannin
ey, p 8
March - June —- Adoption of IDP and Submission to DCoGTA

In addition to the IDP Process Plan, the IDP office is responsible for the development of a
procedure and implementation manual that will give effect to steps (i) — (iv) annually.

Once the Integrated Development Plan (IDP) and Budget have been approved annually by
the end of May, the OC, P & KM unit will develop templates for the SDBIP & OP and circulate
same to the respective General Managers and Managers reporting directly to the CM.
General Managers and Managers reporting directly to the CM will then forward the
templates to their respective Senior Managers/Managers to populate the templates with
the required Performance & Budget Information.

The Performance Information has to be SMART, aligned to the IDP 5 year and 1 Year
scorecards and must contain the approved budgets as well as vote numbers,

Senior Managers/Managers having completed this; will then forward submissions to the
General Managers and Managers reporting directly to the CM for verification and accuracy
as the overall accountability rests with them.
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IMPLEMENTATION:

The actual implementation of the IDP over a single financial year is given effect through the
Service Delivery and Budget Implementation Plan (SDBIP), scorecards, performance
contracts of the City Manager and other $57 Managers.

The SDBIP is the implementation tool used to align the budget to the IDP. The focus of the
SDBIP is both financial and non-financial measurable performance objectives in the form of
service delivery targets and other performance indicators.

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 key performance areas and indicators of performance contained in the organizational
scorecard are cascaded into departmental scorecards, and further into individual
scorecards which ensure the appropriate alignment between organizational and individual
performance.

The performance measures that will be used to measure organizational performance need
to be developed. In doing so, it is necessary to take into account the funding and staff
requirements, availability of the necessary skills and time constraints.

Projects need not only consist of capital projects such as water schemes and housing
developments. They can also consist of softer, internal issues such as, “Review the
Workplace Skills Plan.” This indicates all work done in the municipality, whether it is
services to communities or internal processes.

Implementation involves 4 main tasks:

(i)
(ii)
(iii)

(iv)

Developing the organizational scorecard;
Preparing the Service Delivery and Budget Implementation Plan;

Preparation of the Performance Agreements (Annual Performance Plans and Personal
Development Plans) for the City Manager and Section 57 Managers.

Compilation of Portfolios of Evidence (PoE’s).
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i Steps (i) — (iii) must be completed prior to the start of the financial year where
implementation takes place to ensure that data collection for PoE’s and reporting is
accumulated throughout the period under review. This is depicted in the following
illustration:

- SDBIP
- Performance Plans
- Performance Agreements

July = June - Portfolios of Evidence

April - June ‘// - Organizational Scorecard

iii. The OC, P and KM unit, must develop a standard operating procedure, for the
implementation of steps (i) — (iv) above within one month of the start of the new financial
year during which implementation is to take place. Annexure 2 to this policy is the Standard
Operating Procedure including templates.

MONITORING:

Monitoring continuously tracks performance against what was planned by collecting and
analyzing data on the indicators established for monitoring and evaluation purposes. It provides
continuous information on whether progress is being made towards achieving results (outputs,
outcomes, and goals) through record keeping and regular reporting systems. Monitoring looks at
both programme processes and changes in conditions of target groups and institutions brought
about by programme activities. It also identifies strengths and weaknesses in a programme. The
performance information generated from monitoring enhances learning from experience and
improves decision-making. Management and programme implementers typically conduct
monitoring.

The Monitoring Unit must:

. Identify the roles of the different role players in monitoring and measuring the
municipality’s performance;
. Allocate specific tasks to the gathering of data and submission of reports;
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Determine the data that must be collected in order to assess performance, how that data
is to be collected, stored, verified and analyzed and how reports on that data are to be
compiled;

Provide for reporting to Council at least quarterly;

Be designed in a manner that enables the municipality to detect early indications of under-
performance;

Provide for corrective measures where under-performance has been identified; and
Compare current performance with performance during the previous financial year and
baseline indicators.

