DMS 653324 ANNEXURE “B2’

PERFORMANCE PLAN
SENIOR MANAGER CORPORATE SERVICES
CITY OF UMHLATHUZE

This plan defines the Council's expectations of the Senior Manager Corporate Services in accordance with the Senior Manager Corporate
Services' performance agreement to which this document is attached. Section 57 (5) of the Municipal Systems Act and the Performance
Regulations gazetted in Notice No 805, published on 1 August 2006, which provides that performance objectives and targets must be based

on the key performance indicators set out from time to time in the Municipality's Integrated Development Plan and determined in agreement
with the Acting City Manager (as representative of Council).

There are 7 parts to this plan:

A statement about the purpose of the position.
Performance review procedure

Functional alignment of the individual performance scorecard to the Integrated Development Plan of the organisation

Score card detailing key performance areas (KPA's) and their related performance indicators, weightings and target dates.
Core Competency Requirements

Consolidated score (Performance Assessment Calculator)
Link to reward

NoOGO AWM=

The period of this plan is from 1 July 2010 to 30 June 2011.

Signed and accepted by the Senior Manager Corporate Services (SM CS

Signed by the Acting City Manager (ACM) on behalf of Council:
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1.

POSITION PURPOSE

To perform all the duties and functions of the Senior Manager Corporate Services (SM CS) as required by the relevant legislation or
reasonably stipulated by the ACM, to be accountable for the execution of all the directions and resolutions of the Municipality, the co-ordination
of all the activities of the Municipality, to be accountable for the general supervision, control and efficiency of the Department of the Senior
Manager Corporate Services and to ensure compliance with all of the key performance areas as set out in the contract of employment
between the Council and the Senior Manager Corporate Services.

2. PERFORMANCE REVIEW PROCEDURE

1. A performance review will be held on a quarterly basis with a formal performance review bi-annually in December/January and in
June/July after the end of the financial year with the understanding that review in the first and third quarter may be verbal if performance
is satisfactory.

2. The ACM may request input from agendas, minutes and “customers” on the SM CS’ performance throughout the review period. This may
be done through discussion or by asking “customers” to complete a rating form to submit to the evaluation pane! for consideration.
Customers are people who are able to comment on the SM CS’ performance since they have worked closely with her on some or all
aspects of her job.

3. The SM CS to prepare for quarterly performance evaluation by providing a brief description of achievements, including reference to
evidence, supporting documentation {(documents, reports and/or resolutions with dates of submission) in the relevant column in section 4
(KPA scorecard below). Achievements to be reported on cumulatively.

4. The SM CS to provide a rating for herself for the final assessment against the agreed objectives in the column provided in the KPA
scorecard.

5.  The SM CS and Evaluation panel to meet to conduct formal performance rating and agree final scores. It may be necessary to have two
meetings i.e. give the SM CS scores and allow him time to consider them before final agreement. In the event of a disagreement, the
evaluation panel has the final say with regard to the final score that is given.

6. The Evaluation panel to provide ratings of the SM CS’ performance against agreed objectives as a result of portfolio of evidence and/or
comments and “customer” input.

7. Initially the scoring should be recorded on the scorecard then transferred onto the consolidated score sheet.

8.  Any reasons for non-compliance should be recorded during the review session by keeping of minutes of the review session.

9. The assessment of the performance of the SM CS will be based on the following rating scale for KPA's:
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Outstanding Performance far exceeds the standard expected of the SM CS at this level. The appraisal indicates that the 5
Performance SM CS has achieved above fully effective results against all performance criteria and indicators as specified in
the PA and Performance plan and maintained this in all areas of responsibility throughout the year.

Performance Performance is significantly higher than the standard expected in the job. The appraisal indicates that the SM 4
significantly above CS has achieved above fully effective results against more than half of the performance criteria and indicators
expectation and fully achieved all others throughout the year.

Fully Effective Performance fully meets the standards expected in all areas of the job. The appraisal indicates that the SM CS 3

has fully achieved effective results against all significant performance criteria and indicators as specified in the
PA and Performance Plan,

Performance not Performance is below the standard required for the job in key areas. Performance meets some of the 2
fully Effective standards expected for the job. The review/assessment indicates that the SM CS has achieved below fully
effective results against more than half the key performance criteria and indicators as specified in the PA and
Performance Plan.

Unacceptabile Performance does not meet the standard expected for the job. The review/assessment indicates that the SM 1
Performance CS has achieved below fully effective results against almost all of the performance critetia and indicators as
specified in the PA and Performance Plan. The SM CS has failed to demonstrate the commitment or ability to
bring performance up to the level expected in the job despite management efforts to encourage improvement.

10. Only those items relevant for the review period in question should be scored.

11. The assessment of the performance of the SM CS on the applicable CCR’s will be based on the rating scale as reflected in section 4 of
the performance plan.

12. The ACM and the SM CS to prepare and agree on a personal development plan (PDP) for addressing developmental gaps.

13. The ACM and SM CS to set new objectives, targets, performance indicators, weightings and dates etc for the following financial year.

14. Poor work performance will be dealt with in terms of regulation 32 (3) of the Performance Regulations gazetted in Notice No 805,
published on 1 August 2006.
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3. FUNCTIONAL ALIGNMENT OF THE INDIVIDUAL PERFORMANCE SCORECARD TO THE INTEGRATED DEVELOPMENT PLAN

(IDP) OF THE ORGANISATION

The Integrated Development Plan (IDP} of the uMhlathuze Local Municipality for the financial year 2010/2011 is aligned to the prescribed
National Key Performance Areas:

Basic Service Delivery

- o .

All departments within the organisation are accountable for the successful fulfilment of IDP specific programmes listed under each of the above
National Key Performance Areas.

