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CHAPTER THREE –
MUNICIPAL ADMINISTRATION

3.1 PERFORMANCE MANAGEMENT SYSTEM  

3.1.1  PURPOSE OF THE PMS MANUAL
This manual is intended to serve as a guide for all councillors, managers and officials in Municipalities to develop and implement a Performance Management System.  The guide is intended to ensure uniformity and standardised application of performance management processes.  

3.2.2 LEGISLATIVE MANDATE
The following Legislative and Regulatory Framework sets the basis for the Management of Performance in Local Government : 
1. The Constitution of the Republic of South Africa (Act 108 of 1996)
1. The White Paper on Local Government (1998)
1. Batho Pele Principles (1998)
1. Municipal Systems Act (Act 32 of 2000)
1. Municipal Planning and Performance Management Regulations (2001)
1. Municipal Finance Management Act (Act 56 of 2003)
1. Municipal Performance Regulations for Municipal Managers and Managers directly accountable to Municipal Managers (Government Gazette No. 29089 1 August 2006)
1. Local Government : Regulations on appointment and conditions of employment of Senior Managers (Government Gazette No. 37245 17 January  2014)
An explanation of the key pieces of legislation as mentioned above is contained in the PMS Manual.

3.2.3 APPLICATION OF THE PMS MANUAL
As per Chapter 5 of the Municipal Systems Act, all municipalities must establish a performance management system.    This manual will assist the Municipality to develop and implement a performance management system that is in line with the priorities, objectives, indicators and targets contained in its integrated development plan.   The utilisation of the templates will assist in creating uniformity in Municipalities in the Province.



Performance Management
Guide to Developing and Implementing a  Performance Management System
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STRUCTURE OF THE GUIDE

	TASK
	STEP

	Planning

	Pre-Planning
	Develop data collection and storage tools.

	
	Identify, collect and review relevant inputs for the IDP and develop a Prioritisation Model.

	Public Participation
	Schedule and host public participation meetings.

	
	Update the draft IDP.

	Development Planning
	Co-ordinate and host an annual Strategic Planning workshop.

	
	Complete the Integrated Development Plan.

	Adoption of the IDP and Submission to the DCoGTA
	Adoption of the IDP and Submission to the DCoGTA.

	Implementation

	Create the Organisational Scorecard /Top Layer SDBIP 
	Create the Organisational Scorecard/Top Layer SDBIP

	Preparation of the Service Delivery Budget Implementation Plan
	Complete the relevant section on the Ward Information of the SDBIP.

	
	Complete the relevant section on the Monthly Projections of Revenue to be Collected by Source of the SDBIP.

	
	Complete the relevant section of the Quarterly Projections of Service Delivery targets and Performance Indicators for each Vote of the SDBIP.

	
	Complete the relevant section of the Monthly Projections of Operating and capital Expenditure and Revenue for each Vote of the SDBIP.

	
	Complete the relevant section of the Three-Year detailed Capital Works Plan of the SDBIP.

	Preparation of Managers’ Annual Performance Plans, Personal Development Plans and Performance Agreements
	Preparation of Managers’ Performance Agreements.

	
	Preparation of Managers’ Annual Performance Plans.

	
	Preparation of Managers’ Personal Development Plans.

	Compilation of Portfolios of Evidence
	Compilation of Portfolios of Evidence.

	Monitoring

	Measuring Performance
	Collect data on actual performance.

	
	Analyse data collected on actual performance against set targets for each indicator.

	Compilation of Managers’ Quarterly Performance Reports at a Departmental Level
	Compilation of Managers’ Quarterly Performance Reports at a Departmental Level.

	Compilation of Consolidated Quarterly, Half-Yearly and annual Performance Report at a Municipal Level
	Prepare the Data Collection Sheet.

	
	Compilation of Quarterly Performance Reports at a Municipal Level.

	
	Compilation of Half-Yearly Performance Reports at a Municipal Level.

	
	Compilation of Annual Performance Reports at a Municipal Level.

	Define Evaluation Objectives
	Define Evaluation Objectives.

	Review information collected during Monitoring
	Review information collected during Monitoring.

	Document Findings and Formulate Recommendations
	Document Findings and Formulate Recommendations.




Introduction  
[bookmark: _Toc23779534]1.1	Overview and Legislative Requirements  
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.

[bookmark: _Toc107367818]The performance management system monitors actual performance against set targets and contractual obligations. Effective service delivery relies upon the IDP, efficient utilisation of all resources and the performance management system being closely integrated across all functions at an organisational and individual level. 
The most valuable reason for measuring performance is that what gets measured gets done.
The Integrated Development Plan (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. The IDP is supported by a Municipal Scorecard which sets out the key deliverables over the election period in a log-frame format.  

Once performance planning 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.

Legislation that governs performance management in local government includes the Municipal Systems Act (MSA), the Municipal Planning and Performance Management Regulations (MPPMR), the Municipal Finance Management Act (MFMA), the Municipal Performance Regulations for Municipal Managers and Managers directly accountable to the Municipal Manager and the Framework for Programme Performance Information (FPPI) issued by National Treasury.

Legislative and Regulatory Framework for Performance Management
The following Legislative and Regulatory Framework sets the basis for the Management of Performance in Local Government: 

h) The Constitution of the Republic of South Africa (Act 108 of 1996)
i) The White Paper on Local Government (1998)
j) Batho Pele Principles (1998)
k) Municipal Systems Act (Act 32 of 2000)
l) Municipal Planning and Performance Management Regulations (2001)
m) Municipal Finance Management Act (Act 56 of 2003)
n) Municipal Performance Regulations for Municipal Managers and Managers directly accountable to Municipal Managers (Government Gazette No. 29089 1 August 2006)
o) Local Government : Regulations on appointment and conditions of employment of Senior Managers (Government Gazette No. 37245 17 January  2014)

a) The Constitution of the Republic of South Africa (Act 108 of 1996)
Section 152 of the Constitution deals with the objectives of local government and paves the way for performance management with the requirements for an accountable and participatory government.  The values and principles contained in Section 195(1) are linked with the concept of performance management with reference to the principles of the promotion of efficient, economic and effective use of resources and accountable public administration.

b) The White Paper on Local Government (1998)
The White Paper on Local Government, 1998 states that Local Government should introduce the idea of a performance management system.  The White Paper also recognises the involvement of communities in the development of municipal key performance indicators which increases the accountability placed on the Municipality.

c) Batho Pele Principles (1998)
The White Paper on Transformation of the Public Service contains eight principles for transforming the service delivery in the Public Service : The principles address the aspects of consultation , service standards, access , courtesy, information, openness and transparency and redress in the provision of services to the communities.

d) Municipal Systems Act (Act 32 of 2000)
Chapter 6 of the Municipal Systems Act states that a Municipality must develop a Performance Management System, set targets, monitor and review performance based on the indicators linked to the Integrated Development Plan (IDP).  The Municipality is required to develop an Annual Performance Report which is to be audited by the Auditor-General. The community must be involved in setting indicators, targets and reviewing municipal performance. 

e) Municipal Planning and Performance Management Regulations (2001)
The Regulations require that the Municipality in developing its Performance Management System must ensure that the System complies with the requirements of the Act. It clarifies the planning stage up to the review and reporting stages. It also clarifies the roles and responsibilities of each role player including the community.  The frequency of reporting is set out as well the Municipality’s employee Performance Management processes.

f) Municipal Finance Management Act (Act 56 of 2003)
Chapter 12 of the Municipal Finance Management Act states the requirements that a municipality must include in its annual performance report which is to then form part of the Annual Report.  

g) Municipal Finance Management Act (Circular 13) : SDBIP
The Municipal Finance Management Act No. 56 of 2003 contains various important provisions related to municipal performance management.  Municipalities must annually adopt a Service Delivery and Budget Implementation Plan (SDBIP) with targets and key performance indicators. When considering the Budget, the Municipality must set measurable performance targets for each revenue source and vote.  In terms of Circular 13  issued by National Treasury provision is made for a Top Layer SDBIP and for the compilation of Departmental SDBIPs on an annual basis.

h) Municipal Performance Regulations for Municipal Managers and Managers directly accountable to Municipal Managers (Government Gazette No. 29089 1 August 2006)
The Local Government Municipal Performance Regulations for Municipal Managers and Managers directly accountable to Municipal Managers sets out how the Performance of S54 & S56 staff will be uniformly directed, monitored and improved.  The Regulations address the job description, the employment contract and performance agreement of municipal manages and managers directly accountable to municipal managers. It also provides a methodology for the performance management system as well as the criteria for performance bonus payments.  The regulations also address the approach to be taken in respect of under-performance.

The Regulations also provide the Key Performance Areas upon which the Municipality well be assessed and which also forms part of the Performance Agreements of Section 54 &  56 Managers.

i) Local Government: Regulations on appointment and conditions of employment of Senior Managers (Government Gazette No. 37245 17 January  2014)
The Regulations must be read in conjunction with the August 2006 Regulations regarding the appointment and conditions of employment of Senior Managers.  The Performance Agreements of the S54 & S56 will be compiled taking into cognisance the requirements of both the 2006 and 2014 Regulations.


[bookmark: _Toc23779535]1.2	Planning
Planning is the first phase of an organisational performance management system and the key output is the development of the Integrated Development Plan (IDP). Each 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 a planning process that involves the entire Municipality and its citizens in finding the best solutions to achieve long-term development.
· It assists in the co-ordination of the work of local government and other spheres of government to improve the quality of life for all the 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 Councillors.  There must also be provision made for review by the new Council after a Local Government Election is held. The Municipality is required to draft a 5 year Integrated Development Plan 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 is recommended that Municipalities start their planning fifteen (15) months prior to the start of the financial year where implementation takes place to ensure that all stakeholders are involved in the planning processes for transparency and accountability.  It should take 6 to 9 months to develop an IDP. During this period, service delivery and development continues.  
At the District Municipal level, a framework should be developed in consultation with all local municipalities within the district. This framework will ensure co-ordination, consultation, and alignment between the district Council and local municipalities. The framework will guide the development of the IDP Process Plan for each local Municipality.
[bookmark: _Toc23779536]1.3	Implementation
The actual implementation of the IDP over a single financial year is given effect through the Service Delivery Budget Implementation Plan (SDBIP), scorecards, performance contracts of the Municipal Manager and S56 Managers. 

The Service Delivery Budget Implementation Plan (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 organisational 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. Sometimes it will be prudent to use own resources and at other times, it will be more practical to outsource the service.
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 the work done in a Municipality, whether it is services to communities or internal processes.
[bookmark: _Toc23779537]1.4	Monitoring
Monitoring continuously tracks performance against what was planned by collecting and analysing data on the indicators established for monitoring and evaluation purposes. It provides continuous information on whether progress is being made toward 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 framework 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; 
· Determine the data that must be collected in order to assess performance, how that data is to be collected, stored, verified and analysed and how reports on that data are to be compiled; 
· Provide for reporting to the municipal 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 Municipal 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.
[bookmark: _Toc23779538]1.5	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.  

Evaluations include preparations to define standards to be used to conduct an impact assessment on the achievement of the planned outcome, collecting information, analysing information, drawing conclusions, documenting lessons learned and formulating recommendations.

When assessing programme performance, evaluations look beyond the delivery process and focus on the results of inputs delivered and the work done. The outcome of this assessment determines whether or not the programme has achieved or is likely to achieve its outputs and contribute to achieving programme outcomes and impact. 

The core evaluation concerns 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 	- On a quarterly basis audit the performance measurements of the Municipality and submit reports on their audits to the Municipal Manager and Performance Audit Committee. 
· Auditor-General – Conducts external audit to assess compliance with the Legislation and  performance of the Institution against the pre-determined  objectives.
· Performance Audit Committee – Appointed by Council to review the quarterly performance audit reports conducted by the Internal Audit and make recommendations to the Council. The Chairperson of the Performance Audit Committee/Audit Committee forms part of the Evaluation Panel to evaluate the performance of the S54 and S56 Managers.
· Oversight Committee – The Oversight Committee assists Council in considering the Annual Report which provides a record of the performance of the Municipality against planned outcomes.
· Standing Committee on Public Accounts (SCOPA) - The role of SCOPA is to exercise oversight over Local Government, on behalf of the Provincial Legislature, to ensure accountable utilization of resources and prudent financial management and to make recommendations to the Legislature.
· Department of Co-operative Governance and Traditional Affairs –The role of the Department is to support and the strengthen the capacity of municipalities to manage their own affairs, to exercise their powers and to perform their functions. The Department monitors the performance of Municipalities and the MEC for Local Government reports annually to the Provincial Legislature and National Minister on the performance of Municipalities.
[bookmark: _Toc236817123][bookmark: _Toc23779539]1.6	Roles and Responsibilities
It is also important to clarify roles and responsibilities of employees and stakeholders. The roles and responsibilities for PMS are reflected below.
	 Responsibility              
	Role

	Citizens and communities
	· Be consulted on needs.
· Develop the long term vision for the area.
· Assist in identifying priorities.
· Participate in the identification of indicators and setting targets.
· Be given the opportunity to review municipal performance and suggest new indicators and targets.

	Council
	· Facilitate the development of a long term vision.
· Develop strategies to achieve the vision.
· Identify priorities.
· Adopt indicators and set targets.
· Review municipal performance quarterly.

	Executive Committee
	· Give strategic direction and develop strategies and policies for the Municipality.
· Manage the development of the IDP.
· Approve and adopt indicators and targets.
· 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.
· Assessment of performance of S54 and S56 Managers

	Municipal Manager (S54), and  Managers reporting to the Municipal Manager (S56)
	Assist EXCO in :
· Giving strategic direction and developing strategies and policies for the Municipality.
· Manage the development of the IDP.
· Ensure that the plan is integrated.
· Identify and propose indicators and targets.
· Communicate the plan to other role players.
· Regularly monitor the implementation of the IDP and identify risk areas. 
· Ensure regular monitoring (measurement, analysis, and reporting).
· Take corrective action as and when required.
· Conduct regular reviews of performance.
· Ensure that performance reviews at the political level are organised.
· Ensure the availability of information.
· Propose response strategies to EXCO.
· Assessments of Managers

	Departmental Managers
	· Develop service delivery and budget implementation plans for the Municipality.
· Measure performance according to agreed indicators, analyse, and report regularly.
· Manage implementation and intervene where necessary.
· Inform decision makers of risks timeously.
· Assessments of employees


Table 1: Roles & Responsibilities
The roles and responsibilities mentioned above are set out in the MFMA and MSA and the requirements are summarised in the following table.
	Accountability and Responsibility

	Section 38 of the MSA
	The Municipality MUST establish a PMS in line with its IDP.

	Section 21 and 24 of the MFMA
	The Mayor must coordinate the process of budget and IDP formulation as well as ensuring the development of measurable performance measures for the budget.

	Section 39 of the MSA
	The EXCO or a Committee of Council MUST manage the development of the PMS.

	
	EXCO can assign responsibilities to the MM.

	
	Municipal Council to adopt the PMS.

	Section 51 and 55 of the MSA (also refer to the individual performance agreement section in this table)
	Ensuring that the administration is set up and operates within the Municipality’s PMS.

	
	MM is responsible and accountable for implementing and monitoring the municipal IDP.

	Monitoring, Evaluation and Audit

	Section 40 of the MSA
	Systems for monitoring and review MUST be established.