Whilst the budget sets yearly service delivery and budget targets (revenue and expenditure
per vote), it is imperative that in-year mechanisms are able to measure performance and
progress on a continuous basis. Hence, the end-of-year targets must be based on quarterly
and monthly targets, and the City Manager must ensure that the budget is built around
quarterly and monthly information. Being a start-of-year planning and target tool, the
SDBIP gives meaning to both in-year reporting and end-of-year annual reports.

Monitoring involves 3 main tasks:

(i) Measuring Performance;

(i) Compilation of Monthly Quarterly Performance Reports at a Business Unit Level;

(iii) Compilation of Consolidated Quarterly, Half-yearly and Annual Performance reports at an
Organizational/Municipal Level.

EVALUATION:

Evaluation is a periodic, in-depth analysis of programme performance. It relies on data
generated through monitoring activities as well as information obtained from other sources
(e.g. studies, research, in-depth interviews, focus group discussions, surveys, etc.).
Evaluations are often (but not always) conducted with the assistance of external
evaluators.

Evaluation of the SDBIP & OP will be done on a Monthly & Quarterly Basis. Reports on the

SDBIP & OP will be tabled and discussed at the OMC/SMC meetings during each respective
month/quarter of the financial year.
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The SDBIP & OP will be presented to all Portfolio Committees as well as EXCO and Full
Council. The quarterly report will be presented to EXCO & Full Council once it has been
discussed at OMC/SMC meetings.

An assessment of Service Providers implementing (service delivery) infrastructure projects
in all Business Units of Council will be conducted during the mid-year review and annually.
The key role players are the business units with infrastructure projects, supply chain
management unit and the organizational compliance, performance and knowledge
management unit. The threshold (rand value) for the assessment will be all infrastructure
projects above 4 million rand. Reports on the Assessment of Service Providers will be
produced for mid-year review and at the end of a financial year and submitted to the City
Manager.

The evaluation Model to assess programme performance are:

Relevance: Does the programme continue to meet our needs?

Effectiveness: Are we achieving the desired results?

Efficiency: Are the results cost-effective?

Sustainability: Can the results be sustained after withdrawing support?
Alternative Strategies: Are there better alternatives to achieve the desired results?

The following role players are involved, to some degree, in evaluations:

Internal Audit

City Manager

Auditor General

Performance Audit Committee/Audit Committee

Oversight Committee

Municipal Standing Committee on Public Accounts
Department of Cooperative Governance and Traditional affairs
Community

0OC, P & KM unit

Supply chain management unit

Evaluation will take place as follows:

(i)

(ii)
(iii)
(iv)

Ongoing as part of the monitoring and reporting process;

Compilation of Quarterly Performance Reports at a Business Unit & Organizational Level;
Monthly Management Meetings in which all Senior Managers are invited

Compilation of Consolidated Annual Performance reports at an Organizational/Municipal
Level.
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15.1

POLICY REVIEW

A cover report including a comparison of amendments of the current approved policy vs
the reviewed policy being submitted for approval along with the reviewed OPMS policy will
be submitted to relevant Committees by the 30" of June every financial year.

The Organizational Compliance, Performance and Knowledge Management Unit is
responsible for the review of the OPMS policy.

NON COMPLIANCE & CONSEQUENCE MANAGEMENT

For the purposes of this policy and the implementation thereof, the following definitions
of Non Compliance and Consequence Management will be applicable.

Non Compliance — A breach by an individual of applicable laws, regulations, codes or
organizational standards. It is a failure or refusal to comply with something (such as a
request for information with a timeline that is not adhere to). A state of not being in
compliance, whereby an accepted model or accepted standards are not correctly adhered
to.

Consequence Management - Is a robust, transparent and consistent practice for managing
consequences of noncompliance with organizational policies, codes, rules, regulations etc.
It refers to actions taken that seek to maintain or restore essential services, manage and
mitigate problems that have emerged.

The City Manager will be charged with the Authority to enforce consequence management
on any member of staff that fails to comply with this Policy & Standard Operating
Procedure.

