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DRAFT POLICY —~ EXIT MANAGEMENT OF STAFF
Dated March 2022

Principles

Exit of staff from the organisation can be regarded as dismissal, resignation, unfit for duty, retirement or death.
The following processes are followed when staff exit the organisation:

Resignation

An employee must inform the employer in writing of his/her intention to resign.

An employee must give one month (30 calendar days) notice. If an employee gives shorter notice than the one
month period, no money will be subtracted for the shorter notice. The one month notice will however assist the
personnel office to finalise the termination procedures. It is however still the prerogative of the Municipal Manager
to make a decision to accept / not accept the shorter notice pericd.

The following procedures will be followed by the personnel office;

The employee must be notified in writing that the resignation is approved.

The employee must be presented with a service certificate. The reason for termination of service may only be
mentioned if the employee requests the employer to do so.

An exit interview with the employee will be conducted by the Personnel office.

During the discussion the employee will be informed of the following:

. No leave may be taken during the month of notice, if applicable.

) The employee must inform the employer in writing which option they prefer regarding the payments of
retirement-/pension funds. Whether the employee wants their money to be transferred or paid in cash.

. If the employee has annual leave, it will be transferred into the employee's bank account on the last day
of service.

. Payment of salary will take place on the last day of the month. (Not the 25" as usual)

. Payment of pro rata service bonus will take place on the lfast day of the month.

. The relevant retirement- / pension fund will make payment. The normal time period is & weeks. The
retirement- / pension fund will calculate the tax on the relevant payment.

» No continuation of the employee’s medical fund will take place. Funds must be informed if the employee

resigns. All leave will be cleared to zero on the PROMUN system.

If an employee’s resignation is approved and the employee decides to withdraw his/ her resignation, the Manager:
Human Resources will inform the Municipal Manager in writing for a decision.

Dismissal

After being informed in writing that services will be terminated, the following procedures will be followed by the
personnel office:

The employee must be provided with a service certificate. The reason for termination may only be mentioned if the
employee requests the employer to do so.

The personnel officer informs the employee of the following:
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The employee must inform the employer in writing which option they prefer regarding the payments of
retirement- / pension funds. Whether the employee wants the money to be transfer or paid in cash.

if the employee has annual leave and pro rata bonus, the financial department must be informed so that
the leave and pro rata bonus can be paid out.

Payment of salary as calculated will take place on the day of dismissal.

The relevant retirement- / pension fund will make payment. The normal time period is 6 weeks. The
retirement- / pension fund will calculate the tax on the relevant payment,

The employee will qualify for unemployment insurance and the U119 forms will be completed.

No continuation of the employee’s medical fund will take place. Funds must be informed if the employee
has been dismissed.

Al feave will be cleared to zero on the PROMUN system.

Retirement {Normal and Early)

At normal retirement (65 years) the employee will receive a letter from the employer well in advance to inform them
of the retirement at the age of 65 years.

An exit interview with the employee will be conducted by the Personnel office.

During the discussion the employee will be informed of the following:

No feave may be taken during the month of notice.

The employee must inform the employer in writing which option they prefer regarding the payments of
retirement- / pension funds. Whether the employee want the money to be transferred or paid in cash.

Iif the employee has annual leave, a tax indication will be requested from SARS. When the indication is
received back, funds will be transferred into the employee’s bank account or paid by cheque. This will not
take place on the last day of service.

Payment of salary will take place on the last day of the month.

Payment of pro-rata bonus will take place after the tax calculations are received from SARS.

The relevant retirement- / pension fund will make payment. The normal time period is 6 weeks. The
pension fund will calculate the tax on the relevant payment.

The employee will qualify for unemployment insurance and the U119 forms will be completed.

Should the employee belong to a medical aid the employee must apply in writing to continue with the
appropriate medical fund. it will be presented to the Municipal Manager for approval,

Al teave will be cleared to zero on the PROMUN system.