	Section 41 of the MSA
	Systems for monitoring, reporting, and redress MUST be established.

	Regulation 13 and 14 of the Municipal Planning and Performance Management Regulations No 796 dated 21 August 2001
	Systems for monitoring, reporting and redress MUST be established and maintained.

	Section 121 of the MFMA
	The Municipality must prepare and deal with the Annual Report (Financial and Performance) within 9 months of financial year end.

	Section 45 of the MSA
	The Municipality MUST audit its performance annually.

	
	Municipal performance MUST be audited by the Auditor-General by means of submitting an Annual Performance Report.




	Individual Performance Agreements

	Section 57(5) of the MSA
	Objectives and Targets set in these contracts MUST be based on the performance indicators set in the Municipality’s IDP.

	Section 53 of the MFMA
	Performance Agreements are linked to the measurable performance measures for the budget.

	Regulation 4, 23, 25 and 26 of the Local Government Performance Regulations for Municipal Managers and Managers Directly Accountable to Municipal Managers. Regulations No 805 dated 1 August 2006
	Performance Agreements must be entered into within 90 days of commencement of employment OR within 1 month of the financial year starting. Once concluded, it must be forwarded to the MEC for Local Government within 14 days.

	
	Performance Agreements must be aligned to the IDP, SDBIP and Budget of the Municipality.

	
	Performance Objectives are based on the IDP, SDBIP and Budget of the Municipality.

	
	The MM and Managers reporting to the MM agree to participate in the PMS of the Municipality.

	Local Government: Regulations on Appointment and conditions of Employment of Senior Managers. Regulation No 21 dated  17 January 2014
	The Performance Agreements  must be  aligned to the Competency Framework as contained in the regulations 


Table 2: Legal Framework for Roles and Responsibilities
Council has the responsibility for creating the capacity and an enabling environment to implement the PMS.


[bookmark: _Toc23779540]1.7	Purpose of this Manual

The key focus of any monitoring and evaluation framework is to put in place a results-based performance measurement tool to review performance, track progress in achieving desired outcomes and ensure:

· Greater accountability in the use of resources;
· Ongoing focus and review on the achievement of results;
· An  effective tool for decision making; 
· Timely interventions and corrective actions; 
· Strengthen governance;
· Promote institutional learning and knowledge sharing;  and
· An effective and timely reporting process.

Government institutions are required to be transparent and accountable to their stakeholders for better governance and results.  They are therefore increasingly open to scrutiny.

This manual is intended to serve as a guide for all Councillors, Managers and Officials at the Municipality. The purpose is to ensure uniformity and standardised application of performance management processes and to ensure that accountabilities, responsibilities, data, and process control points are clear at any stage.

The manual should be used by Officials in their day to day operations.  It can also be used as a training manual for specific sections of the Municipality.  New appointments in the Municipality can use this document as an induction manual.

The manual encompasses planning, implementation, monitoring and evaluation and incorporates the alignment of an organisational performance management system with an individual performance system.
[bookmark: _Toc22224758][bookmark: _Toc22224824][bookmark: _Toc23779541]Planning 
Planning involves four (4) main tasks:
1. Pre-Planning
2. Public Participation
3. Development Planning
4. Adoption of the Integrated Development Plan and submission to the Department of Co-operative Governance and Traditional Affairs
It is recommended that Municipalities start their planning fifteen (15) months prior to the start of the financial year where implementation takes place to ensure that all stakeholders are involved in the planning processes for transparency and accountability.  
This is depicted in the following Figure.



Figure 1: Planning


[bookmark: _Toc23779542]TASK 1: PRE-PLANNING
There are two (2) steps in the Pre-Planning task which are:

· Step 1: Develop Data Collection & Storage Tools
· Step 2: Identify, collect and review relevant inputs for the IDP and develop a Prioritisation Model

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.

1

2





Figure 2: Develop Data Collection & Storage Tools Process 
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The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 1: Stakeholder Analysis 
Annexure 2: Data Collection Sheet

	1
	Develop Data Collection & Storage Tools.
	Identify stakeholders and analyse their information needs.

	· A desktop exercise may be used to identify who the primary and secondary stakeholders are, why they should be involved, how they are involved, when they need to be involved and what their information needs are.  
· A series of workshops may be facilitated with the different stakeholders.
· This is a status quo analysis of the municipal area with inputs from the community, community organisations, business, non-state actors, sector departments, and state owned enterprises. 
· Stakeholders may include:
· Community (Access to basic services, inputs for the IDP, feedback on actual performance)
· Department of Co-operative Governance and Traditional Affairs (Support, Monitoring and Evaluation)
· Department of Education (Sector Involvement for School Infrastructure)
· Department of Public Works (Sector Involvement for Capital Works Projects)
· Department of Transport (Sector Involvement for road construction and maintenance)
· Department of Arts & Culture (Sector Involvement for Libraries, Museums, Cultural Halls)
· Department of Sport & Recreation (Sector Involvement for Sports development and equipment)
· Eskom (Sector Involvement for electricity)
· Telkom (Sector Involvement for telephones)
· District Municipality (Sector Involvement for Spatial Frameworks, water and sanitation)

	
	
	Identify potential data collection options.

	· It is often difficult to go back on months of implementation to collect evidence to support the achievements recorded in reports.  Hence, data collection options need to be considered at the outset as this information is collected for use in the Monitoring and Evaluation Processes as well.  
· Once the stakeholders and their information needs are identified, one needs to identify what Quantitative and Qualitative data collection methods are available. 
· The following are some options:
· Review of existing documents;
· Questioning people through individual and group interviews such as focus group discussions and community interviews;
· Conducting surveys;
· Observing people, processes, objects, conditions, and situations;
· Data collection sheets;
· Checklists; and
· Questionnaires.
· Some examples are:
· A customer satisfaction survey aimed at identifying areas where customers feel service delivery can be improved.
· An internal organisational climate survey aimed at addressing concerns of staff with the view to improving the work environment that will in turn improve commitment and morale.
· A Batho Pele Fitness Test which can be used to ascertain the extent to which the Municipality, its departments and divisions are conducting their work in the “Batho Pele way” so that they can then address identified areas of improvement.
· The Municipal Awards criteria that can be used to identify and then address areas of improvement in preparation for these municipal service excellence awards.
· Baseline indicators for basic services such as access to water, electricity, sanitation and solid waste removal describe how many households in its area of jurisdiction have access to these services. Many municipalities rely on the census data for this purpose while others appoint service providers to conduct socio-economic surveys to obtain more recent and accurate data.

	
	
	Choose most appropriate data collection options considering cost and benefit.

	· One needs to consider the cost of implementing a data collection method and compare it with the value of the benefit derived.  Cost-Benefit Analysis: A type of analysis that compares the costs and benefits of programmes.  Benefits are translated into monetary terms.  In the case of an HIV infection averted, for instance, one would add up all the costs that could be avoided such as medical treatment costs, lost income, funeral costs, etc.  The cost-benefit ratio of a programme is then calculated by dividing those total benefits (in monetary terms) by the total programme cost (in monetary terms).  If the benefits as expressed in monetary terms are greater than the money spent on the programme, then the programme is considered to be of absolute benefit. 
· Informal small-scale sample surveys:  a small non-random (such as purposeful selection of people in different categories on the basis of easy accessibility) sample of 20-30 individuals who are asked a few questions (5-10). Survey questions can be open-ended or closed-ended. Open-ended questions might ask: How do you feel about the program? What do you want to see happen in your community? Open-ended questions provide relatively rich information about a topic and allow participants to report thoughts, opinions and feelings. However, there are disadvantages. Sometimes people are reluctant to express opinions, or the survey may be time-consuming to complete and analyze. 
· Unlike open-ended questions, closed-ended questions provide discrete, multiple-choice responses from which the respondent selects the most appropriate answer. 
· For example, a simple survey requiring Municipal Officials to spend a Friday afternoon at pre-determined areas, asking passers-by to answer 5 questions:
1.	Are you a resident in this municipal area?
2.	How satisfied are you with the services provided by the Municipality? (On a scale of 1 to 5)
3.	What do you need from this Municipality to improve the quality of your life?
4.	Do you get a monthly bill for electricity, water, rates?
5.	Have you seen the Municipality’s Integrated Development Plan?
· Assess the reliability of informants. Their knowledge, credibility, impartiality, willingness to respond, and the presence of outsiders who may inhibit their responses are important factors.

	
	
	Choose an information system for Data Collection and Performance Monitoring.
	· Data that is collected needs to be captured and stored in a data warehouse which may be in the following electronic tools:
· Microsoft Excel,
· Microsoft Word,
· Microsoft Access,
· Custom developed software,
· GIS.
· Reporting templates are developed in line with the regulated reporting requirements and the information needs of all stakeholders.  Using a database to store information ensures that any report can be generated using this data, which will lessen the administrative burden of reporting and will save much time.
· This data collection sheet has been developed to ensure compliance with the reporting requirements and can be used to include all information needs from different stakeholders.  It includes the information required by:
· National Treasury,
· Provincial Treasury,
· National DCoGTA,
· Provincial DCoGTA,
· Auditor-General,
· Council,
· Other Stakeholders.
· If the Municipality is able to store this data in a database, it will greatly facilitate the extraction of any report format and over time, the historical information will be available to determine trends and to compare year-on-year performance achievements.




National Development Plan
Sustainable Development Goals (SDGs)

Figure 3: Identify, Collect & Review Inputs for IDP & Develop Prioritization Model

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet

	2
	Identify, collect and review relevant inputs for the IDP and develop a Prioritisation Model.

	Identify potential sources of information to provide a clear situational analysis for the Municipality.

	· To facilitate the identification of these issues, the following list of possible strategic issues arranged under the national key performance areas should be considered.
	National Key Performance Areas
	Strategic Issues

	1. Basic Service Delivery
	1.1   Access to water
1.2   Access to sanitation
1.3   Electricity
1.4   Access to roads and storm water
1.5   Telecommunications
1.6   Community and public facilities
1.7   Solid waste disposal
1.8   Housing
1.9   Land use management systems

	2. Local Economic Development 

	2.1   Local Economic Development
2.2   Tourism Planning
2.3   Agricultural Development
2.4   Cooperatives and SMME’s
2.5   Public Private Partnerships
2.6   Business Support and Development

	3. Institutional Development and Transformation
	3.1   Batho Pele
3.2   Performance Management
3.3   Human Resources
3.4   Information Technology
3.5   Administration

	National Key Performance Areas
	Strategic Issues

	4. Good Governance and Public 
Participation
	4.1    Integrated Development Planning
4.2    Policy Development
4.3    Public Participation
4.4    Internal Audit
4.5    Anti-Corruption Strategy
4.6    Education
4.7    Health
4.8    Social Security
4.9    Community Safety
4.10   Disaster Management
4.11   Gender, youth and people with disabilities
4.12   Sports and Recreation
4.13   HIV and Aids
4.14   Community and Public Facilities
4.15   Land Reform
4.16   Environmental Sustainability
4.17   Arts and Culture
4.18   Cemeteries and Crematoria

	5. Financial Viability and Management
	5.1   Budgeting and Reporting
5.2   Revenue Enhancement
5.3   Expenditure Control
5.4   Financial Management




	
	
	Obtain the information for the relevant election period and the year for the IDP review.
	· Local government does not operate in isolation.  It consults with different stakeholders including the community and sector departments and it must align its service delivery programmes to the following key priorities:
· Legal mandates
· Millennium Development Goals
· Apex Priorities
· State of the Nation Address
· State of the Province Address
· Provincial Growth and Development Strategy
· District Plans
· Spatial Development Frameworks
· Previous IDP’s and Annual Reports
· Situational Analysis
· Sectoral Involvement
· Baseline Studies
· Community Surveys
· Etc.
· At the start of the planning process, the Municipality must identify the different sources of information that will provide input into identifying its development priorities in each election cycle.  

	
	
	Analyse the national, provincial and district policy priorities.
	· The information gathered in the previous activity should be analysed to ensure proper alignment between national, provincial, and local government policy priorities.  
· For example, the Constitution provides for access to basic service as a legal mandate.  At a national level, the Departments of Minerals and Energy and Water Affairs are responsible for norms and standards, establishment of the regulatory frameworks, creation of State Owned Enterprises and to monitor the delivery of such services.  At a provincial level, the Department of Co-operative Governance and Traditional Affairs is responsible for infrastructure development and provides MIG funding to ensure that the necessary groundwork is prepared. At a local government level, the District and Local Municipalities are responsible for the actual provision of these services.
· The Municipality must analyse the above documents and ensure that it plans to address the backlogs for electricity, water, and sanitation as targeted by these policy frameworks.

	
	
	Collect demand, baseline and backlog data for the Municipality.
	· To establish the demand, baseline, and backlog indicators, a municipality needs to establish how many households in its area of jurisdiction need the services and those who have access to these services. The backlog is the difference between the demand and the baseline.  
Key definitions:
· Baseline: Facts about the condition or performance of subjects prior to treatment or intervention. 
· Logical Framework Approach:  A specific strategic planning methodology that is used to prepare a programme or development intervention.  The methodology entails a participatory process to clarify outcomes, outputs, activities and inputs, their causal relationships, the indicators with which to gauge/measure progress towards results, and the assumptions and risks that may influence success and failure of the intervention. It offers a structured logical approach to setting priorities and building consensus around intended results and activities of a programme together with stakeholders. 
· Logical Framework (log frame): A dynamic planning and management tool that summarizes the results of the logical framework approach process and communicates the key features of a programme design in a single matrix. 
It can provide the basis for monitoring progress achieved and evaluating programme results. The matrix should be revisited and refined regularly as new information becomes available.This data makes it possible to set targets for addressing the backlogs over a given period and to track progress towards achieving national and international targets.  Many municipalities rely on the census data for this purpose while others appoint service providers to conduct socio economic surveys to obtain more recent and accurate data.  The Municipality may also approach Eskom and DCoGTA for available data.

	
	
	Identify key issues and development priorities for the Municipality.
	· Once the needs of the communities have been established it is necessary for the Municipal Council to align these needs with the key issues identified in Activity 1 and to define the link between the need with the development priority.
For example:
Millennium Development Goal: 	To halve unemployment by 2035 
Apex Priority:			Job creation opportunities
Key issue:				Local Economic Development
Situational Analysis:		The textile industry has suffered in the past few years and, whilst
there are about 1 000 employees in the sector, there are still about 500 unemployed
Development Priority:		Create an enabling environment to grow the textile industry
Identified Wards:		          Wards 1, 5, 7
Demand:			          1 000 jobs
Baseline:			          500 jobs (300 in Ward 1, 200 in Ward 5 and 100 in Ward 7)
Backlog:			          500 jobs (300 in Ward 1, 200 in Ward 5 and 100 in Ward 7)

	
	
	Develop a Prioritisation Model to allocate competing resources to Wards equitably.
	· It is a known fact that there are many competing demands for the limited resources available in a Municipality.  Furthermore, it can be quite a balancing act to ensure an equitable spread of these resources.  The Municipality should consider developing a Prioritisation Model that allows for the transparent and equitable allocation of resources to the different Wards’ needs.  The following is one example of a Prioritisation Model that can be used.
Example of a Prioritisation Model:
On the given scale, please indicate your perceived impact / importance, the risk to economic/ social wellbeing that addressing each of the identified strategic issues/ programmes/ projects will have on the Community?
	1
No impact
	2
Little impact
	3
Medium impact
	4
Significant impact
	5
High impact

	3
High risk
	
	2
Medium Risk
	
	1
Low Risk

	5
Priority Ranking
	4
Priority Ranking
	3
Priority Ranking 
	2
Priority Ranking
	1
Priority Ranking



· The prioritised strategic issues/ programmes/ projects will inform the rest of the planning, especially in making budget allocations and prioritising the delivery of services over a five (5) year period.  Those issues that are rated to have the most impact will rank first, and will be prioritised for resource allocation in the first year, and so on.
· This model will ensure that the Municipality develops a credible IDP.
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There are two (2) steps in the Public Participation task which are:
· Step 1: Schedule and host Public Participation Meetings
· Step 2: Update the Draft IDP

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.