General Managers, Senior Managers and Managers reporting directly to the City Manager
will be charged with the Authority to enforce consequence management on any member
of staff that fails to comply with this Policy & Standard Operating Procedure within their
respective unit.

OPMS STANDARD OPERATING PROCEDURE

In order to give effect to the above policy and ensure compliance is at an optimum level, a
Standard Operating Procedure has been developed. The following Standard Operating
Procedure will be descriptive in nature, narrative where necessary and also inclusive of
adaptations of the full templates to be used for the OPMS process for the 2020/2021
financial year. The detailed Standard Operating Procedure is attached with this policy as
Annexure 2,
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ANNEXURE 1: OPMS ANNUAL CALENDAR 2020/2021 FY

QUARTER ONE:

»
>

AG: Performance Audit.

SDBIP Departmental Monthly Reporting to Council for oversight.

Week 3 of the last month of the quarter: quarterly assessments for S56 & Senior
Managers.

Week 4 of the last month of the quarter: organisational quarterly assessment and
planning utilising departmental scorecards (SDBIP).

Organisational quarterly assessment report Presented to Council.

Performance audits as part of annual audit plan.

QUARTER TWO:

>
»

>
»

SDBIP Departmental Monthly Reporting to Council for oversight;

Week 3 of the last month of the quarter: quarterly assessments for S57 & Staff:
Week 4 of the last month of the quarter: organisational quarterly assessment and
planning.

Organisational quarterly assessment report Presented to Council.

Audit Committee Meeting including Performance management consideration.
Mid-Year Assessment & Report.

QUARTER THREE:

vV V V VY

Mid-Year Review & budget adjustment: month one of quarter three.

Annual Performance Review; Performance Report; month three of quarter three.
Strategic Planning Session (end of quarter): month three of third quarter.
Performance Audits — as per of annual audit plan.

Audit Committee Meeting including Performance Management consideration.

QUARTER FOUR:

Oversight Committee; Annual Report.

IDP Adoption (5-year municipal scorecard, 1 year organisational strategic scorecard),
SDBIP Adoption (Departmental scorecards), Budget Adoption.

Section 56 Performance Agreements & Staff Workplans Completed, signed off. (annual
and quarterly broken down outputs).

AG performance audit working papers put together from on-going POE throughout
year.

Audit Committee Meeting including Performance Management consideration.
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ANNEXURE 2: STANDARD OPERATING PROCEDURE FOR THE ORGANIZATIONAL
PERFORMANCE MANAGEMENT POLICY

P[ETERMAR]TZEUHG
MSUNDUZI

MSUNDUZI MUNICIPALITY
2020/2021 FINANCIAL YEAR

STANDARD OPERATING PROCEDURE FOR THE ORGANIZATIONAL
PERFORMANCE MANAGEMENT POLICY
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LIST OF ABBREVIATIONS

1 AC Audit Committee

2 APR Annual Performance Report

3 AR Annual Report

4 B2B Back to Basics

5 CoGTA Cooperative Governance and Traditional Affairs

6 GM General Manager

7 EXCO Executive Committee

8 MFMA Municipal Finance Management Act

9 CM City Manager

10 MPAC Municipal Public Accounts Committee

11 MSA Municipal Systems Act

12 OC,P & KM Organizational Compliance, Performance & Knowledge
Management

13 omMC Operational Management Committee

14 oP Operational Plan

15 OPMS Organizational Performance Management System

16 SM Senior Manager

17 PMS Performance Management System

18 POE Portfolio of Evidence

19 SBU Strategic Business Unit

20 SDBIP Service Delivery & Budget Implementation Plan

21 SMC Strategic Management Committee

22 SOCA State of the City Address

23 SOP Standard Operating Procedure
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1. INTRODUCTION

A municipality’s Performance Management System (PMS) is the primary mechanism to monitor,
review and improve the implementation of its IDP and to gauge the progress made in achieving
the objectives set out in the IDP. In addition, a municipality’'s PMS must also facilitate increased
accountability, learning, improvement, provide early warning signals and facilitate decision-
making.