The employee must be presented with a service certificate. The reason for termination of service may only
he mentioned if the employee requests the empioyer to do so.

Medical unfit for duty

Should an employee be declared medically unfit for duty the following procedures will be followed:

A date will be determined when the employee’s services will be terminated if the persons have not already
been out of service. The date will be determined according to circumstances. During this discussions, the
employee and his/her union representative will be present.

The employee must inform the employer in writing which option they prefer regarding the payments of
retirement- /pension funds. Whether the employee wants the money to be transferred or paid in cash.

If the employee has annual leave, a fax indication will be requested from SARS. When the indication is
received back, funds will be transferred into the employee's bank account or paid by chegue. This will not
take place on the last day of service. Form D must be completed.

Payment of salary will take place on the last day of service as determined.

Payment of pro-rata bonus will take place after the tax calculations are received from SARS.
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° If the member belonged to a group scheme, arrangements must be made for payment from the appropriate
scheme. Applicable Group Insurance schemes will terminate with termination (WECLOGA for previous
Robertson employees and SANLAM for previous Ashton and Bonnievale employees).

° The relevant retirement- / pension fund will make payment. The normal time period is 6 weeks. The
pensicn fund will calculate the tax on the relevant payment.

° The employee will qualify for unemployment insurance and the U9 forms will be completed.

. Should the employee belong to a medical fund the employee must apply in writing to continue with the
appropriate medicat fund. it will be presented to the Municipal Manager for approval.

. The employee must be presented with a service certificate. The reason for termination of service may only
be mentioned i the employee requests the employer to do so.

. All leave will be cleared to zero on the PROMUN system.

Death

if an employee passes away the personnel office will proceed as follow:

® The beneficiaries will be requested to visit the personnel office to complete administrative processes. A
death certificate must be presented before proceedings can start. First the process of the funeral claim
will be finalized and the claim forms will be completed and send to the applicable fund.

. If the employee had annual leave, a tax indication will be requested from SARS. When the indication is
received back, funds will be transferred info the employee's bank account or paid by cheque.

» It wili be arranged that payment of pro-rata bonus will take place up to the date of death.

) It will be arranged that applicable group insurance schemes make payouts. The necessary forms will be

completed by the beneficiaries. (WECLOGA for previous Robertson empioyees and SANLAM for previous
Ashton & Bonnievale employees)
) Forms will be completed fo claim for funeral costs.
The relevant retirement- / pension fund will make payment. The normal time period is 6 weeks. The
retirement- / pension fund will calculate the tax on the relevant payment.
Beneficiaries must be provided with a service certificate.
All leave will be cleared to zero on the PROMUN system.
The medical fund must be informed that the member has passed away.
The relatives will qualify for the unemployment insurance and the UI19 and UI53 forms and the salary
statements of the last six months will be send to the employee.

When the personnel office are informed of a termination, the Personnel office will inform the following people by
sending an e-mail namely; Municipal Manager, relevant Director and Manager, Manager: Administrative Support;
Manager: Income Services, Manager. Budget Office, Manager. Expenditure Services, Stores, |T department,
Manager: Labour Relations, Salary department, HR Clerks, Perfomance Management, IDP and Data Management.

Medical funds rules for retired employees

In respect of medical aid, the Main Collective Agreement applies to employees only, and not to retired employees.
The ceiling that applies to employees does not apply to pensioners.

Pensioners do not have any automatic right to change funds after retirement and then to expect the municipality to
pay a higher contribution than would have been the case had he or she remained with the same fund as at
retirement.

The municipality is only responsible for the contribution and concomitant increases in respect of the fund of which
he or she had been member at retirement. Municipalities are not obligated to permit retired employees fo change
funds. However, Langeberg Municipality allows retired employees to change funds.

The rules of the fund of which the employee had been a member at refirement will regulate after-retirement
contributions for pensioners.
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Only the retired employee and his spouse, if applicable, can receive the continued membership. Children is not
part of continued membership,

NOTE: The personnel office will only provide a service certificate.