Figure 4: Schedule & Host Public Participation Meetings Process

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 3: IDP Process Plan
Annexure 4: Agenda for a Public Participation Meeting

	1
	Schedule and host Public Participation meetings.
	Prepare the IDP Process Plan.
	· It is important for the Municipality to plan its activities and attach timeframes to ensure that the IDP is developed from proper consultation and research conducted.  It is also important for the planning processes to start early enough to ensure the planning is conducted thoroughly.

	
	
	Co-ordinate Public Participation meetings for each stakeholder that needs to be consulted.

	· Ensure that Public Participation meetings are scheduled per stakeholder type or they may be grouped together in terms of their roles and responsibilities.  Meetings should be co-ordinated to guarantee good attendance.  Hence, it is critical to understand when the most appropriate time and where the most appropriate place will be to attract a wide an audience as possible.

	
	
	Publish invitations in the relevant media, notice boards, website, etc.
	· Prepare invitations for each Public Participation meeting and advertise in the relevant media.  Bearing in mind the type of stakeholder being invited, select the most appropriate vehicle for advertising the meeting.
· Be sensitive to language preference and literacy levels for communities.  Also pre-book venues and conduct a site visit of the venue to ensure suitability of the venue.
· Some examples of advertising methods/ posters may include:
· Newsprint
· Radio Stations
· Municipal website
· Municipal notice boards
· National and Provincial Departmental District Offices’ notice boards
· Schools
· Halls
· Other facilities’ notice boards
· Loudspeakers from a drive through the area
· Word of mouth

	
	
	Facilitate the meetings using a structured agenda, to provide feedback on past performance and collect needs for the current IDP.
	· It is important to have a well organised and structured meeting to ensure minimal disruptions.  Always appoint a Chairperson, who is independent, objective and firm.  The following is a suggested Agenda to facilitate a smooth meeting and to manage time effectively:
Suggested Agenda
1.	Opening Prayer
2.	Welcome by the Mayor
3.	Report on the Municipality’s past performance, successes and challenges
4.	Overview of planned improvements in terms of national and provincial policy priorities
5.	Presentation of the IDP Process Plan
6.	Inputs from stakeholder representatives
7.	Concluding remarks
8.	Closure

	
	
	Minute all information collected.
	· A translator and scribe must be appointed for the Public Participation meeting.  All proceedings should be recorded and captured in writing.  Also ensure that an Attendance Register is circulated.





 
	Figure 5: Update Draft IDP Process



The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 1: Stakeholder Analysis 
Annexure 3: IDP Process Plan
Annexure 4 Agenda of the Public Participation Meeting  
Annexure  5: Minutes Template for Public Participation Meeting
Annexure 6: Draft IDP

	2
	Update the Draft IDP.
	Analyse the information collected and extract the relevant information.
	· In the previous Activities, information was gathered from the following sources, amongst others:
· Legal mandates
· Millennium Development Goals
· Apex Priorities
· State of the Nation Address/ State of the Province Address
· Provincial Growth and Development Strategy
· District Plans
· Spatial Development Frameworks
· Previous IDP’s and Annual Reports
· Situational Analysis
· Sectoral Involvement
· Baseline Studies
· Community Surveys
· Etc.
· The information collected should be analysed for relevance and alignment to the current IDP. Collate the necessary information under the following headings:
· Executive Summary
· Situational Analysis
· Development strategies
· Sector involvement
· Projects

	
	
	Update the Draft IDP
	· Integrated Development Planning (IDP) is a planning method to help municipalities develop a coherent, long-term plan for the co-ordination of all development and service delivery in their area.  It is vitally important that the IDP process is taken incredibly seriously and is not just seen as a necessary evil to compile a document that fulfils the legislative requirements.   
· Update the following sections of the Draft IDP:
· Executive Summary
· Situational Analysis
· Development strategies
· Sector involvement
· Projects
· Bear in mind that the Municipal Systems Act requires an IDP to reflect the following:
· The municipal council’s vision for the long term development of the municipality with special emphasis on the municipality’s most critical development and internal transformation needs.
· An assessment of the existing level of development in the municipality, which must include an identification of communities which do not have access to basic municipal services.
· The council’s development priorities and objectives for its elected term, including its local economic development and internal transformation needs.
· A spatial development framework which must include the provision of basic guidelines for a land use management system for the municipality.
· It is important for the compiler of the IDP to ascertain what information is pertinent to meeting the development goals of the Municipality.
· The draft IDP will also be influenced by the assessment that the DCoGTA conducts in April each year.



tify potential data collection oTASK 3: DEVELOPMENT PLANNING 
There are two (2) steps in the Development Planning task which are:
· Step 1: Co-ordinate and host an Annual Strategic Planning Workshop
· Step 2: Complete the Integrated Development Plan

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.




Figure 6: Update Draft IDP Process


The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	
Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet 
Annexure 6: Draft IDP

	1
	Coordinate and host an Annual Strategic Planning Workshop.
	Make logistical arrangements for the Strategic Planning Workshop.
	· The strategic planning workshop typically involves several days of interactive work for leadership of the municipality.  Strategic planning is ideally done away from the normal work environment so that key people are focused on strategic planning. The main aim of this Strategic Plan is to guide the Municipal Manager’s Office in planning their activities and enabling the various departments to effectively and efficiently deliver on its legislative mandates and to meet its obligations and contribute to the achievement of the overall municipal vision and mission.
· The following are some of the arrangements that will need to be made:
· Secure a date and venue.
· Prepare a programme for the proposed 3 day workshop.
· Prepare invitations for those stakeholders/ guests/ Councillors/ Senior Management/ Department Officials that are required to attend.
· Send the invitations out with the approved programme at least 10 days in advance and get confirmations of attendance.
· Inform those stakeholders who need to do a presentation to submit their information 3 days prior to the workshop.
· Prepare a file of information for all participants, including the Programme, Power-point presentations, IDP Process Plan, Draft IDP, Prioritisation Model, copies of documents gathered in previous tasks, etc.
· Conduct a site visit to the conference venue prior to the workshop to ensure suitability

	
	
	Facilitate the Workshop.
	· Strategic planning simply put can be described as the process of:
· Choosing a future state for the municipality;
· Determining the major and long-term goals that define the future;
· Selecting a course of actions most likely to achieve the major and long-term goals and thus the future, while taking account of the organization’s competencies, weaknesses, strengths (its internal and external environments); and
· Allocating resources to enable the selected actions to be taken.
· The following diagram demonstrates typically the process flow in the strategic planning workshop starting with Understanding the Political Mandates.


· A Vision Statement is the end result/future state of what the municipality should achieve in the next five year term. 
· A Mission Statement is clear and concise and states who you are, what you do and for whom you do it for.
· Values guide the actions of employees required to achieve the municipality’s goals.
· The Situational Analysis is primarily focused on the dynamics of both the internal and external environments, which in turn informs the strategic choices to be made.  It is widely referred to as the SWOT analysis.  The following table provides some examples that may be identified in a brainstorming activity in the workshop.
	Internal
	Strengths
· Committed, dedicated and motivated people.
· Capable municipal leadership and administration.
· Capacity for service delivery.
· Improved financial management.
· Political and management’s will to serve the people. 

	Internal
	Weaknesses (Challenges)
· Non-exploitation of opportunities.
· Institutional capacity – critical vacant posts.
· Poor document and records management.
· Limited funding to implement programmes.
· Poor internal communication.
· Inadequate adherence to legal prescripts. 

	External
	Opportunities
· Natural resources (forestry, agriculture, rivers, mining).
· Potential for tourist attractions.
· Potential service delivery node in the district.
· Conducive climatic conditions.
· Proximity to sea and air transport.

	External
	Threats 
· Co-ordination for service delivery.
· Low revenue base.
· Attraction of private sector investment.
· HIV/Aids.
· Rural vastness.
· Urban regeneration.
· Unemployment.
· Poverty.


· 
· It is important to note that consultation and feedback between Council, the Community and all stakeholders are essential to achieve good governance. Strategic Issues must be identified by Ward.
· Annexure 2: Data Collection Sheet and Annexure 6: Draft IDP can be used in the workshop to facilitate collecting the relevant information.  Populate the relevant columns/ sections, which will save much time when completing the IDP.
· The Strategic Issues, which were researched in Step 2: Pre-Planning Activities should be presented and the participants need to reach consensus on which issues they can address in the next 5 years.  
· Once the strategic issues have been identified it is good practice to prioritise them by determining the relative impact that a change in their status will have on the overall quality of life in the community concerned.  In a previous Activity, an example of a Prioritisation Model was provided.
· Once consensus is reached on the municipal strategic issues, specific Strategic Objectives for each issue must be developed. The objectives are specific tasks that must be accomplished for the goals to be met.  

In setting objectives, a municipality needs to:
· Carefully consider the results desired.
· Review the precise wording and intention of the objective.
· Avoid overly broad result statements.
· Be clear about the scope and nature of change desired.
· Ensure that objectives are outcome and impact focused.
· Good strategic objectives may include:
· To ensure that backlogs in basic services are addressed.
· To reduce the dependency on grants.
· To address unemployment.
· To improve the socio-economic opportunities for all citizens in the area.
· To ensure good governance is maintained throughout the institution.
· To ensure sustainable customer satisfaction.
· For each strategic objective, the Municipality must develop action plans to achieve these objectives.  The action plans are referred to as Measurable Objectives/ Outputs.  Some examples of measurable objectives for the strategic objectives used above are:
· Provide households with access to electricity/ water/ sanitation.
· Grow the own revenue base.
· Create sustainable jobs.
· Facilitate access to quality education.
· Comply with all legal prescripts.
· Measure customer satisfaction annually.
· For each measurable objective, agree on the Performance Measure/ Key Performance Indicator and Performance Targets in order to measure performance.  Once again, we use the strategic objectives and measurable objectives above, to demonstrate good performance measures (KPI’s) and targets.
· Number of households with access to electricity/ water/ sanitation (100 000 households)
· Improve own revenue to grants ratio ( from 0.5 : 1 to 1:1)
· Number of jobs created in the textile sector (500)
· Number of new Secondary Schools (1)
· % compliance with legal prescripts (100%)
· % improvement in annual customer satisfaction survey (10%)
· The following general key performance indicators are prescribed in terms of Regulation 10 and Section 43 of the Municipal Systems Act, 2000 and must therefore be included in the IDP:
1. The percentage of households with access to basic level of water, sanitation, electricity and solid waste removal;
2. The percentage of households earning less than R1 100 per month with access to free basic services;
3. The percentage of a municipality’s capital budget actually spent on capital projects identified for a particular financial year in terms of the municipality’s integrated development plan;
4. The number of jobs created through the municipality’s local economic development initiatives including capital projects;
5. The number of people from employment equity target groups employed in the three highest levels of management in compliance with a municipality’s approved employment equity plan;
6. The percentage of a municipality’s budget actually spent on implementing its workplace skills plan; and
7. The financial viability of the municipality. 
· Sector Involvement:
· Ensure that commitment for involvement and support from Government Institutions and other stakeholders is obtained
· The remaining steps in the strategic planning process flow will be completed as part of the Implementation Phase by S54 and S56 Managers.




 
Figure 7: Complete the IDP Process


The following table provides a description of the steps, processes, and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet
Annexure 6: Draft IDP
Annexure 8: Municipal Scorecard/Top Layer SDBIP

	
2
	Complete the IDP.
	Identify outstanding information in the Draft IDP.
	· It was recommended that the Data Collection Sheet and Draft IDP be populated with information gathered in the preceding tasks and activities.  One needs to go through each page in the Draft IDP and identify any inputs that have not been included in the document.  Circulate the Draft IDP to the Mayor, EXCO, Municipal Manager, S54 and S56 Managers and obtain comments/ inputs.

	
	
	Co-ordinate the completion of the outstanding information in the Draft IDP.
	· Co-ordinate the completion of the following outstanding information:
· Foreword by the Mayor
· Introduction by the Municipal Manager
· Sector Involvement and Support
· Implementation Plan
· Financial Plan by the Chief Financial Officer
· Organisational Performance Management System.
· Incorporate all comments/ inputs received and perform quality assurance processes to ensure that the Municipality has developed a credible IDP.  Use graphical illustrations, maps, etc. to enhance the presentation of the information.  It may be useful to use a Graphical Designer to brand the IDP with the Municipal logo and colours.

	
	
	Develop the Municipal Scorecard for the Five (5) Year Election Cycle.

	· Develop the Municipal Scorecard for the 5 Year Election Cycle:
· Insert a reference number from Section 9 in the IDP.
· Insert the approved National Key Performance Areas.
· Insert Strategic Objectives from the Data Collection Sheet or Section 5 in the IDP.
· Insert Programme/ Project/ Output Description in the Measurable Objective/ Output column from the Data Collection Sheet.
· Insert Key Performance Indicators and targets for the 5 year period from the Data Collection Sheet.
· Insert Demand and Baseline data already collected.
· Calculate the backlog and update the column.
· Allocate the responsibility for the Programme/ Project/ Output to the relevant Vote/ Department.
· Using the Prioritisation Model, the Chief Financial Officer must assist relevant S54 and S56 Managers to determine the Financial Implication which must be inserted in the relevant column based on available budget.
· Insert Ward information from the relevant section in the IDP.
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There is only one (1) step in the Adoption of the IDP and Submission to DCoGTA task.

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.







Figure 8: Review, Adoption & Submission of IDP
The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	1
	 Adoption of the IDP and Submission to DCoGTA.
	Review and amend the Final Draft IDP.
	· The final review processes include final quality assurance processes to be conducted and to provide Council with a final opportunity to provide inputs into the IDP.  The following activities should be considered:
· The Final Draft IDP will be circulated internally to obtain comments from S54 and S56 Managers, the Municipal Manager, EXCO and Council for their final comments.
· Incorporate the comments collected in the previous activity.
· Obtain Council approval for submission to DCoGTA for assessment purposes, and submit to DCoGTA’s Municipal Planning Directorate.
· Obtain the IDP Assessment report from the Department and incorporate recommendations made.
· Re-submit the IDP Assessment Report and final IDP to Council for approval.
· Advertise the IDP for Public Comment for 21 days on the website and other news media.
· Incorporate Public Comments, if appropriate.

	
	
	Adoption and Submission of the IDP.