The PMS monitors actual performance against set targets and contractual obligations. Effective
service delivery relies upon the IDP, efficient utilization of all resources and the PMS being closely
integrated across all functions at an organizational and individual level.

The most valuable reason for measuring performance is that what gets measured gets done. The
IDP outlines how the challenges of sustainable development in a municipality are to be met
through strategic interventions and service delivery over the five-year period. The IDP is
developed by the Municipality in conjunction with the community and a credible IDP must be
supported by a realistic budget.

Once performance planning, the IDP, has been completed and departmental SDBIP’s are in
place, they need to be implemented by executing the work in accordance with these plans. As
the work is executed, it needs to be continuously monitored and periodically measured and
reported on. Reporting requires that the municipality takes the priorities of the organization, its
performance objectives, indicators, targets, measurements and analysis, and present this
information in a simple and accessible format, relevant and useful to the specific target group,
whilst meeting the legal prescripts for reporting.

The PMS Cycle has 5 steps as per below; which will be described later in this SOP manual:

Planning

Implementation

Monitoring and Reporting
Evaluation and Reporting
Performance Auditing & Reporting

ahoN~

The SOP will unpack the 5 steps mentioned above for each of the following outputs:

1. Development of the SDBIP & OP and/or any other reporting template which may
arise during the course of the financial year

2. Performance Reporting on the SDBIP & OP and/or any other reporting template

which may arise during the course of the financial year

Mid-Year Performance Review

Annual Performance Report & Annual Report

Mid-year & Annual Performance Assessment of Service Providers

ol
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2. BACKGROUND

Performance information indicates how well a municipality is meeting its aims and objectives, and
which policies and processes are working. Making the best use of available data and knowledge
is crucial for improving the execution of its mandate. Performance information is key to effective
management: including planning, budgeting, and implementation, monitoring and reporting.
Performance information also facilitates effective accountability, enabling Councillors, members
of the public, and other interested parties to track progress, identify the scope for improvement
and better understand the issues involved.

The municipality delivers services essential to the well-being and development of communities.
In order to ensure that service delivery is as efficient and economical as possible, municipalities
are required to formulate strategic plans, allocate resources to the implementation of those plans,
and monitor and report the results. Performance information is essential to focus the attention of
the public and oversight bodies on whether municipalities are delivering value for money, by
comparing their performance against their budgets and service delivery plans, and to alert
managers where corrective action is required. Performance information also plays a growing role
in budget allocations and will increasingly be used to monitor service delivery. This means the
information must be accurate, appropriate and timely.

The most valuable reason for measuring performance is that what gets measured gets done. If a
municipality knows that its performance is being monitored, it is more likely to perform the required
tasks and to perform them well. In addition, the availability of performance information allows
managers to pursue results-based management approaches, such as performance contracts, risk
management, benchmarking and market testing.
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3. DEFINITION OF STANDARD OPERATING PROCEDURES

By definition, Standard Operating Procedures (SOPs) within the context of Organizational
Performance Management, is a written description of steps for all significant activities relating to
the practice of Organizational Performance Management. SOPs should accurately reflect the
methodology for processes required for Implementation of the OPMS Policy, be sufficiently
practical and be usable in the municipal environment. Good organizational performance
management serves as an important tool for realizing organizational goals by implementing
competitive human resources management strategies. It helps in aligning and integrating the
objectives with the KPI's in an organization both vertically and horizontally across all job
categories and the levels and thus helps in driving all the activities right from the bottom level
towards one single goal.
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4,

JUSTIFICATION FOR STANDARD OPERATING PROCEDURES

There are several challenges the existing Performance Management System is facing; these
include the following among others;

Poor and incomplete recording of data needed for Performance Management;

Use of non-standardized Portfolio of Evidence templates by business units, has been
happening owing to lack of or failure to use existing Portfolio of Evidence templates
(POEs) for setting up portfolios of evidence;

Lack of guidance on how to determine the source documents for a respective target, and;

Lack of guidance on how to Develop Portfolios of Evidence (POEs) e.g. that was
generated through service delivery implementation.