The employee will be informed at the exit interview of the following:

The employee will inform the personnel office in writing what their choice will be regarding their pension;
No leave must be taken during the employee's notice month;

The leave of the employee will be paid into their bank account at the end of the month if tax calculations
are not applicable;

The employee's pension fund will pay their money into their bank account. 1t normally takes about six
weeks. |f atax calculation is needed, the pension will only be paid after the tax number is received;
Payment of the employee’s salary will take place on the date of their termination (last working day);

The employee’s UI19 form will be send to them after fermination. The employee must provide this
information to the Department of Labour;

At retirement and medical disability the employee can apply to continue with their medical fund. They
must inform the perscnnel office of their decision beforehand.
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CONFIDENTIAL EXIT INTERVIEW FORM

At the outset the staff member must be informed that the interview is confidential and that the staff member's
name will not he attributed to the information provided.

Staff Member's Name: Employee No.

Department: Post;

Date of Interview: Place:

Interview conducted by:

Designation:

Date of Resignation:

Last Day of Service:

Tick Reason for Exit Tick Reason for Exit
Personal Insufficient challenges
Improved salary conditions Inadequate support from management
Lack of capacity for position Poor communication/ relationship with
superiors/colleagues/ subordinates
Seeking better career Commuting difficulties
advancement
Change in professionaldirection Insufficient accommodation for specific
needs

Inadequate leadership orguidance Unsatisfactory work environment
Overloaded with Pay disparity
responsibilities
Need to relocate/ emigrate To avoid transfer
To study full-time To care for child/ children
To care for elderly dependents To retire early
For personal/ family healthreasons Discrimination
To avoid consequences of proposed or Other
actual disciplinaryaction
Comments:
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DRAFT POLICY — RECRUITMENT, SELECTION AND APPOINTMENT OF STAFF
Dated March 2022
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Scope of polic

The Municipal Staff Regulations apply to all municipalities as defined in section 2 of the Act; and all staff members of a
municipality.

These Regulations must be read in conjunction with the Local Government: Regulations on Minimum Competency
Levels, 2007, Government Notice No. 493 as published in Government Gazette No. 29967,

Unless otherwise specified in these Regulations, these Regulations do not apply to all senior managers; and persons
participating in the national public works programme or a similar scheme.,

The Minister may, by notice in the Gazetfte, extend the application of these Regulations to a municipal entity.
Guidelines

These Regulations must be read in conjunction with the Guidelines published by the Minister in terms of section 72,
read with section 120 of the Act.

Principles

10. (1) The recruitment, selection and appointment of a staff member to a post on the staff establishment
must;

(@)  comply with the requirements of the municipality's employment equity policy and plan: Pravided
that if a municipaiity is unable to adhere fo the employment equity plan due to specialised scarce
skills required for a specific post, the municipality must record reasons for deviation from the
policy;

(b}  beintegrated with other human resource management systems and procedures;

{c)  use objective competencies specified in the Regulations; and

{(d)  befilled through advertising in accordance with reguiation 14.

Determination of recruitment needs

1. (1) Every municipality must-
(a) develop the strategy to;
(h  fill funded vacancies;and
(i)  reduce turnaround times for filling of approved vacant funded posts;
(b)  fill all funded vacant posts on the staff establishment within six months of a funded post becoming
vacant;
{c}) atalitimes have the capacity and capability to perform its functions.

(2) The strategy contemplated in sub-regulation {1)(a) must include timeframes for the various activities
included in the recruitment and selection processes.

{3) A vacant post on the staff establishment may not be filled unless-
(&) the Municipal Manager or a staff member to whom this function is delegated has approved the
filling of the post and
{(b)  the postis budgeted for.