	· After an elaborate consultative process, it is evident that the IDP includes inputs from all stakeholders and the Municipality has exercised transparency and accountability in the preparation of a credible IDP. Any Organisational Performance management System relies heavily on a sound plan, without which, implementation, monitoring and evaluation will be impossible.  
· The following activities will conclude the Planning Phase of the Organisational Performance Management System:
· The final IDP must now be presented to Council for approval and adoption.
· Ensure that Council takes a formal resolution to adopt the IDP.
· Submit the final IDP to the Department within 10 days of the Council Resolution.
· Update the Performance Management Information System with the relevant data against which actual achievements will be collected and performance measured and reported on.
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Implementation involves four (4) main tasks:
1. Create the Organisational Scorecard/Top Layer SDBIP (MFMA Circular 13)
2. Preparation of Departmental Plans Service Delivery Budget Implementation Plan (MFMA Circular 13)
3. Preparation of the Annual Performance Plans, Performance Agreements and Personal Development Plans for the Municipal Manager and the Managers that report to him/her.
4. Compilation of Portfolios of Evidence
It is recommended that S54 and S56 Managers complete the first three (3) tasks prior to the start of the financial year where implementation takes place to ensure that data collection for Portfolios of Evidence and Reporting is accumulated throughout the period under review.  This is depicted in the following Figure. 


Figure 9: Implementation 
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There is only one (1) step in Create the Organizational Scorecard/ Top Layer SDBIP task.

The Organisational Scorecard/Top Layer SDBIP is the template recommended that includes:
· A unique consecutive number for each Performance Measure/ Indicator.
· National Key Performance Areas (KPA).
· Strategic Objectives per KPA.
· Measurable Objective (s)/ Output (s) per Strategic Objective.
· Performance Measure (s)/ Indicator (s) per Measurable Objective/ Output.(Unit of Measure)
· Demand data (Number of households requiring the service).
· Baseline data (The status quo at the start of the year).
· Backlog data (Demand minus baseline).
· Quarterly targets for the backlog that will be addressed in the year under review.
· The Department that is responsible for the output.
· The estimated financial implication.
· The Wards that will benefit from the services delivered.

This Scorecard/Top Layer SDBIP  will be used to monitor the performance of the Municipality and is used to cascade responsibility down to the Municipal Manager and Managers accountable to the Municipal Manager who will prepare more detailed implementation plans in the form of the SDBIP and Performance Plan which also informs their Performance Agreements.

This method is recommended to ensure proper alignment between the IDP, Organisational Scorecard/SDBIP and Performance Plans of Municipal Managers and Managers accountable to the Municipal Manager.

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.




Figure 10: Create the Organisational Scorecard/Top Layer SDBIP Process

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 7: Municipal Scorecard 
Annexure 8: Organisational Scorecard/Top Layer SDBIP

	1
	Create the Organisational Scorecard/Top Layer SDBIP
	Copy the approved Municipal Scorecard that is attached to the approved IDP.
	· The Organisational Scorecard represents the year under review from the five (5) year election cycle recorded in the Municipal Scorecard.  These targets will be used to measure the Municipal Manager’s performance as the Accounting Officer of the Municipality.  

	
	
	Insert the relevant Financial Year to replace Y1 column.
	

	
	
	Change Y2, Y3, Y4, Y5 to Q1, Q2, Q3, Q4.  
	· When setting quarterly targets, it is important to set rules that govern how the data will be recorded to ensure consistency by all Departments for reporting purposes.  Some examples of such rules may be:
· Annual Target = 100%
· The quarterly targets may add up to 100% over the four (4) quarters, or
· The quarterly targets may be incremental and will therefore increase over the four (4) quarters to reach 100%.  Therefore, the targets will be recorded as 25%, 50%, 75%, and 100%.
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Complete the Service Delivery Budget Implementation Plan (Annexure 9).  

The SDBIP must be developed in line with directive provided by National Treasury in MFMA Circular No.13.

The SDBIP is essentially the management and implementation tool which sets in-year information, such as quarterly service delivery 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. (MFMA Circular 13)

The SDBIP therefore 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. This provides the basis for measuring performance in service delivery against end of year targets and implementing the budget.

The SDBIP is a layered plan, with the top layer dealing with consolidated service delivery targets and linking these targets to top management.  The next layer will detail each output and activities for each output that are linked to middle and junior management.  Much of this detail will be included in Performance Plans.  The top layer cannot be revised without Council’s approval of an adjustments budget; however, the lower level can be continually revised.

The SDBIP is an implementation plan approved by the Mayor and not Council, after Council has approved the budget.  National Treasury has proposed the following five (5) components for the SDBIP, although Mayors and Municipal Managers may add to them:

1. Ward Information.
2. Monthly projections of revenue to be collected by source.
3. Quarterly projections of service delivery targets and performance indicators for each Vote.
4. Monthly projections of operating and capital expenditure and revenue for each Vote.
5. Detailed capital works plan broken down by Ward over three (3) years.

The following process flow includes what you will need to complete this step in respect of the Quarterly projections of service delivery targets and performance indicators for each Vote. Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.




Figure 11: Completion of Quarterly Projections of Service Delivery Targets & Performance Indicators for Each Vote Process

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 6: IDP
Annexure 7: Municipal Scorecard
Annexure 8: Organisational Scorecard/Top Layer SDBIP

	3
	Complete the relevant information in the SDBIP. 
	Copy the relevant information for quarterly projections of service delivery targets and performance indicators for each Vote.

	· From the Organisational Scorecard/ Top Layer SDBIP copy the following information for each Department/ Vote:
· IDP Indicator Number
· Measurable Objective/ Output
· Performance Measure/ Indicator
· Quarterly Service Delivery Targets
· Wards
· These tables must be completed by the S54 and S56 Manager for his/ her Department/ Vote which will form the Departmental SDBIP’s.

	
	
	Calculate the Quarterly Budget from the Financial Implication recorded on the Organisational Scorecard./Top Layer SDBIP
	· Take the Financial Implication from the Organisational Scorecard/ Top Layer SDBIP and allocate it into the relevant quarter (s) when it is expected that the expenditure will be incurred.
· Ensure that the sum of the budget in the four (4) quarters equals the Financial Implication amount on the Organisational Scorecard./Top Layer SDBIP
· This will institutionalise the involvement of the S54 and S56 Managers in the budgeting process as well.





[bookmark: _Toc23779548]TASK 3: PREPARATION OF THE MUNICIPAL MANAGER AND MANAGERS ACCOUNTABLE TO THE MUNICIPAL MANAGERS’ PERFORMANCE AGREEMENTS, ANNUAL PERFORMANCE PLANS AND PERSONAL DEVELOPMENT PLANS
There are three (3) steps in the Preparation of S54 and S56  Managers’ Performance Agreements, Annual Performance Plans & Personal Development Plans task which are:
· Step 1: Preparation of the Municipal Manager and  Managers accountable to the Municipal Managers’ Performance Agreements
· Step 2: Preparation of the Municipal Manager, Managers accountable to the Municipal Managers’  Annual Performance Plans
· Step 3: Preparation of the Municipal Manager and  Managers accountable to the Municipal Managers’ Personal Development Plans

The following table includes what activities are to be undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.

Although this manual focuses on the Performance Management of S54 &S56 Employees, it should be noted that as stated in the Code of Conduct for Municipal Staff Members (Schedule 2 of the Municipal Systems Act), a staff member of a Municipality is a public servant and must participate in the overall performance management system for the Municipality as well as the staff member’s individual performance appraisal and reward system, if such exists. The ideal situation is that the Performance Management System be cascaded to include all levels of staff in the Municipality.




 The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 8:  Organisational Scorecard/Top Layer SDBIP
Generic Performance Agreement (Contained in manual) 
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers

	1
	Preparation of the Performance Agreements of the Municipal Manager and Managers accountable to the Municipal Manager.












	Select Key Performance Areas (KPA’s) against which performance will be measured.















	· In consultation with the Mayor/ Municipal Manager, each Manager is required to agree with his/ her Reporting Officer on the Key Performance Areas and weighting.  The KPA’s form 80% of your performance assessment score.  The following table lists the agreed National Key Performance Areas.  
· It is important to select appropriate weightings, for example, if you are the Manager for:
· Infrastructure, use 60% weighting for Basic Service Delivery,
· Corporate Services, use 60% for Municipal Institutional Development and Transformation, 
· CFO should use 60% for Municipal Financial Viability and Management, 
· Planning and Development, use 60% for LED,
· Community and Social Development Services, use 60%, and
· Municipal Manager, use 60% for Good Governance and Public Participation.
· The remaining 40% should be spread amongst the remaining KPA’s as all Managers contribute to all of them in one way or another.
	Key Performance Areas (KPA’s)
	Weighting

	Basic Service Delivery
	

	Municipal Institutional Development and Transformation
	

	Local Economic Development (LED)
	

	Municipal Financial Viability and Management
	

	Good Governance and Public Participation
	

	Total Weighting
	100%


The performance agreement may be amended by both parties in writing through consultation during the financial year if circumstances change.

	
	
	The Competencies listed in the Competency framework are all compulsory; all competencies must be included and assessed as per the regulations. 
	· The Competency Framework (CF) will make up the other 20% of the Employee’s assessment score. The Competency Framework as contained in the Local Government Regulations on Appointment and Conditions of Employment of Senior Managers, 2014 must be used for this purpose. 

	LEADING COMPETENCIES 
	DESCRIPTION 
	WEIGHTING

	1. Strategic Direction  & Leadership
	
	

	2. People Management 
	
	

	3. Program and Project Management 
	
	

	4. Financial Management 
	
	

	5. Change  Management
	
	

	6. Governance Leadership  
	
	

	CORE COMPETENCIES

	Moral Competencies 

	Planning and Organising 

	Analysis and Innovation 

	Knowledge and Information Management

	Communication

	Results and Quality Focus 

	Total Weighting
	
	100%




	
	
	Complete the remaining information in the Performance Agreement.
	· All other information must be completed, including:
· Personal particulars
· Commencement and duration
· Dates
· Signatures





Figure 11: Completion of the Managers’ Annual Performance Plans Process 

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 8 : Organisational Scorecard/Top Layer SDBIP
Performance Agreement 
Annexure 10 : Annual Performance Plan, Personal Development Plan and Review for Managers

	2
	Preparation of the Annual Performance Plans for the Municipal Manager and Managers accountable to the Municipal Manager.
	Insert personal particulars on the first page.
	· This information is required for Human Resource Management Reporting purposes and must be completed.

	
	
	Complete the section for Key Performance Areas.
	· For each KPA:
· Insert the weights for each KPA from the Performance Agreement.
· Copy the Measurable Objectives/ Outputs from the Top Layer SDBIP and insert into the Strategic Objectives column, for example, Revenue Maximisation under Financial Viability.
· Identify Projects/ Activities for each Measurable Objectives/ Outputs, for example, implement a reliable Billing System.
· Copy the Performance Measure/ Indicator from the Organisational Scorecard, for example, % increase in revenue.
· Copy Targets from the Organisational Scorecard/ Top Layer SDBIP and insert them in the relevant quarters. 
Note: The rest of this document will only be completed at the end of the reporting period).

	
	
	Complete the sections for Core  Competencies.
	· Copy the weights from the Performance Agreement.
Note: The rest of these sections will be completed at the end of the reporting period.
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Figure12: Completion of Managers’ Personal Development Plan Process


The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 8: Organisational Scorecard
 Performance Agreement 
Annexure10: Annual Performance Plan, Personal Development Plan and Review for Managers

	3
	Preparation of the Municipal Manager and Managers accountable to the Municipal Managers’ Personal Development Plans.
	Complete the relevant columns of the Personal Development Plan.
	· Identify areas for development, the type of training and development required and the expected timeframes for development.
· The Personal Development Plan must be completed in consultation with the Mayor i.r.o. the Municipal Manager, and with the Municipal Manager i.r.o. the Managers accountable to the Municipal Manager.
· Both parties must identify possible challenges jointly.
· The Personal Development Plan may be reviewed during the assessment period if circumstances change.
· Training and development interventions may include:
· Mentorship
· Coaching
· Short courses
· Formal qualifications
Note: The rest of these sections will be completed at the end of the reporting period.




[bookmark: _Toc23779549]TASK 4: COMPILATION OF PORTFOLIOS OF EVIDENCE
There is only one (1) step in the Compilation of Portfolios of Evidence task.

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit. 


Figure 12: Compilation of Portfolios of Evidence Process

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Performance Agreement 
Annexure 10 Annual Performance Plan, Personal Development Plan and Review for Managers
Annexure 11: Portfolio of Evidence Index 

	1
	Compilation of Portfolios of Evidence.
	Create a file for each financial year.
	· Set up a file with sections as per the Index.

	
	
	Insert the relevant information at the start of the financial year.
	· Place the Performance Agreement, Annual Performance Plan and SDBIP for that particular Department/ Vote in the file.

	
	
	In each of the sections, place that reporting period’s Performance Report and attach evidence to support the achievements recorded in the report.

	· The Annual Performance Plan must be used to record actual achievements against the set targets for the relevant reporting period.  Examples of evidence may include photos of infrastructure (housing, roads, electricity, water, etc.), Completion Certificates signed by Engineers, Quantity Surveyors, etc., Attendance Registers and Certificates for training, Copies of Reports, Council Resolutions and so on.
Note: Supporting evidence should be copied and placed on this file from July through to June as and when achievements are made.



[bookmark: _Toc23779550]Monitoring 
Monitoring involves four (4) main tasks:
1. Measuring Performance
2. Compilation of Quarterly Performance Reports at a Departmental level 
3. Compilation of Consolidated Quarterly, Half-Yearly and Annual Performance Reports at a Municipal level
Municipal Managers and Managers accountable to the Municipal Manager are responsible for Quarterly Performance Reports at a Departmental level. These reports are submitted to Officials responsible for Organisational Performance Management Systems and Individual Performance Management Systems. The individual’s performance will be monitored throughout the financial year.  The Departmental Performance Reports will be consolidated to represent the Municipal Performance Reports and monitoring will be performed against the targets set in the Organisational Scorecard/ Top Layer SDBIP.  

In compiling the Municipal Performance Report, the departmental management and the Municipal MANCO team should evaluate the effectiveness of current programmes and strategies for delivery in order to determine whether they are on track for delivering the desired outcomes. 

Key characteristics include:
· Keeps track, oversight, analyses and documents progress.
· Focuses on inputs, activities, outputs, implementation processes, continued relevance, likely results at outcome level.
· Answers what activities were implemented and results achieved.
· Alerts managers to problems and provides options for corrective actions.
· Self-assessment by programme managers, supervisors, community stakeholders, and donors.

This is depicted in the following Figure.



Figure 14: Monitoring 




[bookmark: _Toc23779551]TASK 1: MEASURING PERFORMANCE
There are two (2) steps in the Measuring Performance task which are:
· Step 1: Collect data on actual performance
· Step 2: Analyze data collected on actual performance against set targets for each indicator

The measurement and reporting on performance of municipalities in providing core services to the community is of great importance in assuring ratepayers of its commitment to service delivery. This disclosure increases ratepayer’s confidence that rates and other tariffs levied are important in achieving economic growth as a whole for the country. This confidence promotes an economy which can sustain growth. 

Performance measurement is a means to ensuring this commitment to service delivery by the municipality and should be enforced. It shouldn’t be viewed as a burden but rather encouraged by local government to ensure that the overall service delivery goals are achieved to satisfy the community’s needs.

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.