For a number of financial years Internal Audit (IA) as well as the Auditor General (AG)
have raised queries in respect of Performance Information (Source Documents / Portfolios
of Evidence) being inadequate. The development and implementation of Standard
Operating Procedures for the development of Portfolios of Evidence if implemented
correctly should eliminate further queries.
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ANTICIPATED BENEFITS OF HAVING STANDARD OPERATING PROCEDURES FOR
ORGANIZATIONAL PERFORMANCE MANAGEMENT

A good SOP on organizational performance management systems works towards the
improvement of the overall organizational performance by managing the performances of
teams and individuals for ensuring the achievement of the overall organizational ambitions
and goals.

An effective SOP on performance management systems can play a very crucial role in
managing the performance in an organization by:

. Ensuring that the employees understand the importance of their contributions to
the organizational goals and objectives.

) Ensuring each employee understands what is expected from them and equally
ascertaining whether the employees possess the required skills and support for
fulfilling such expectations.

. Ensuring proper aligning or linking of objectives and facilitating effective
communication throughout the organization.

. Facilitating a cordial and a harmonious relationship between an individual
employee and the line manager based on trust and empowerment.
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6. STANDARD OPERATING PROCEDURES (SOP) PER LEVEL

The general Standard Operating Procedures for Organizational Performance Management at all
levels will include amongst others, the following:

e Data sources must be clearly defined at each level of collection to allow traceability of
performance by the Strategic Business Unit head (GM) / Senior Manager reporting directly
to the CM,

« Data verification and validation must be done at a source point (between supervisors and
incumbents), and;

s At each level of data flow, there must be data sign-off to indicate that responsible

managers agree with the reported data and that the report reflects true activities in their
area of responsibility.
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7. PERFORMANCE MANAGEMENT & PORTFOLIO OF EVIDENCE CRITERIA

Each Strategic Business Unit (SBU) must make sure that its records meet the following
criteria:

« Authenticity - are created, stored and are able to prove beyond doubt that the record is
‘what it claims to be’ and identifies the individual who created it, by maintaining a record
of its management through time,

e Accuracy - have to accurately reflect the transactions/event they document,

e Accessibility - must be readily available as and when required,

o Complete - must be adequate in content, context and structure to recreate the pertinent
activities and transactions/events they document,

« Comprehensive - must document the entire range of the SBUs business,

e Compliant - must act in accordance with any record keeping requirements from
legislation, audit rules and other applicable regulations,

o Effective - should be maintained for the specific purposes for which it was gathered, and
the information contained must meet those purposes, and;

« Secure - have got to be securely stored and maintained preventing unauthorized access,
modification, damage or removal. They have to be stored in an administered, secure
environment, the degree of security relevant to the sensitivity and significance of the
content.
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8. STANDARD OPERATING PROCEDURE FOR ORGANIZATIONAL PERFORMANCE
MANAGEMENT

HIGH LEVEL SUMMARY

The process being outlined hereunder is at the Strategic level of the Municipality whereby it will
determine how General Managers (GMs) and Senior Managers reporting directly to the City
Manager (CM) are responsible for the Planning, Implementation, Monitoring and Reporting,
Evaluation and Reporting & Performance Auditing & Reporting of their respective Strategic
Business Units (SBUs) and Sub Units SDBIPs & OP and/or any other reporting template
which may arise during the course of the financial year, Mid-Year Performance
Assessment / Review, Annual Performance Report & Annual Report.

The following 5 steps will be determined for each of the outputs for OPMS as listed below:

) STEP 1 - Planning

) STEP 2 - Implementation

o STEP 3 - Monitoring and Reporting

. STEP 4 - Evaluation and Reporting

. STEP 5 - Performance Auditing & Reporting
OPMS outputs:

. Development of the SDBIP & OP and/or any other reporting template which may
arise during the course of the financial year

. Performance Reporting on the SDBIP & OP and/or any other reporting template
which may arise during the course of the financial year
Mid-Year Performance Review
Annual Performance Report & Annual Report :
Mid-year & Annual Performance Assessment of Service Providers
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SDBIP & OP 2020/2021 PERFORMANCE TEMPLATES

SERVICE DELIVERY & BUDGET IMPLEMENTATION PLAN FOR THE 2020/2021 FINANCIAL YEAR
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OPERATIONAL PLAN FOR THE 2020/2021 FINANCIAL YEAR
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9. CONCLUSION

In conclusion, the benefits of implementing the Standard Operating Procedure for the
Organizational Performance Management System will ensure better audit results for
the municipality.