{4} Deviation from the above-mentioned may be granted on the following grounds:
(&)  budgetcut requiring pricritisation of personnel expenditure;
{b)  impending re-structuring exercise; and
{c) alternative staffing solutions are adopted.
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General requirements for appointment of staff

12

(1) No person may be appointed as a staff member on a fixed-term contract, permanent basis, or
probation, to any post on the approved staff establishment of a municipality, unless he or she-
(a) s a South African citizen, permanent resident or foreign national with a valid work permit;
(b)  and possesses the relevant competencies, qualifications and experience, as set out in Annexure
A.

Competency requirements for staff

13.

(1} A person appointed as staff member in terms of these Regutations must, where appticable-
{a) have the necessary competencies; and
{b)  comply with the minimum requirements for education gualifications, work
experience and knowledge as set out in Annexure A.

(2) A staff member who was appointed before these Regulations came into effect and who does not meet
the minimum competency requirements of the relevant post as prescribed, shall be deemed to be meeting the
requirements of the post. Despite the provision of this regulation, a municipality may place a staff member on a
program to acquire the competency requirements as prescribed in order for the staff member to beeligible for
career cpportunities in the municipality.

{(3) If a staff member has not attained the competencies as prescribed in these Regulations, the municipality
must utilize the workplace skills plan to identify and address the staff member's competency gaps and development
needs.

{4) The Minister may issue a notice in the gazette determining uniform competency-based assessment for
specific accupational streams.

(5) The municipality must subject a staff member to a competency assessment for specific occupational
streams as determined by the Minister in terms of sub-regulation13(4) above.

Advertising of vacant post

14.

(n The municipality must advertise a post after the approval referred to in sub-regulation 11{3){a) has
been obtained.

(2) The advertisement must at least specify the-

(@) jobtitle;

{b)  termofappointment;

{c}  place of work;

(d)  applicable salary scale or pay range;

{¢) competency requirements of the post, and where applicable the minimum qualifications and
experience as set outin Annexure A;

{f inherent requirements of the job;

(g}  summary of the core functions;

{h}  need for signing an employment contract and, where applicable, aperformance agreement and
disclosure of benefits and interest;

{i) address where applications must be sent;

{i) place where applicants can obtain the application form;

(k)  contact person;

{l)  where necessary, the need to undergo screening and vetting; and

{m) closing date for submission of applications.

(3) If a municipality does not have the capacity to manage recruitment processes, such municipality may
appoint a recruitment agency to undertake the recruitment processes including-
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(a)  response handling;
(b}  compilation of -
(i) long listof all applicants who applied for the advertised post;
(i) preliminary list of applicants who meet the requirements;
(i) listof applicants who do not meet all requirements but have the potential;and
(iv) list of applicants who do not meet the requirements: Provided that the advertising and
recruitment procedures comply with the provisions of the Act andthese Regulations.

(4) The recruitment agency contemplated in sub-regulation (3} shall not undertake the selection process.

(5) An advertisement contemplated in sub-regulation {2) may be utilised to create a pool of potential
candidates valid for a period not exceeding six months from the date of advertisement to fill any other vacancy in
the refevant municipality if -
(a) the job titte, core functions, inherent requirements of the job and the salary level of the other
vacancy is the same as the post advertised; and
(b}  the recruitment process contemplated in these Regulations has been complied with.

(6) A municipality may advertise any funded vacant post, as a minimum, within the municipality, but may
also advertise such post -

(@) locally,or

(b} natiohwide.

Application for vacant post

15.

(N An application for a vacant post must be made on the form that is attached as Annexure B.

(2) Despite sub-regulation (1), a municipality may use an on-line application form that contains the information
in Annexure B and is consistent with these Regulations.

(3) An applicant for a post must disclose-
{a)  his orher qualifications and experience;
(b}  his or her contactable references;
{c)  his or herregistration with a relevant professional body, if applicable;
{d}  full details of any dismissal for misconduct or substandard performance;and
{e)  any disciplinary actions, whether pending or finalised, instituted against the applicant in his or her
current or previous employment.