Figure 1513: Collect Data on Actual Performance Process
	
The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure10: Annual Performance Plan, Personal Development Plan and Review for Managers
Annexure 11: Portfolio of Evidence Index 

	1
	Collect data on actual performance.
	Identify the roles of the different Managers and Officials in each Department for monitoring and measuring the performance of programmes, projects, activities.
	· Allocate specific tasks to the gathering of data and submission of reports.
· The Manager assumes responsibility for the performance targets (output indicators) while the Officials take responsibility for input and process indicators (activities) that will contribute to the achievement of the outputs. 
· The data collection needs to take place at all levels which include operational level, departmental level, strategic level and political level.
· Data can be collected through review of documentation, observation, in-depth interviews, focus group discussions and small surveys.
· An assessment of the delivery process focuses on how the programme is being/ was implemented to determine if the programme has remained on the right track towards the achievement of planned results and if not, what the influencing factors are.  

	
	
	Determine the data that must be collected in order to assess performance, how that data is to be collected, stored and verified.

	· Identify the data sources available and utilise available data from other Government Institutions like Statistics SA, Eskom, Water Authorities, DCoGTA, etc.
· Refer to the Pre-Planning and Portfolios of Evidence sections in this Manual.
· The data collection tools were already developed in these sections and data on actual performance must address the requirements of the indicators.  For example, if the indicator talks to the Number of Households with Access to Basic Electricity, the actual achievement may be determined by obtaining the number of consumers being billed for electricity, provided that the billing system is reliable.  This data would then be collected by the Revenue Section, stored in the Billing System in use, verified by Internal and External Auditors.
· In order to efficiently track progress in achievements over time and to enhance institutional memory as well as enable sharing of data among stakeholders, it is extremely useful to establish a database for the storage of data. 






 

Figure16: Analyse Data Collected on Actual Performance against Set Targets Process
The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers
Annexure 11: Portfolio of Evidence Index 

	2
	Analyse data collected on actual performance against set targets for each indicator.
	Analyse actual performance and compare to planned performance for the period, together with a comparison with the performance of the previous period.

	· When analysing actual performance against set targets, it is important that one:
· Measures the intended change.
· Is unambiguous about what is being measured.
· Has a clear operational definition that is independent of the person responsible for the programme, project or activity.
· Is reasonable in terms of cost, frequency, and timeliness.
· Considers development and service delivery priorities.
· Considers measures that are going to be taken to improve service delivery.
· Assess whether the figures make sense, whether they adequately reflect results, what possible explanations are for unexpected figures, what conclusions and recommendations can be drawn from the figures.

	
	
	Update Portfolio of Evidence with data on actual performance for the relevant period.
	· It is important to ask some key questions related to the delivery process which may include:
· Activities: How were they implemented?
· Outputs: Were the planned outputs achieved? Were they achieved within the planned time frame?  Were they of adequate quality?  If not, why?
· Programme/ project management: 
· Did the programme/ project implementers discharge their roles in a cost-effective and cost-efficient manner?  If not, why not?
· Were sound financial and equipment management procedures practised?  
· Were the financial, human and material resources managed responsibly and efficiently?
· Was the technical assistance provided appropriate and of good quality?
· During the delivery process, all data collected when addressing these questions must be placed in the Portfolio of Evidence.
· Refer to the section on Portfolios of Evidence in this manual.




[bookmark: _Toc23779552]TASK 2: COMPILATION OF QUARTERLY PERFORMANCE REPORTS AT A DEPARTMENTAL LEVEL
There is only one (1) step in the Compilation of Quarterly Performance Reports at a Departmental Level task.

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.




Figure17: Compilation of ¼ Performance Reports at Departmental Level by S54 and S56  Managers’ Process


The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers
Annexure 11: Portfolio of Evidence Index 

	1
	Compilation of Quarterly Performance Reports at a Departmental level by Managers.
	Complete the actual achievements for Quarter 1 to 4 using the Annual Performance Plan, Personal Development Plan and Review for Managers Annexure.
	· The appropriate Manager will insert the actual achievements from supporting evidence collected during the quarter in the Key Performance Areas only.
· These achievements are at a Measurable Objective/ Output level and will relate to programmes, projects or activities.

	
	
	Cross-reference the achievements to the Portfolio of Evidence.
	· It is crucial to provide supporting evidence for audit purposes and this activity will ensure locating the evidence easily when requested.

	
	
	Complete the comments column.
	· The specific Manager will record any challenges, successes and planned measures for improvement based on the findings of the analysis conducted.
· Provide information on whether progress is being made toward achieving results. Identify strengths and weaknesses in a programme/ project.  
· The performance information generated from monitoring enhances learning from experience and improves decision-making.  Therefore, it is critical that this column be completed.

	
	
	Submit the signed Annual Performance Plan, Personal Development Plan and Review form at the end of each quarter.
	· The Municipal Manager and Managers accountable to the Municipal Manager must complete all remaining sections and submit the signed Annual Performance Plan, Personal Development Plan and Review form to:
· Human Resource Management for placement on the Personnel File of the Manager and for assessment purposes.
· Organisational Performance Management/ Monitoring and Evaluation Section for consolidation with the other Managers’ reports for the Municipality.

	2
	Management of evaluation outcomes
	The evaluation of the employee’s performance will form the basis for rewarding outstanding performance or correcting unacceptable performance
	· The calculation of the performance bonus based on the different scoring ranges are stipulated in the Local Government : Municipal Performance Regulations for Municipal Managers and Managers directly accountable to Municipal Managers,2006
· In cases of unacceptable performance, the employer shall provide remedial or developmental support to assist the employee improve performance after the appropriate counselling.

	3.
	Dispute resolution 
	Any disputes relating to the nature of the Performance Agreement , key responsibilities, priorities, methods of assessment and/or salary increment 
	· In the case of the Municipal Manager, must be mediated by the MEC for Local Government, or any other person designated by the MEC, within thirty days of receipt of a formal dispute
· In the case of Managers directly accountable to the Municipal Manager must be mediated by the Mayor within thirty days of receipt of a formal dispute lodged by the employee

	
	
	Any disputes about the outcome of the employee’s performance evaluation
	· In the case of the Municipal Manager, must be mediated by the MEC for Local Government, or any other person designated by the MEC, within thirty days of receipt of a formal dispute
· In the case of Managers directly accountable to the Municipal Manager must be mediated by  a member of the Municipal Council provided that such member was not part of the evaluation panel , within 30 days of receipt of a formal dispute from the employee.



[bookmark: _Toc23779553]TASK 3: COMPILATION OF CONSOLIDATED QUARTERLY, HALF-YEARLY AND ANNUAL PERFORMANCE REPORTS AT A MUNICIPAL LEVEL
There are four (4) steps in the Compilation of Consolidated Quarterly, Half-Yearly and Annual Performance Reports at a Municipal Level task which are:
· Step 1: Prepare a Data Collection Sheet
· Step 2: Compilation of Quarterly Performance Reports at a Municipal Level
· Step 3: Compilation of Half-Yearly Performance Reports at a Municipal Level
· Step 4: Compilation of Annual Performance Reports at a Municipal Level

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.





Figure 18 :  Preparation of the Data Collection Sheet Process

The following table provides a description of the steps, processes and activities that should be undertaken and also includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet  
Annexure 8: Organisational Scorecard/Top Layer SDBIP 
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers

	1
	Prepare the Data Collection Sheet.
	Copy the relevant information from the Organisational Scorecard/ Top Layer SDBIP for the year under review.
	· Officials responsible for the Organisational Performance Management System must update the Data Collection Sheet from the following sources of information:
· Approved Organisational Scorecard/Top Layer SDBIP
· DCoGTA Indicators and Statistics







Figure 19 : Compilation of Quarterly Performance Reports at Municipal Level Process

The following table provides a description of the steps, processes and activities that should be undertaken and also includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet  
Annexure8: Organisational Scorecard/Top Layer SDBIP 
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers

	2
	Compilation of Quarterly Performance Reports at a Municipal level.
	Obtain all Municipal Manager and Managers accountable to the Municipal Manager’s signed Annual Performance Plans, Personal Development Plan and Review forms at the end of each quarter.
	· Implement a Register to ensure that all the Municipal Manager and Managers accountable to the Municipal Managers’ forms are received.

	
	
	Copy the relevant information from the Managers’ signed Annual Performance Plan, Personal Development Plan and Review forms for that quarter onto the Data Collection Sheet.
	· Copy actual performance information for the quarter under review against the indicator and targets for each Key Performance Area and Responsible Department.

	
	
	Review data on the Data Collection Sheet for completeness, consistency, accuracy, validity.
	· Check accuracy of transfer of data to the Organisational Scorecard/ Top Layer SDBIP and Annual Performance Plan, Personal Development Plan and Review forms.
· Refer queries to appropriate Managers for resolution before finalising the Data Collection Sheet.

	
	
	Prepare the consolidated Quarterly Municipal Performance Report.
	· The report is compiled from the data collected on the Data Collection Sheet. 
· Incorporate graphs to portray trends and comparisons in a narrative report.

	
	
	Table the report with Management, EXCO and Council.
	· Ensure that a Council Resolution is taken to approve the report and submit to the relevant Treasury and DCoGTA.







Figure 20 :  Compilation of Half-Yearly Performance Reports at Municipal Level Process 

The following table provides a description of the steps, processes and activities that should be undertaken and also includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet  
Annexure 8: Organisational Scorecard/Top Layer SDBIP
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers

	3
	Compilation of Half-Yearly Performance Reports at a Municipal level.
	Prepare the consolidated Half-Yearly Municipal Performance Report.
	· Use Quarter 1 and Quarter 2 data on the Data Collection Sheet to consolidate the performance information for the Half-Yearly Municipal Performance Report.
· Incorporate graphs to portray trends and comparisons in a narrative report.

	
	
	Table the report with Management, EXCO and Council.
	· Ensure that a Council Resolution is taken to approve the report and submit to the relevant Treasury and DCOGTA.







Figure 21: Compilation of Annual Performance Reports at Municipal Level Process 

The following table provides a description of the steps, processes and activities that should be undertaken and also includes some helpful hints which will assist in this task.

	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet  
Annexure 8: Organisational Scorecard/Top Layer SDBIP
Annexure 10: Annual Performance Plan, Personal Development Plan and Review for Managers

	4
	Compilation of Annual Performance Reports at a Municipal level.

	Prepare the consolidated Annual Performance Report.
	· Use all four (4) Quarters’ data on the Data Collection Sheet to consolidate the performance information for the Annual Performance Report.
· Incorporate graphs to portray trends and comparisons in a narrative report.

	
	
	Table the report with Management, EXCO and Council.
	· Ensure that a Council Resolution is taken to approve the report and submit to the relevant Treasury and DCoGTA.





[bookmark: _Toc23779554][bookmark: _Toc237411627]Evaluation 
Evaluation involves three (3) main tasks:
1. Define Evaluation Objectives
2. Review Information Collected during Monitoring
3. Document Findings and Formulate Recommendations

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.  

Section 47 of the Municipal Systems Act requires the MEC responsible for Local Government to submit an Annual Report on the performance of municipalities in the province to the Provincial Legislature, the Minister responsible for Local Government and the National Council for Provinces. In order to comply with this requirement, all municipalities are required to submit Annual Performance Reports to the MEC.
Key characteristics include:
· A Periodic assessment at important milestones such as the Half-Yearly and Annual Performance Reports or a Five Year Review.
· In-depth analysis compares planned with actual achievements.
· Focuses on outputs in relation to inputs, results in relation to cost, processes used to achieve results, overall relevance, impact, and sustainability.
· Answers why and how results were achieved. Contributes to building theories and models for change.
· Provides managers with strategy and policy options.
· Internal and/or external analysis by programme managers, supervisors, community stakeholders, donors, and/or external evaluators.



This is depicted in the following Figure.
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Figure 14: Evaluation



[bookmark: _Toc23779555]TASK 1: DEFINE EVALUATION OBJECTIVES
There is only one (1) step in the Define Evaluation Objectives task.
The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.




Figure 15: Define Evaluation Objectives Process

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet  
Annexure 6: IDP
Annexure 9: SDBIP
Annexure 13 - 15: Quarterly, Half-Yearly and Annual Performance Reports  

	1
	Define evaluation objectives.
	Choose an evaluation purpose.
	· If the purpose is not clear, there is a risk that the evaluation will focus on the wrong concerns, draw the wrong conclusions, and provide recommendations which will not be useful for the intended users of evaluation results.  
· Choose from one of the following common evaluation purposes based on the intended users:
· Formative evaluation: To improve the design and performance of a Municipality.
· Summative evaluation: To make an overall judgment about the effectiveness of a Municipality, often to ensure accountability.
· General evaluation: To generate knowledge about good practices.

	
	
	Develop questions to address the evaluation objectives.
	· Some examples of questions that should be asked are:
· Formative evaluation: 
· What are the Municipality’s strengths and weaknesses? What kinds of implementation problems have emerged and how are they being addressed? 
· What is the progress towards achieving the desired outputs and outcomes?  Are the activities planned sufficient (in quantity and quality) to achieve the outputs?
· Are the selected indicators pertinent and specific enough to measure the outputs? Do they need to be revised? Has it been feasible to collect data on selected indicators? Have the indicators been used for monitoring?
· Why are some implementers not implementing activities as well as others?  
· How are funds being used compared to initial expectations?  Where efficiencies can be realized?
· How is the external environment affecting internal operations of the Municipality? Does the Municipality include strategies to reduce the impact of identified risks?
· What new ideas are emerging that can be tried and tested?
· Summative evaluation:
· Did the Municipality contribute towards the Millennium Development Goals, Apex Priorities and National and Provincial Policy Priorities? 
· Were Municipal funds used appropriately for the intended purposes?
· To generate knowledge about good practices:
· Did our activities ultimately change the status of the target population or situation?
· What types of interventions are successful under what conditions? 
· How can outputs/outcomes best be measured?  
· What lessons were learned? 
· What policy options are available?



[bookmark: _Toc23779556]TASK 2: REVIEW INFORMATION COLLECTED
There is only one (1) step in the Review Information Collected task.
The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.



Figure 24: Review Information Collected During Monitoring Process

The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following Annexures:
Annexure 2: Data Collection Sheet  
Annexure 6: IDP
Annexure 10: SDBIP
Annexure 13-15 : Quarterly, Half-Yearly and Annual Performance Reports  

	1
	Review information collected during monitoring.
	Obtain information and evidence to answer the evaluation questions.
	· Information and supporting evidence gathered during the monitoring tasks are obtained.  These would include the IDP, SDBIP, Performance Reports, Portfolios of Evidence, results of surveys conducted, etc.

	
	
	Analyse the information.
	· Some key questions that need to be answered during this analysis process may include:
· Do the planned results address the national needs? Are they in line with the government’s priorities and policies?  Does the target population consider them useful? Should results be adjusted, eliminated or new ones added in light of new needs, priorities and policies?  
· To what extent have planned outputs been or will be achieved? What is the quality of the outputs?
· Has data been collected on the indicators of achievement? Do they provide adequate evidence regarding achievement of outputs and contribution to outcomes and impact? Is it necessary to collect additional data?
· Did the actual or expected outputs justify the costs incurred? Have the resources been spent as economically as possible?
· Did programme activities overlap and duplicate other similar interventions (funded nationally and/or by other donors)?
· Are there more efficient ways and means of delivering more and better outputs with the available inputs?
· Is it likely that achievements will be sustained after the withdrawal of external support?