The Senior Manager Corporate Services is directly accountable for the following IDP Programmes directly linked to the IDP Framework for the

Good Governance and Public Participation

Local Economic Development
Institutional Development and Transformation
Financial Viability and Management

2010/2011 financial year as indicated in the IDP column of the scorecard:

Public Participation

Governance

orporate

1.2.1 | Secretarial Services
1.2.2 | Legal Support Services
1.3 | Public Safety and Security Services
1.3.3 | Crime Reduction / Prevention
1.4 | Office of the Municipal Manager
1.5 | Councillors
Municipal Institutional Institutional 4.3 | information Management
Development & Development 4.4 | Human Resource Services
Transformation 4.4.1 | Recruitment Strategy
4.4.2 | HR Management Strategy
4.6 Education, Capacity Building and Training
Municipal Financial Sound Financial | 5.1 Financial Planning
Viability & Management Management
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4. FUNCTIONAL KEY PERFORMANCE AREA SCORECARD

Good
Governance

Secretariat
Services

it ai et b Hini 4l 5“;; : i
QOrganise and 1.1 1.2.1 | Compile and deliver a) Copy of Council's
provide agendas and other related standing rules of order
. . b) Maintain a list of all
secretarial documents in accordance meetings held for
services with Council’'s Standing financial year as per
{organize, Rules of Order and report approved list by the
produce and quarterly to the portfolio ‘éa;'ggsa%%mg:r:;ls'
distribute committee. ¢) Fiie copies of agendas
documentation, Quartery to and items attached or
agendas, 30 Jun 2011 roifoarencetcil_I or||= g Eog:trol
; sheet on the e
mlnutgs etc.) for d) Copies of delivery book
Council, Exco e) Copy of quarterly
and Sub reports to portfolio
Committee committee and the
; resolution taken in this
Meetlngs. regard or referenced on
a control sheet on the
POE file
Manage 1.2 | 1.21 | Schedule Portfolio a) Maintain a list of all
Portfolio committee, EXCO and meetings held for
. . . financial year as per
Committee Council meetings as per approved list by the
System. schedule and report various portfolio
quarterly to the portfolio commitiees
committee on the number b) Cc.’p“:s °ff agerr'gal? and
of agendas, meetings and Quarterly to g?n”m‘?ﬁegg‘:gfe;fm
minutes 30 Jun 2011 on a control sheet on
the POE file
c) Quarterly report to
gither have the

supporting evidence
oross referenced on
the control sheet or
have these on POE file
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:::::

it

Maintain Update Council policies Maintaina
Council policies and delegated powers comprehensive list or
d del d . hi I register of all Council
and delegate register n_10nt y as resu t policies and delegated
powers. of Council resolutions powers;
impacting on policies and b) Indicate on document in
report quarterly to the (a) above when policy of
. A delegated power |s
por_tf_ollo committee on revised
policies updated ¢} Updated policies or
delegations to ba signed
off and filed on POE file
or cross reference to the
Registry file where
2 :%u?rteg\é :‘: document is located.
un d) Copies of C/Resolutions
which approve the
amendments Or cross
reference to Registry file
e) Copy of item for
quarterly report to
portfolio and relevant
resolution to be placed
on POE file
fi Copy of memo to
relevant department
who have to comply
with amended policies
or delegations
1.3.2 | 1.2.1 | Establish a Policy review a) Copy of report
committee by 30 Sept b)  Councll resolution
2010 2 |30 Sept2010
Deliver an 14 |15 Ensure the delivery of an a) Copy of quarterly item
administrative effective and efficient o the portfolio
. L . ) i committee
support service administrative service to
to Councillors Councillors on a full time Quarterly to
basis by reporting 3 y
\ 30 Jun 2011
quarterly statistics on
services to the portfolio
committee up to 30 June
2011
21
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Good
Governance

Legal
support
services

oKs |
M

géi :

£ eErkrk ;
Update register of

Maintain and updaié

Management of | 2.1 122 i ) )
legal litigations by or against :?és‘:ﬁ;:g:‘o::ﬁ“m
proceedings by Council and report referenced to
or against quarterly to the portfolio Quarteriy to documents on Registry
Council committee on statistics for 30 Jun 2‘6 11 [y geS: i
: opy of item on
the previous quarter quarterly report to
portfolio committee.
¢) Copy of portfolio
committee rasclution
Manage the 2.2 1.2.2 | Quarterly report to By- a) Schedule of bylaws to
Legislation laws Committee regarding gﬁ;ﬁ;‘f‘"’e" per
adopted by the review of all Councils’ b) - Evidence of
Council. By-Laws. consultation with other
Quarterly to user departments
30 Jun 2011 | ¢) Copy of revised
bylaws where
applicable
d) Copy of report to
Bylaws Committee
with resolution
Draft contracts | 2.3 | 1.2.2 | Update register of a) Updated register with
and provide contracts referred to SM ;f;;’i’;‘: g’e’:fmzts
legal input on CS for drafting and b) Copies of ﬁn;’,
all issues prior vetting. Quarteriy t contracts
to contracts Quarterly report to the 30”1:‘2{] 1‘: c) Copy of quarterty
being signed to Corporate Services reports to portfolio
. o . R committee with
which Council is portfolio committee on the resolutions
a party number of agreements
drafted and vetted.
Effectively 24 |1.3.3 | Manage contractors or a) Evidence of
manage the service providers’ inspections conducted
-~ and supplier meetings
Council's performance monthly and held
Security contract report quarterly to the b) Copies of invoices
Corporate Services authqr;sed fOrprlyrﬂt-mt
H H as evidence g
portfolio committee. Quarterly to inspections performed
30 June 2011 to substantiate
management of
contract/ SLA.
¢) Copy of report to
portfolio committee
with resolution
d) Evidence of evaluation

of service provider
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