If followed correctly the steps above will ensure that what is reported is a true reflection
of activities within Strategic Business units at any given time in a financial year.

Performance management will be strengthened as information provided will be backed
up by clear, concise and validated Portfolios of Evidence.

The SOP on the OPMS policy will ensure that all reporting timeframes are adhered to.
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ANNEXURE 3: MEMO TO BE SIGNED OFF ON BY GMs & SMs REPORTING DIRECTLY TO THE CM

The Msunduzi Municipality

OFFICE OF THE CITY MANAGER

Telephone/ uCingo: 033 3922002
Facsimile/ iFekisi: 086 770 2408

PIETERMARITZBURG Private Bag / Isikhwama: X 321
MSUNDUZI Pietermaritzburg/ePietermaritzburg 3201
MEMORANDUM

CITY MANAGER
To:

HIS WORSHIP THE MAYQOR

Attention: SENIOR MANAGER: OFFICE OF THE CITY MANAGER

From: GENERAL MANAGER:

Enquiries:

Date: Ref:

PROVISION OF ASSURANCE TO THE MSUNDUZI COUNCIL ON THE SDBIP & OP SUBMITTED

Subject: LR MY BUSINESS UNIT TO THE MAYOR FOR APPROVAL

This serves to confirm to the Msunduzi Council that —

I, the undersigned General Manager: for , provides the assurance to the Msunduzi
Council that I have reviewed the Key Performance Indicators and Performance Targets for my Business
unit as contained in the SDBIP & OP submitted to the Mayor for approval and therefore confirm the
following —

(a) The Key Performance Indicators and Performance Targets comply with the SMART principle;

(b) The projects contained in the SDBIP & OP are Budgeted for the Financial Year;

(c) The projects contained in the SDBIP & OP are a reflection of the will of the Council;

(d) That I will ensure reports containing performance information submitted on the SDBIP & OP for
my Business Unit is reliable, accurate, verifiable and complete at all times as and when required;

(e) That | will ensure Portfolios of Evidence in support of the reports containing performance
information submitted on the SDBIP & OP for my Business Unit is reliable, accurate, verifiable and
complete at all times as and when required; and

(f) That I will ensure reports containing performance information submitted on the SDBIP & OP for
my Business Unit will be submitted to the OC, P & KM unit by Myself or my PA and/or the
performance champion in my Business Unit as per the approved OPMS policy.

SIGNED: DATE:

GENERAL MANAGER:
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MSUNDUZI MUNICIPALITY Ip‘.r
CORPORATE SERVICES BUSINESS UNIT i

EXTRACT FROM THE UNCONFIRMED MINUTES OF THE FULL COUNCIL MEETING HELD VIA
MICROSOFT TEAMS ON WEDNESDAY, 29 JULY 2020 AT 09HO00.

REVIEW OF THE ORGANIZATIONAL PERFORMANCE MANAGEMENT POLICY (4.6)

Report dated 6 May 2020 by the Acting Manager: Organizational Compliance, Performance and
Knowledge Management.

(Page 14 of Volume A agenda)
It was
RESOLVED
That the Reviewed Organizational Performance Management Policy 2020/2021 be
APPROVED.

CERTIFIED A TRUE COPY

Nokwanda Mbanjwa

For GENERAL MANAGER: CORPORATE SERVICES

03 August 2020

Municipal Manager's Representative: Mr S Dubazana (Tel.033-392763)
Enquiries: Committee Officer: Nokwanda Mbanjwa (Tel: 033-3922775)
Email: nokwanda.mbanjwa@msunduzi.gov.za