	
	
	Conduct impact assessments.
	· Assessments can be conducted at three levels:
· Outputs: Services that result from the completion of activities within a development intervention.  These would be conducted by S54 and S56 Managers, Performance Assessment Panels, Internal Auditors, and External Auditors.
· Outcomes: The intended or achieved short and medium-term effects of an intervention’s outputs on the development priority identified in the IDP. These would be conducted by Council, Performance Audit Committees, Internal Auditors, and External Auditors.
· Impacts: Positive and negative long term effects on identifiable population groups 	produced by a development priority. These effects can be economic, socio-cultural, institutional, environmental, or technological. These would be conducted by Council, Performance Audit Committees, Internal Auditors, External Auditors, Oversight Committees, and DCoGTA.



[bookmark: _Toc23779557]TASK 3: DOCUMENT FINDINGS AND FORMULATE RECOMMENDATIONS
There is only one (1) step in the Document Findings and Formulate Recommendations task which is:
· Step 1: document findings and formulate recommendations

The following process flow includes what you will need to commence with this step, what activities are undertaken and what will emerge from this step.  Thereafter, helpful hints are provided to assist with the practical implementation of this toolkit.



Figure 25: Document Findings & Formulate Recommendations Process
The following table provides a description of the steps, processes and activities that should be undertaken and includes some helpful hints which will assist in this task.
	Step
	Process
	Activities
	Helpful Hints

	You will need the following : 

	1
	Document Findings and Formulate Recommendations.
	Document findings.
	· State findings based on the evidence derived from the information collected. 
· In providing a critical assessment of performance, analyse the linkages between inputs, activities, outputs, outcomes and if possible impact. 
· To the extent possible measure achievement of results in quantitative and qualitative terms. 
· Analyse factors that affected performance as well as unintended effects, both positive and negative. 
· Discuss the relative contributions of stakeholders to achievement of results.

	
	
	Draw conclusions.
	· Conclusions should be substantiated by the findings and be consistent with the data collected.  
· They must relate to the evaluation objectives and provide answers to the evaluation questions.  
· They should also include a discussion of the reasons for successes and failures, especially the constraints and enabling factors. 
· Based on the evaluation findings and drawing from the evaluator(s)’ overall experience in other contexts, provide lessons learned and include both positive and negative lessons.

	
	
	Formulate recommendations.
	· Formulate relevant, specific and realistic recommendations that are based on the evidence gathered, conclusions made and lessons learned.
· Discuss their anticipated implications. Consult key stakeholders when developing the recommendations. 
· List proposals for action to be taken (short and long-term) by the responsible party for follow-up in priority order.
· Provide suggested time lines and cost estimates (where relevant) for implementation.




[bookmark: _Toc23779558]6. Definitions & Abbreviations   
[bookmark: _Toc23779559][bookmark: _Toc230592177]6.1	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 acting as the accounting officer.

	Annual Report
	In relation to a 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.

	Scorecard
	Is a conceptual framework enabling an organization in clarifying its vision and strategy, thus effectively translating them into action. This performance management approach provides feedback around both the internal processes and external outcomes, essentially focusing on four indicators: Customer Perspective, Internal-Business Processes, Learning and Growth and Financials. 

	Backlogs
	A backlog can be defined as 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. 

	Baseline
	The accurate and quantitative data at a stated point in time that marks the beginning of a trend.

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

	Current Year
	Means the financial year which has already commenced, but not yet ended.

	Section 54/ 56 Employee
	Means 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 may assess relevance, effectiveness, efficiency, impact and sustainability of the institution and officials.

	Financial year
	Means the financial year of municipalities that end on 30 June of each year. 

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

	Input indicator
	Means an indicator that measures the 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 the Municipality plays a role towards delivering services. These may include Infrastructure and Engineering, Community Planning and Safety, Strategic and Corporate Services, Social and Economic Development, Institutional Transformation, Governance and Financial Management, amongst others.

	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 –
the residents of the Municipality
a) the ratepayers of the Municipality
b) any civic organisations and non-governmental, private sector or labour organisations or bodies which are involved in local affairs within the Municipality.

	MEC for Local Government
	Means the MEC responsible for Local Government in a province.

	Minister
	Means the national Minister responsible for Local Government. 

	Monitoring
	Monitoring involves collecting, analysing and reporting on inputs, activities, outputs and outcomes in a way that supports effective management.  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 –
a) an entity, means a Municipality as described in section 2; and  
b) a geographical 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 a municipal Council referred to in section 157(1) of the Constitution.

	Municipal Finance Management Act
	Means the Local Government: Municipal Finance Management Act, 2003, and 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).

	Outcomes
	Refer to the ultimate effects 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”.

	Performance Audit Committee
	An independent committee appointed to assess the annual performance of the Municipality and report on the findings.

	Performance Agreement
	Means an agreement as contemplated in Section 57 of the Municipal 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; or
(4) 1 April to 30 June.

	Resident

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

	Scorecard 
	Is an evaluation device, that specifies the criteria that stakeholders will use to rate performance in satisfying their requirements.
Municipal Scorecard: Five (5) Year Scorecard.
Organisational Scorecard/Top Layer SDBIP: Annual (Year under review) Scorecard with Quarterly Targets.
Departmental Scorecard/SDBIP: Annual (Year under review) Scorecard with Quarterly Targets for Municipal Manager and Managers reporting to the Municipal Managers’, Departments/Votes.

	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) projections 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 to be achieved for that indicator over the specified timeframe.





[bookmark: _Toc23779560]6.2	Abbreviations:
	DoRA
	Division of Revenue Act, Act No. 2 of 2008

	IDP
	Integrated Development Plan

	KPA
	Key Performance Area

	KPI
	Key Performance Indicator

	LED
	Local Economic Development

	M&E
	Monitoring and Evaluation

	MDG
	Millennium Development Goals

	MFMA
	Municipal Finance Management Act, No 56 of 2003

	MSA
	Municipal Systems Act, No 23 of 2000

	PMS
	Performance Management System

	IPMS
	Individual Performance Management  System

	OPMS
	Organisational Performance Management System

	SDBIP
	Service Delivery & Budget Implementation Plan






[bookmark: _Toc23779561]7. Annexures 
ANNEXURE 1 : STAKEHOLDERS ANALYSIS 

	STAKEHOLDER ANALYSIS




	
Municipality: 					Ward:	________________________								
IDP Review Period:

	Stakeholders
	Why are they involved?
	How are they involved?
	When might they be involved?
	What are their information needs?
	Motivation

	Who
	
	
	
	
	
	

	Primary
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Secondary
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	






ANNEXURE 2: DATA COLLECTION SHEET 


	
DATA COLLECTION SHEET

	National KPA
	Strategic Objective
	Measurable Objective/Output
	Performance  Measure / Indicator (Unit of Measure)
	Demand
	Baseline (Previous Year)
	 
	(Year)
	Responsible Department 
	Financial Implication
	Wards
	Source of Data

	
	
	
	
	
	
	 
	Q1 & Q2 
	1/2 Yearly 
	Q3 & Q4
	Annual 
	
	
	
	

	
	
	
	
	
	Target
	Actual
	Backlogs
	Target Q1
	Actual Q1
	Target Q2
	Actual Q2
	Target
	Actual
	Target Q3
	Actual Q3
	Target Q4
	Actual Q4
	Target
	Actual
	
	
	
	

	KPA 1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	KPA 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	KPA 3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	KPA 4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
KPA 5

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	







ANNEXURE 3 IDP PROCESS PLAN 

IDP Process Plan - First Quarter


	PHASE
	ACTIVITY
	RESPONSIBILITY
	KEY DEADLINES
	JULY
	AUGUST
	SEPTEMBER

	
	
	
	
	1
	2
	3
	4
	1
	2
	3
	4
	1
	2
	3
	4

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


















ANNEXURE 4: AGENDA FOR A PUBLIC PARTICIPATION MEETING

	Date
	

	Venue
	

	Time
	




	No.
	Items 

	1.
	Opening Prayer

	2.
	Welcome by the Mayor

	3. 
	Report on the Municipality’s past performance, success and challenges

	4. 
	Overview of planned improvements in terms of national and provincial policy priorities

	5.
	Presentation of the IDP Process Plan

	6.
	Inputs from stakeholder representatives

	7.
	Concluding remarks

	8.
	Closure 















ANNEXURE 5:  MINUTES OF MEETING FOR PUBLIC PARTICIPATION MEETING

Template of Minutes of Meeting for Public Participation Meeting

	Date
	

	Venue
	

	Time
	



	No.
	Item 
	Responsible Official
	Action Date

	1.
	Opening Prayer
	
	

	2.
	Welcome by the Mayor
	
	

	3. 
	Report on the Municipality’s past performance, success and challenges
	
	

	4. 
	Overview of planned improvements in terms of national and provincial policy priorities
	
	

	5.
	Presentation of the IDP Process Plan
	
	

	6.
	Inputs from stakeholder representatives
	
	

	7.
	Concluding remarks
	
	

	8.
	Closure 
	
	



Approval of Minutes
	Chairperson
	

	Signature
	

	Date
	












ANNEXURE 6 : IDP TEMPLATE 

Integrated Development Plan

(NAME) Municipality
for the Financial Year 1 July (year) to 30 June (year)
 

Table of Contents

1.	Foreword by the Mayor				121
2.	Introduction by the Municipal manager		121
3.	Executive Summary					121
4.	Situational Analysis					121
5.	Development Strategies				122
6.	High Level Spatial Development Framework	123
7.	Sector Involvement and Support			123
8.	Implementation Plan					123
9.	Projects						123
10.	Financial Plan						124
11.	Organizational Performance Management System	124

Annexures: Examples are - 
1. 	Organisational Scorecard Template
2. 	Departmental Scorecards Template
3.	Performance Report Template



[bookmark: _Toc23426247]Foreword by the Mayor

1. [bookmark: _Toc23426248]Introduction by the Municipal manager


2. [bookmark: _Toc23426249][bookmark: _Ref213230894]Executive Summary
This summary should answer the following questions:
· Who are we?
· What are the issues we face? 
· What opportunities do we offer?
· What are we doing to improve ourselves?
· What could you expect from us over the next five years? 
· How will our progress be measured?
· How was this plan (IDP) developed?
3. [bookmark: _Toc23426250]Situational Analysis 
· A situational analysis is aimed at assessing the Municipality’s ability to deliver on its IDP objectives. 
· This analysis will ascertain the current level of organisational health of the Municipality by means of a rigorous self-assessment. 
· The self-assessment process allows the municipality to identify its strengths and areas of improvement, to prioritise and plan improvement actions and to monitor the rate of improvement. 
4. [bookmark: _Toc23426251]Development Strategies

· Vision (Forward looking, based on values and principles, Should be short, succinct, long-term)
· Mission (Should be short, succinct, crisp and realistic, medium term).  
· Development Strategies (What strategies do municipalities need to adopt so as to meet the vision and mission?)
The following key requirements must be addressed in the IDP: 
· Long Term Growth & Development Goals, which are suggested to be forecasted at a minimum of 10 – 15 Years. 
· The District Municipal Development Strategies should not be in conflict with those of its Local Municipalities. It should reflect and be linked to those of the constituent Local Municipalities. 
· These should be structured into 5 KPAs of the Five Year Local Government Strategic Agenda, which are: 

	
KPA
	Issues for Consideration
	Strategic Objectives
	Development Goals

	Basic Service Delivery
	
	
	

	Municipal Institutional Development & Transformation
	
	
	

	Local Economic Development
	
	
	

	Municipal Financial Viability and Financial Management
	
	
	

	Good Governance and Public Participation
	
	
	

	Community & Social Development Services
	
	
	


	
[bookmark: _Toc23426252]

1. High Level Spatial Development Framework

2. [bookmark: _Toc23426253]Sector Involvement and Support
The following information must be provided for each stakeholder.
	Name of Stakeholder

	Responsibilities
	3-5 year Programmes
	KPA supported by the Programme

	
	
	

	
	
	

	
	
	


	
3. [bookmark: _Toc23426254]Implementation Plan 

This section deals with the municipality’s IDP Three Year Implementation Plan with committed Human and Financial Resources to be undertaken by the various stakeholders.

	Stakeholder
	3-5 year Programmes
	Budget
	Timing

	
	
	
	

	
	
	
	

	
	
	
	


 
4. [bookmark: _Toc23426255]Projects

[bookmark: _Toc194797451]Sector Funded Projects

The following table indicates the sector funded projects to be undertaken within the Municipality:
	No.
	Name Of Project
	Beneficiaries / Ward
	Source Of Funding
	Implementing Agency
	Budget
	Timeframe

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc194797453]Identified Development Needs
	[bookmark: RANGE!A1:E196]Ward
	Project
	Project Type
	Area
	Priority Number

	
	
	
	 
	 

	
	
	
	 
	 



5. [bookmark: _Toc23426256]
Financial Plan

This section covers in detail, the Municipal Budget Overview and a Three Year Financial Plan.

· [bookmark: _Toc194797456]Financial Resources

· [bookmark: _Toc194797457]Revenue Enhancement, Debt Collection and Credit Control, Customer Care and Management

· [bookmark: _Toc194797461]Financial Operational Plan

6. [bookmark: _Toc23426257]Organizational Performance Management System 

This section deals, in detail with the municipality’s organizational scorecard /Top Layer SDBIP for (year), with the Key Performance Indicators for each objective.

Insert organizational scorecard /Top Layer SDBIP and various stakeholder plans 
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ANNEXURE 7: MUNICIPAL 5 YEAR SCORECARD
[image: ]

 


ANNEXURE 8:  ORGANISATIONAL SCORECARD/TOP LAYER SDBIP
[image: ]







[bookmark: _Toc23425037]ANNEXURE 9: SDBIP TEMPLATE 


Quarterly Projections of Service Delivery Targets and Performance Indicators for Each Vote

Department Name: _____________________________________
	IDP Indicator No.
	Measurable Objective/  Output
	Performance Measure / Indicator
	Target For (Year)
	Wards

	
	
	
	Quarter 1
	Quarter 2
	Quarter 3
	Quarter 4
	Total 
Budget for the Year
	

	
	
	
	Jul - Sep
	Oct - Dec
	Jan – Mar
	Apr – Jun
	
	

	
	
	
	Target
	Budget
	Target
	Budget
	Target
	Budget
	Target
	Budget
	
	

	
	
	
	
	R
	
	R
	
	R
	
	R
	R
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	






ANNEXURE 10:  ANNUAL PERFORMANCE PLAN, PERSONAL DEVELOPMENT PLAN & REVIEW FOR MANAGERS

The following annual management review on Key Performance Areas (KPA) and competencies as contained in the Competency Framework Structure (CFS)  agreed to in each manager performance agreement has to be completed. 
The annual performance appraisal involves the assessment of the achievement of results of the KRA’s and CFS’s in accordance with the five-point scale of (1-5). 
	RATING
	DEFINITION OF SCORE

	5
	Outstanding performance

	4
	Performance significantly above expectation

	3
	Fully effective

	2
	Performance not fully satisfactory

	1
	Unacceptable performance


	Period Under Review
	

	Surname
	

	Name 
	

	Municipality 
	

	Department
	

	Race
	

	Gender
	

	Employee Number
	

	Date Of Appointment
	

	Salary Package 
	









DETAILS OF THE MANAGER


Managers Performance Plan for the Year Under Review 

KPA 1: Basic Service Delivery  
KPA 2: 
KPA 3: Local Economic Development   
KPA 4: Municipal Financial Viability And Management
KPA 5: Good Governance and Public Participation 

Weight: ____________________

	
Strategic Objectives
	Measurable Objective/ Output
(Activity)
	Performance Measures
/ Indicator
	Year under Review
	Comments
	Own Rating
(1-5)
	Rating By
Panel Member
(1-5)

	
	
	
	Q1
	Q2
	Q3
	Q4
	
	
	

	
	
	
	Target
	Actual
	Target
	Actual
	Target
	Actual
	Target
	Actual
	
	
	

	Copy from Measurable Objective/Output
	Identify Projects and Activities
	
	Copy Targets from Organisational Scorecard and Insert Actuals
	Challenges, Successes, Planned Measures for Improvement
	Self Assessment 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



COMMENTS TO THE EVALUATION PANEL

The Municipal Manager must alert the evaluation panel to specific areas of the Section 57 Manager’s performance in terms of the performance agreement, which in the Municipal Manager’s opinion illustrate performance not fully satisfactory or performance significantly above expectations and outstanding. 