4) Any misrepresentation or failure to disclose material information contempiated insub-regulation {3) and
the application form, is a breach of the Code of Conduct for Municipal Staff as provided for in Schedule 2 of the
Act.

{5) Applications not made on the prescribed application form will render any appointment or contract
entered into, between the municipality and the successful candidate invalid.

(6) The municipaiity must maintain a record of all applications received and the information contained in the
applications must be kept confidential and stored in a secure place on the municipality's premises. A record of
applications shall be disposed of in terms of the National Archives and Record Service of South Africa Act, 1996.

(N The record must contain-

(a} the applicants’ biographical details and contact information;
{b) the details of the post for which the applicants were applying;
{c} theapplicants’' qualifications; and
{d) any other requirements outiined in the application form.
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Selection panel

16.

{n A Municipal Manager or his or her delegate must appoint a selection panel for each of the advertised
post to recommend the appointment of a suitable person to the vacant post.

{2) The selection panel must comprise of at least 3, but not more than 5 members.

{3) The chairperson of the panel must be the supervisor or a staff member employed at least one job grade
higher than that of the advertised post.

{4) In deciding on the composition of the selection panel, the Municipal Manager must have regard to the
following considerations:

(a)  The nature of the post;

{b) the gender andrace balance ofthe panel; and

{c) the skills, expertise, experience and availability of the persons to be involved.

{5) A member of a selection panel must-
{a) disclose any interest or relationship with shortlisted candidates during the short listing process;
{b)  recuse himself or herself from the selection panel if-
(i} his or her spouse, partner, close familty member or close friend has beenshortlisted for the
post;
{iy the panel member has a de facto relationship or some form of indebtedness to a
shortlisted candidate or vice versa; or
(iliy any other conflict of interest; and
(¢}  sign a declaration of confidentiality as set out in Annexure C to avert the disclosure of information
to unauthorised persons.

{6) if a union representative is allowed fo aftend interviews as an observer, he or she must sign the
declaration as set out in Annexure C to prevent the disclostre of information to unauthorised persons.

{7) The head of human resource or his or her delegate must facilitate and provide advisory services during
the selection process to ensure compliance with the Regulations in the recruitment and selection process.

(8) A staff member delegated fo provide secretarial services during the selection process may not form part
of the selection panel.

9) Each panel member must disclose potential conflict to be considered by the full selection panet at the
initial meeting of the panel.

{10}  if a conflict of interest becomes apparent during the selection process, the Municipal Manager or his or
her delegate may take the appropriate steps to remedy thesituation, which may include declaring the selection
process invalid and commencing a new process.

(11} if a conflict of interest becomes apparent after the appointment, the Municipal Manager or his or her
delegate must report the matter to the relevant delegated authority which must take remedial action and, where
necessary, disciplinary action.

Shortlist of applicants

17.

(1) The municipality must compile a list of all applications received for the post evaluated against the
relevant competency requirements for the post.

(2) The selection panel must compile a shortlist based on the inherent requirements of the position as
advertised and with due regard to section 20 of the Employment Equity Act.
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interviews

18.

(1) The list of shortlisted candidates and copies of their applications must be submitted to the selection
panel prior to the interviews taking place.

(2) The selection panel for a post, once constituted, must remain the same at all times. If a member of the
selection panel is unable to proceed with the interviews due to circumstances beyond that member's control,
such panel member may be replaced or withdrawn. If the selection panei does not quorate, the panel must be
reconstituted.

(3) Despite the provisions of sub-regulation 2, a municipality must grant observer status to each of the
recognised trade union representatives during the interviews: Provided that failure by the union to attend the
interviews from proceedings will not invalidate the decision of the panel.

(4) The selection panel must interview the shortlisted candidates.

{5} Before the interview for a specific post commences, the selection panel must confirm the selection
criteria for the advertised post, based on the relevant competencies required for the advertised post.

{6) The selection panel must keep a written record of the interviewed candidates.