A brief explanation must be provided by the Municipal Manager for his/her assessment of each identified area.




ANNEXURE 11: PORTFOLIO OF EVIDENCE INDEX

PORTFOLIO OF EVIDENCE INDEX


1. Signed Performance Agreement
2. Signed Annual Performance Plan, Personal Development Plan
3. SDBIP
4. First Quarterly Performance Report & Supporting Evidence
5. Half Yearly Performance Report & Supporting Evidence
6. Third Quarterly Performance Report & Supporting Evidence
7. Annual Performance Report & Supporting Evidence







ANNEXURE 12 : MONTHLY REPORTING TEMPLATE

	STRATEGIC OBJECTIVE
	MEASURABLE OUTPUT
	PERFORMANCE MEASURE/ INDICATOR
	 QUARTER (1, 2, 3, or 4)
	Total for Quarter
	Ward

	
	
	
	Month 1
	Month 2
	Month 3
	
	

	
	
	
	Proj
	Actual
	Proj
	Actual
	Proj
	Actual
	
	

	Basic Service Delivery & Infrastructure Investment
	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	
	
	

	
	Financial Implication
	
	
	
	
	
	
	
	

	Municipal Transformation & Institutional Development
	
	
	
	
	
	
	
	

	
	
	

	
	
	
	
	
	
	
	

	
	Financial Implication
	
	
	
	
	
	
	
	

	Local Economic Development
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Financial Implication
	
	
	
	
	
	
	
	

	Financial Viability & Financial Management
	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	
	
	

	
	Financial Implication
	
	
	
	
	
	
	
	

	Good Governance & Public Participation 
	
	
	
	
	
	
	
	

	
	


	
	
	
	
	
	
	
	
	

	
	Financial Implication
	
	
	
	
	
	
	
	

	Operational Costs
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	



NB: This information is copied from the SDBIP and actual achievements are inserted in the relevant month’s column.




ANNEXURE 13 AND 14: QUARTERLY /HALF YEARLY REPORTING TEMPLATE
 
	NAME OF MUNICIPALITY

	IDP Indicator
No.
	National KPA
	Strategic Objective
	Measurable Objective/Output
	Performance  Measure/Indicator
	(Previous Year)
	Year Under Review
	Planned Measures For Improvement

	
	
	
	
	
	Target
	Actual
	Target
Q1
	Actual
Q1
	

	
	Basic Service Delivery And Infrastructure
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Institutional Development & Transformation
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Local Economic Development
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Good Governance
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Financial Viability & Management
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



NB:
1. This information is copied from the Departmental Scorecards for each Department.
2. This template is used for the capturing quarterly achievements which will be used also for the ½ yearly report (1st and 2nd quarters) and the Annual Performance Report (all 4 quarters).  


ANNEXURE 15: ANNUAL REPORTING TEMPLATE

	NAME OFMUNICIPALITY

	IDP Indicator
No.
	National KPA
	Strategic Objective
	Measurable Objective/Output
	Performance  Measure/Indicator
	(Previous Year)
	Year Under Review
	Planned Measures For Improvement

	
	
	
	
	
	
	Q1 & Q2 Performance
	½ Yearly Perf. Report
	Q3 & Q4 Performance
	Annual Perf. Report
	

	
	
	
	
	
	Target
	Actual
	Target
Q1
	Actual
Q1
	Target
Q2
	Actual
Q2
	Target
	Actual
	Target
Q3
	Actual
Q3
	Target
Q4
	Actual
Q4
	Target
	Actual
	

	
	Basic Service Delivery And Infrastructure
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Institutional Development & Transformation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Local Economic Development
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Good Governance
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Financial Viability & Management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




NB:
1. This information is copied from the Departmental Scorecards for each Department.
2. This template is used for the capturing quarterly achievements which will be used also for the ½ yearly report (1st and 2nd quarters) and the Annual Performance Report (all 4 quarters).
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Step 1: Develop Data Collection and Storage Tools
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· Data Collection Options

· User Requirement Specification

· Reporting templates

· Information System

1.

Identify stakeholders & 

analyse information 

needs

3.

Choose most 

appropriate data 

collection options 

considering cost and 

benefit

· List of potential stakeholders and 

their information needs

· Data collection options

· User requirement

START

2.

Identify potential data 

collection options

4.
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System for Data 

Collection & 

Performance Monitoring

END


oleObject2.bin
<Process Name>


<Function>


Computer


�

<Process Name>�

Step 1: Develop Data Collection and Storage Tools


Activity


Output


START


END


2.
Identify potential data collection options


4.
Choose an information System for Data Collection & Performance Monitoring


Input


Data Collection Options
User Requirement Specification
Reporting templates
Information System


1.
Identify stakeholders & analyse information needs


3.
Choose most appropriate data collection options considering cost and benefit


List of potential stakeholders and their information needs
Data collection options
User requirement



image3.emf
Step 2: Identify, collect and review relevant inputs for the IDP and develop a Prioritisation Model

I

n

p

u

t
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u

t
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t

A

c

t
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v

i

t

y

2.

Obtain the information 

for the relevant election 

period & year for the 

IDP review

3.

Analyse the national, 

provincial and district 

policy priorities

4.

Collect demand, 

baseline and backlog 

data for the 

Municipality

5.

Identify key issues and 

development priorities 

for the Municipality

START

· Stakeholder Analysis Report

· Data Collection Sheet

· Prioritisation Model

1.

Identify potential 

sources of information 

to provide a clear 

situation analysis for 

the Municipality

6.

Develop a prioritisation 

Model to allocate 

complete resources to 

Wards equitably

END

· Legal Mandate

· Millennium Development Goals

· Apex Priorities

· State of the National Address & State of the 

Province Address

· Provincial Growth & Development Strategy 

· Provincial & District Plans

· Demand, Baseline, & Backlog Data

         (Research, Stats SA, Community Surveys) 

· Spatial Development Framework

· Previous IDP’s & Annual Report

· Data Collection Sheets

· Any other relevant source of information
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Step 2: Identify, collect and review relevant inputs for the IDP and develop a Prioritisation Model


Input


Output


Activity


1.
Identify potential sources of information to provide a clear situation analysis for the Municipality


6.
Develop a prioritisation Model to allocate complete resources to Wards equitably


2.
Obtain the information for the relevant election period & year for the IDP review


3.
Analyse the national, provincial and district policy priorities


4.
Collect demand, baseline and backlog data for the Municipality


5.
Identify key issues and development priorities for the Municipality


START


END


Stakeholder Analysis Report
Data Collection Sheet
Prioritisation Model


Legal Mandate
Millennium Development Goals
Apex Priorities
State of the National Address & State of the Province Address
Provincial Growth & Development Strategy 
Provincial & District Plans
Demand, Baseline, & Backlog Data
         (Research, Stats SA, Community Surveys) 
Spatial Development Framework
Previous IDP’s & Annual Report
Data Collection Sheets
Any other relevant source of information
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Step 1: Schedule and host Public Participation Meetings
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2.

Co-ordinate Public 

Participation Meetings for 

each Stakeholder that needs 

to be consulted

3.

Publish invitations in the 

relevant media, notice 

board, website etc

Outputs

· IDP Process Plan

· Minutes

· Agenda

· Attendance Register

4.

Facilitate the meetings using 

a structured agenda, to 

provide feedback on past 

performance, collect needs 

for current IDP

Inputs

· Stakeholder Analysis Report

· Agenda

· Invitations

· Advertisements

· Feedback Report

START

1.

Prepare the IDP Process Plan

5.

Minute all information 

collected

END
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Step 1: Schedule and host Public Participation Meetings


 Output


Activity


Input


2.
Co-ordinate Public Participation Meetings for each Stakeholder that needs to be consulted


Outputs

IDP Process Plan
Minutes
Agenda
Attendance Register


3.
Publish invitations in the relevant media, notice board, website etc


Inputs

Stakeholder Analysis Report
Agenda
Invitations
Advertisements
Feedback Report


4.
Facilitate the meetings using a structured agenda, to provide feedback on past performance, collect needs for current IDP


START


END


1.
Prepare the IDP Process Plan


5.
Minute all information collected
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Step 2: Update the Draft IDP
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Outputs

· Updated Information System

· Updated sections in the Draft IDP

Inputs

· Data Collection Sheets

· IDP Template

START

1.

Analyse the information 

collected & extract the 

relevant information

END

2.

Update the Draft IDP
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Step 2: Update the Draft IDP


2.
Update the Draft IDP


 Output


Activity


Input


START


Outputs

Updated Information System
Updated sections in the Draft IDP


Inputs

Data Collection Sheets
IDP Template


1.
Analyse the information collected & extract the relevant information


END
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Step 1. Co-ordinate and Host an annual Strategic Planning Workshop
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Output

· Draft IDP

Inputs

File information including :

· IDP Process Plan

· Stakeholder Analysis Report

· Agenda

· Invitations

· PowerPoint Presentations

· Draft IDP

· Prioritisation Model

START END

1.

Make logistical 

arrangements for 

Strategic Planning 

Workshop

2.

Facilitate the 

workshop
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Step 1. Co-ordinate and Host an annual Strategic Planning Workshop


START


Output


Activity


Input


Output

Draft IDP


Inputs

File information including :
IDP Process Plan
Stakeholder Analysis Report
Agenda
Invitations
PowerPoint Presentations
Draft IDP
Prioritisation Model


END


1.
Make logistical arrangements for Strategic Planning Workshop


2.
Facilitate the workshop
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VISION\

MISSION 

VALUES 

Understand the

Political Mandates

Develop the Vision

Mission

Conduct Internal & 

External 

Environmental

Assessments

Identify the 

Strategic Issues

Align to IDP Strategic

Goals and National 

Key Performance 

Areas 

Assess 

Organisational

Structure & 

Information

Systems

Develop Detailed 

Operational Plans 

Including Outputs, 

Target & Performance 

Measures

Align Resources 

To Outputs 
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VISION\
MISSION 
VALUES 


Understand the
Political Mandates


Align Resources 
To Outputs 


Assess 
Organisational
Structure & Information
Systems



Develop Detailed Operational Plans Including Outputs, 
Target & Performance Measures



Align to IDP Strategic
Goals and National Key Performance Areas 


Develop the Vision
Mission


Identify the 
Strategic Issues


Conduct Internal & External Environmental
Assessments
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Step 2. Complete the Integrated Development Plan 
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Inputs

· Draft IDP

· Draft Budget

· Information System (Demand, 

Baseline, Backlog data

Output

· Final Draft IDP due in June

2.

Co-ordinate the 

completion of the 

outstanding 

information in the 

Draft IDP

START

1.

Identify outstanding 

information in the 

Draft IDP

3.

Develop the Municipal 

Scorecard for the 5 

Year Election Cycle

END
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Step 2. Complete the Integrated Development Plan 


START


END


Output


Activity


Input


1.
Identify outstanding information in the Draft IDP


3.
Develop the Municipal Scorecard for the 5 Year Election Cycle


Output

Final Draft IDP due in June


Inputs
Draft IDP
Draft Budget
Information System (Demand, Baseline, Backlog data


2.
Co-ordinate the completion of the outstanding information in the Draft IDP
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Adoption of the IDP & & Submission to DCoGTA
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Inputs

· Final Draft IDP

· IDP Assessment Report

· Advertisement

· Public Comments

2.

Adoption and 

Submission of the IDP

Outputs

· IDP

· Council Resolution

START

1.

Review and amend Final 

Draft IDP

END
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Adoption of the IDP & & Submission to DCoGTA


START


1.
Review and amend Final Draft IDP


Output


Activity


Input


2.
Adoption and Submission of the IDP


Outputs

IDP
Council Resolution


Inputs

Final Draft IDP
IDP Assessment Report
Advertisement
Public Comments


END
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June
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Mar

May

Jul

Jan

Feb

TASK 1 –TASK 3:

-Organisational    

Scorecard

-SDBIP

-Performance    

Plans

-Performance   

Agreements

TASK 4:

Compilation of POE

Start here
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URGENT!


Drag the side handles to change the width of the text block.


Select box and type. Control handles change width & height of box.


Balloon callout. Select shape and start typing. Resize box to desired dimensions. Move control handle to aim pointer at speaker.


Drag the side handles to change the width of the text block.


Drag the side handles to change the width of the text block.


Drag the side handles to change the width of the text block.


Text


The height of the text box and its associated bracket increases or decreases as you add text. To change the width of the comment, drag one of the side handles.


Text


Drag the side handles to change the width of the text block.


Drag the side handles to change the width of the text block.


The height of the text box and its associated braces increases or decreases as you add text. To change the width of the comment, drag one of the side handles.


The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag one of the side handles.


Drag the side handles to change the width of the text block.


Drag the side handles to change the width of the text block.


Drag the side handles to change the width of the text block.


Wow!


Apr
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Create the Organisational Scorecard
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Output

· Organisational Scorecard

1.

Copy the approved 

Municipal Scorecard that is 

attached to the approved 

IDP

Input

· Municipal Scorecard

START END

2.

Insert the relevant Financial 

Year to replace Y1 column

3.

Change Y2, Y3, Y4, Y5, to 

Q1, Q2, Q3,Q4
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Step 4 : Complete Section 6 of the SDBIP


START


1.
Insert monthly projections of revenue collection 


Output


Activity


Input


2.
Calculate the monthly projections of operating expenditure


3.
Calculate the monthly projections of capital expenditure


END


Output
SDBIP
Organisational Scorecard



Inputs

IDP
Municipal Scorecard



Step 5 : Complete the relevant information in Section 7 of the SDBIP


START


2.
Using the Financial Implication in the Municipal Scorecard, calculate the projected infrastructure budget for three (3) Year and insert the Total in Rands for Year 1,2 and 3


 Output


Activity


Input


END


Output

Organisational Scorecard
SDBIP


Inputs

IDP
Municipal Scorecard



1.
Insert the following information from IDP:

Ward
Name of Project


Create the Organisational Scorecard


Activity


 Output


START


2.
Insert the relevant Financial Year to replace Y1 column


3.
Change Y2, Y3, Y4, Y5, to Q1, Q2, Q3,Q4


Input


Output

Organisational Scorecard


1.
Copy the approved Municipal Scorecard that is attached to the approved IDP


Input

Municipal Scorecard



END


Step 2: Complete Section 3 of the SDBIP


Input


 Output


Activity


END


1.
Insert Ward Information


START


Outputs

Organisational Scorecard
SDBIP


Inputs

IDP
Municipal Scorecard



Step 2 : Complete Section 4 in the SDBIP


Output


Activity


Input


END


1.
Identify all possible source of revenue


Outputs

Organisational Scorecard
SDBIP



2.
Calculate monthly projections of revenue to be collected for each source


Inputs

IDP
Municipal Scorecard


3.
Cross-cast the columns


START


Step 3 : Complete the relevant information in Section 5 of the SDBIP


1.
Copy the relevant information for the quarterly projections of service delivery targets and performance indicators for each Vote


2.
Calculate the Quarterly Budget from the Financial Implication recorded on the Organisational Scorecard


Output


Activity


Input


START


 


Outputs

Organisational Scorecard
SDBIP


Inputs

IDP
Municipal Scorecard


END
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Step 3 : Complete the relevant information in Section 5 (Quarterly Projections of Service Delivery Targets and Performance Indicators for 

Each Vote) of the SDBIP
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Output

· SDBIP

Inputs

· IDP

· Municipal Scorecard

· Organisational Scorecard

START END

1.

Copy the relevant 

information for the 

quarterly projections of 

service delivery targets 

and performance 

indicators for each Vote

2.

Calculate the Quarterly 

Budget from the 

Financial Implication 

recorded on the 

Organisational 

Scorecard
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Step 3 : Complete the relevant information in Section 5 (Quarterly Projections of Service Delivery Targets and Performance Indicators for 
Each Vote) of the SDBIP


1.
Copy the relevant information for the quarterly projections of service delivery targets and performance indicators for each Vote


2.
Calculate the Quarterly Budget from the Financial Implication recorded on the Organisational Scorecard


Output


Activity


Input


START


 


Output

SDBIP


Inputs

IDP
Municipal Scorecard
Organisational Scorecard


END
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Step 3: Preparation of the Manager’s Personal Development Plans
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START

1.

Complete the relevant 

columns of the Personal 

Development Plan

Output

· Annual Performance Plan

· Personal Development Plan & 

Review Managers

Input

· Organisational Scorecard

· Performance Agreement

END
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Compilation of Portfolios of Evidence
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1.

Create a file for each 

financial year

START END

Input

· Performance Agreement

· Annual Performance Plan, Personal 

Development & Review for 

Managers

Output

· Portfolio of Evidence Index

2.

Insert the relevant 

information at the start 

of financial year

3.

In each of the sections, 

place that reporting 

period’s Performance 

Report and attach 

evidence to support the 

achievements recorded in 

the report
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Compilation of Portfolios of Evidence


 Output


Activity


Input


2.
Insert the relevant information at the start of financial year


START


1.
Create a file for each financial year


Output

Portfolio of Evidence Index


Input

Performance Agreement
Annual Performance Plan, Personal Development & Review for Managers


END


3.
In each of the sections, place that reporting period’s Performance Report and attach evidence to support the achievements recorded in the report
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Task 2

Compilation of Quarterly Performance 

Reports at a Departmental Level

Task 1

Measuring Performance 

Task 3:

Compilation of Consolidated Quarterly,

Half Yearly 

& Annual Performance Report 

at  a Municipal Level

Mar 

Jan

Sept

Apr

Nov

Feb

Jul

Dec

Oct

Aug

May 

Jun

Start 

here
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Task 2
Compilation of Quarterly Performance 
Reports at a Departmental Level 


Task 1
Measuring Performance 


Jun


Task 3:
 Compilation of Consolidated Quarterly,
 Half Yearly 
& Annual Performance Report 
at  a Municipal Level
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Step 1 : Collect Data on Actual Performance
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Output

· Portfolio of Evidence Index

1.

Identify roles of different 

Managers and Officials in 

each Department for 

monitoring & measuring 

performance of 

programmes, projects, 

activities

Input

· Annual Performance Plan, Personal 

Development Plan & Review for Managers

START END

2.

Determine data that must 

be collected in order to 

assess performance, how 

that data is to be collected , 

stored and verified
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Step 1 : Collect Data on Actual Performance


Activity


 Output


START


2.
Determine data that must be collected in order to assess performance, how that data is to be collected , stored and verified


Input


Output

Portfolio of Evidence Index


1.
Identify roles of different Managers and Officials in each Department for monitoring & measuring performance of programmes, projects, activities


Input

Annual Performance Plan, Personal Development Plan & Review for Managers



END
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Step 2 : Analyse Data Collected on Actual Performance against Set Targets for each Indicator
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2.

Update Portfolio of 

Evidence with data on 

actual performance for the 

relevant period

Output

· Portfolio of Evidence Index

START

1.

Analyse actual 

performance and compare 

to planned performance for 

the period together with a 

comparison with the 

performance of the 

previous period

END

Input

· Annual Performance Plan

· Personal Development Plan &

        Review for Managers
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Step 2 : Analyse Data Collected on Actual Performance against Set Targets for each Indicator


Input


 Output


Activity


Output

Portfolio of Evidence Index


1.
Analyse actual performance and compare to planned performance for the period together with a comparison with the performance of the previous period


Input

Annual Performance Plan
Personal Development Plan &
        Review for Managers



START


END


2.
Update Portfolio of Evidence with data on actual performance for the relevant period
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Step 1: Compilation of Quarterly Performance Reports at Departmental Level by Manager’s 
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Output

· Portfolio of Evidence Index

Input

· Annual Performance Plan, Personal Development 

Plan & Review for Managers

1.

Complete actual 

achievements for Quarter 1 

Quarter to 4 using the 

Annual Performance Plan, 

Personal Development Plan 

& Review for Managers 

Worksheet 

2.

Cross-reference the 

achievements to the 

Portfolio of Evidence

START END

4.

Submit the signed Annual 

Performance Plan, Personal 

Development Plan and 

Review form at the end of 

each quarter

3.

Complete the comments 

column
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Step 2 : Analyse Data Collected on Actual Performance against Set Targets for each Indicator


Input


 Output


Activity


Output

Portfolio of Evidence Index


1.
Analyse actual performance and compare to planned performance for the period together with a comparison with the performance of the previous period


Input

Annual Performance Plan
Personal Development Plan &
        Review for Managers



START


END


2.
Update Portfolio of Evidence with data on the actual performance for the relevant period


Step 1: Compilation of Quarterly Performance Reports at Departmental Level by Manager’s 


 Output


Activity


Input


3.
Complete the comments column


2.
Cross-reference the achievements to the Portfolio of Evidence


Output

Portfolio of Evidence Index


START


1.
Complete actual achievements for Quarter 1 Quarter to 4 using the Annual Performance Plan, Personal Development Plan & Review for Managers Worksheet 


END


Input

Annual Performance Plan, Personal Development Plan & Review for Managers



4.
Submit the signed Annual Performance Plan, Personal Development Plan and Review form at the end of each quarter


Step 1 : Collect Data on Actual Performance


Activity


 Output


START


2.
Determine data that must be collected in order to assess performance, how that data is to be collected , stored and verified


Input


Output

Portfolio of Evidence Index


1.
Identify roles of different Managers and Officials in each Department for monitoring & measuring performance of programmes, projects, activities


Input

Annual Performance Plan, Personal Development Plan & Review for Managers



END


Step 1: Prepare the Data Collection Sheet


 Output


Activity


Input


Output

Annual Performance Plan, Personal Development Plan & Review for Managers


Input

Data Collection Sheet
Organisational Scorecard



1.
Copy the relevant information from the Organisational  Scorecard for the year under review


START


END


Step 2: Compilation of Quarterly Performance Reports at a Municipal level


 Output


Activity


Input


Output

Annual Performance Plan, Personal Development Plan & Review for Managers


Input

Annual Performance Plan, Personal Development Plan & Review for Managers



1.
Obtain all S57 Managers signed Annual Performance Plan, Personal Development Plan & Review forms at the end of each quarter


2.
Copy the relevant information from S57 Managers signed Annual Performance Plan, Personal Development Plan & Review forms for that quarter onto the Data Collection Sheet


START


END


4.
Prepare the consolidated Quarterly Municipal Performance Report


5.
Table the report with Management , EXCO and Council


3.
Review data on the Data Collection Sheet for the completeness, consistency, accuracy, validity


Step 3: Compilation of Half-Yearly Performance Reports at a Municipal level


 Output


Activity


Input


Output

Annual Performance Plan, Personal Development Plan & Review for Managers


START


END


2.
Table the report with Management , EXCO & Council


1.
Prepare the consolidated Half-Yearly Municipal Performance Report



Input

Data Collection Sheet
Organisational Scorecard



Step 4: Compilation of Annual Performance Reports at a Municipal level


 Output


Activity


Input


2.
Table the report with Management, EXCO, & Council


START


END


Output

Annual Performance Plan, Personal Development Plan & Review for Managers


Input

Data Collection Sheet
Organisational Scorecard



1.
Prepare the consolidated Annual Performance Report



image19.emf
Step 1: Prepare the Data Collection Sheet
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Input

· Data Collection Sheet

· Organisational Scorecard

· Annual Performance Plan, Personal Development 

Plan & Review for Managers

1.

Copy the relevant information 

from the Organisational  

Scorecard for the year under 

review

START

Output

· Completed Data Collection Sheet

END
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Step 1: Prepare the Data Collection Sheet


 Output


Activity


Input


Output

Completed Data Collection Sheet


Input

Data Collection Sheet
Organisational Scorecard
Annual Performance Plan, Personal Development Plan & Review for Managers



1.
Copy the relevant information from the Organisational  Scorecard for the year under review


START


END
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Step 2: Compilation of Quarterly Performance Reports at a Municipal Level
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Output

· Quarterly Municipal Performance Report

4.

Prepare the consolidated 

Quarterly Municipal 

Performance Report

START END

2.

Copy the relevant 

information from S57 

Managers signed 

Annual Performance 

Plan, Personal 

Development Plan & 

Review forms for that 

quarter onto the Data 

Collection Sheet

1.

Obtain all S57 Managers 

signed Annual 

Performance Plan, 

Personal Development 

Plan & Review forms at 

the end of each quarter

Input

· Annual Performance Plan, Personal Development 

Plan & Review for Managers

· Data Collection Sheet

3.

Review data on the Data 

Collection Sheet for 

completeness, 

consistency, accuracy, 

validity

5.

Table the report with 

Management , EXCO and 

Council
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Step 2: Compilation of Quarterly Performance Reports at a Municipal Level


 Output


Activity


Input


Output

Quarterly Municipal Performance Report


Input

Annual Performance Plan, Personal Development Plan & Review for Managers
Data Collection Sheet



1.
Obtain all S57 Managers signed Annual Performance Plan, Personal Development Plan & Review forms at the end of each quarter


2.
Copy the relevant information from S57 Managers signed Annual Performance Plan, Personal Development Plan & Review forms for that quarter onto the Data Collection Sheet


START


END


4.
Prepare the consolidated Quarterly Municipal Performance Report


5.
Table the report with Management , EXCO and Council


3.
Review data on the Data Collection Sheet for completeness, consistency, accuracy, validity
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Step 3: Compilation of Half-Yearly Performance Reports at a Municipal Level
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2.

Table the report with 

Management , EXCO & 

Council

START END

Output

· Half-Yearly Municipal Performance Report

Input

· Data Collection Sheet

· Organisational Scorecard

· Annual Performance Plan, Personal Development 

Plan & Review for Managers

1.

Prepare the consolidated 

Half-Yearly Municipal 

Performance Report
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Step 3: Compilation of Half-Yearly Performance Reports at a Municipal Level


 Output


Activity


Input


Output

Half-Yearly Municipal Performance Report


START


END


2.
Table the report with Management , EXCO & Council


1.
Prepare the consolidated Half-Yearly Municipal Performance Report



Input

Data Collection Sheet
Organisational Scorecard
Annual Performance Plan, Personal Development Plan & Review for Managers
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Step 4: Compilation of Annual Performance Reports at a Municipal level
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Output

· Consolidated Annual Performance Report

1.

Prepare the consolidated 

Annual Performance 

Report

2.

Table the report with 

Management, EXCO, & 

Council

END

Inputs

· Data Collection Sheet

· Organisational Scorecard

· Annual Performance Plan, Personal Development 

Plan & Review for Managers

START
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Step 4: Compilation of Annual Performance Reports at a Municipal level


 Output


Activity


Input


2.
Table the report with Management, EXCO, & Council


START


END


Output

Consolidated Annual Performance Report


Inputs

Data Collection Sheet
Organisational Scorecard
Annual Performance Plan, Personal Development Plan & Review for Managers



1.
Prepare the consolidated Annual Performance Report
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Jun

Task 1

Define Evaluation 

Objectives

Task 2

Review Information 

Collected

Task 3

Document Findings & 

Formulate 

Recommendations

Start 

here
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Step 1 : Define Evaluation Objectives
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Output

· Evaluation Report

1.

Choose an evaluation 

purpose

Inputs

· Data Collection Sheet

· IDP

· SDBIP

· Quarterly, Half-Yearly & Annual 

Performance Reports

START END

2.

Develop questions to 

address the evaluation 

objectives
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Step 1 : Define Evaluation Objectives
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Step 1 : Review Information Collected During Monitoring
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Step 1 : Document Findings & Formulate Recommendations
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CHAPTER THREE 


–


 


MUNICIPAL ADMINISTRATION


 


 


3.1


 


PERFORMANCE MANAGEMENT SYSTEM  


 


 


3.1


.1  PURPOSE OF THE PMS MANUAL


 


This manual is intended to serve as a guide for all councillors, managers and 


officials in


 


Municipalit


ies to develop and implement a Performance Management S


ystem.  The guide is 


intended to ensure uniformity and standardised application of performance mana


gement 


processes.  


 


 


3.2.2 LEGISLATIVE MANDATE


 


The following Legislative and Regulatory Framework sets the basis for the Management of 


Performance in Local Government : 


 


a)


 


The Constitution of the Republic of South Africa (Act 108 of 1996)


 


b)


 


The White Paper on 


Local Government (1998)


 


c)


 


Batho Pele


 


Principles


 


(1998)


 


d)


 


Municipal Systems Act (Act 32 of 2000)


 


e)


 


Municipal Planning and Performance Management Regulations (2001)


 


f)


 


Municipal Finance Management Act (Act 56 of 2003)


 


g)


 


Municipal Performance Regulations for Municipal 


Managers and Managers directly 


accountable to Municipal Managers (Government Gazette No. 29089 1 August 2006)


 


h)


 


Local Government : Regulations on appointment and conditions of employment of 


Senior Managers (Government Gazette No. 37245 17 January  2014)


 


An e


xplanation of the key pieces of legislation as mentioned above is contained in the PMS 


Manual.


 


 


3.2.3 APPLICATION OF THE PMS MANUAL


 


As per Chapter 5 of the Municipal Systems Act, all municipalities must establish a performance 


management system.    This ma


nual will assist the Municipality to develop and implement a 


performance management system that is in line with the priorities, objectives, indicators and 


targets contained in its integrated development plan.   The utilisation of the templates will assist 


in 


creating uniformity in Municipalities in the Province.
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