{7} After considering all the relevant information, the selection panel must recommend candidates in order
of preference. If the recommended candidate declines an offer of employment, the next suifable candidate,
where applicable, may be considered for appointment.

{8) If it is determined that the recruitment process has not attracted suitable candidates, the post may be
re-advertised.

{9) if the post is categorised as a critical and scarce skill post, alternative recruitment methods such as
executive search, head-hunting, referrals and re-advertising may be conrsidered only if the recruitment process
has not attracted suitable candidates.

(10)  The recommendations of the selection panel must be determined by-
{a) consensus;or
{b)  where the panel fails to reach consensus, the matter shall be referred tothe Municipal Manager or
his or her delegate for mediation or resolution.

(11} H the selection panel recommends an appointment to the post, it must submit its recommendation to the
Municipal Manager or his or her delegate for approval.

References and personal credential verification

19.

(1) Reference checks and personal credential verification for shortlisted candidates must be conducted
by-

(a) verifying the candidate's suitability for the job with the current or previous employer;

(b) establishing the validity of candidate qualifications and any other verification required by the
position before appointment;

(¢} determining whether the candidate has been dismissed previously for misconduct or poor
performance by another municipality or employer, and, if so,the nature of that misconduct or
poor performance; and

(d) verifying any other additional personal credentials as may be required by the nature of the job
such as criminal records, identification document, security clearance and, where necessary,
credit checks.

(2) A written report on the outcome of the reference checks and personal credential verification must be
compiled and considered before the appointment is concluded.
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{3) Despite sub-regulation (1)(a), a candidate who does not have a previous employment record may not
be disqualified as a candidate for appointment to an advertised post.

Appointment

20.

(1} A person may be appointed as a staff member only if he or she-
(a)  possesses the relevant competencies as prescribed in Annexure A; and
(b} isnotdisqualified in terms of regulation 22.

(2) The Municipal Manager or the staff member to whom this function is delegated must-
(@)  consider the recommendations of the selection panel; and
{b) decide-

(i}  whom to appoint; and
(i} the terms and conditions of employment.

(3} Before making a decision to appoint, the Municipal Manager or delegate must satisfy himself or herself
that the candidate meets the relevant requirements of the post as provided in Annexure A,

(4} If the decision of the Municipal Manager or the delegate does not accord with the recommendations of
the selection panel, the reasons for such a decision must be recorded in writing.

(5) An appointment may only take effect after the Municipal Manager or his or her delegate has approved
the appoiniment in wrifing.

(8) The Municipal Manager or his or her delegate must ensure that all the interviewed candidates are informed
whether or not they were successful.

{7) Unsuccessful candidates must, on request, be provided with reasons in writing as to why they were not
successful.

Appointment of support staff to offices of public office bearers

21,

(1 A person appointed o a post on the approved staff establishment in order to support the office of a
public office bearer must either be—
{a) seconded from a post on that municipality’s approved staff establishment or another municipality's
staff establishment; or
{b) appointed on a fixed-term contract of employment linked to the term of office of the public office

hearer,

(2) The duration of the secondment or fixed-term employment contract contemplated in sub-regulation (1),
may not be longer than 30 days after the public office bearer vacates office.

Re-employment of dismissed staff

22.

(1) A person who was dismissed from a municipality for any reason stated in column B of the table in
Annexure E, may not be empioyed in any municipality before the period set out in column C of the table has
expired.

(2) Despite sub-reguiation (1), a person who has lodged a dispute in terms of any applicable legislation,
may be appointed subject to the ouicome of the dispute.

(3) The periods set out in column C of the table in Annexure E, run concurrently in respect of a person who
was dismissed for more than one category of misconduct set out in column B of the table in Annexure E.

(4) A municipality must maintain a record of staff dismissed for misconduct and staff who resigned prior o
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the finalisation of any disciplinary proceedings.

{5) The record must contain-
(a)  thefull names and identity number of the person;
(b} the title of the post that the person occupied;
) the nature of the misconduct;
(d) the date of suspension, if any,
) the conditions of suspension, if any,
(f)  the date on which the misconduct was referred to a disciplinary hearing or pre-dismissal
arbitration,;
(g) the date of commencement of the disciplinary hearing or pre-dismissal arbitration;
(h} thefinding;
(iy  whether a dispute was referred to the bargaining council or the Labour Court;
(I}  thecosts incurred by the municipality; and
(k}  the date of resignation or dismissal of the person.

Probation

(1) The appointment of a person as contemplated in these Regulations must be effected on a minimum
probationary period of three months and a maximum probationary period of 12 months.

(2) The probationary period must be determined on the basis of the job requirements and the minimum period
required to establish whether performance is satisfactory or not.

(3) The period of probation excludes the number of days for which leave has been taken by the staff
member during the period of probation or any extension thereof.

{4) The Municipal Manager or his or her delegate must-
(a) inform the staff member within the first two weeks of employment of thatmember's performance
requirements;
(b} ensure that the staff member completes the municipality's induction programme and
{c) assess the staff member's performance; and provide the staff member with feedback on a quarterly
basis on that member's performance.

(5) If a staff member's performance is not satisfactory, the Municipal Manager or his or her delegate must
advise the staff member of any aspects that the staff member is considered to be failing to meet.

(8) If the Municipal Manager or his or her delegate believes that the staff member's performance does not
meet the required standards, he or she may extend the probationary period or dismiss the staff member,
provided that-
(a) the staff member shall first be given a reasonable period of time for assessment, training,
guidance or counselling; and
(b} the staff member's performance continues to be unsatisfactory after a reasonable period has
been given to the staff member to improve his or her performance.

{7} Despite sub-regulation 6, the Municipal Manager or his or her delegate may extend the probationary
period by a period not exceeding six months, in order to afford the municipality an opportunity to further assess
the staff member's performance.

{8) Within one month after the completion of the probationary period, the Municipal Manager or his or her
delegate must—
{a)  confirm the appointment if-
{i) the staff member's performance during the probationary period was satisfactory; and
(i) the staff member complied with all the conditions of the probationary appointment;
(b)  subjectto the Labour Relations Act, terminate the appointment if—
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(i) the staff member's performance was not satisfactory during the probationary period;
and
{iy the staff member did not comply with all the conditions of the probationary appointment.

Promotion

24,

(1) A staff member who is appointed in accordance with this chapter to a post in a municipality that is
higher in salary level or job grade than the one that he or she previously occupied in that municipality is deemed
to be promoted to that post.

(2) A staff member who is promoted does not forfeit his or her years of service which accrued from those
years of service.

Transfer of staff

25,

(1) A municipality may transfer any staff member in the service of that municipality toany equivalent post in
the municipality or, subject to section 197 of the Labour Relations Act, to an equivalent post in another
municipality.

(2) A staff member may only be transferred-
(a) ifthe staff member requests or consents, in writing, to the transfer; or
(b} inthe absence of consent, if the transfer is fair taking into consideration—
(i}  the operational requirements of the affected institutions, including whether the transfer of the
staff member would address such reguirements;
{ii} written representations from the staff member prior to the proposed transfer; and
{il the extent to which the interests and circumstances of the staff member may be fairly
accommodated.

{3} The salary and other conditions of service of a staff member may not be adversely affected by a transfer
under this regulation without the written consent of that staff member.

4) A staff member contemplated in this regultation may not be demoted, promoted or transferred to a position
at a level which is lower or higher than the staff member's current post level.

Secondment of staff to another municipality

26.

(1) A municipality may second a staff member with the relevant competencies to act in a post that is vacant
in another municipality.

(2) The municipalities contemplated in sub-regulation {1) must conclude a written agreement regarding
the secondment that specifies-
(@)  the municipality responsible for the costs of secondment;
(b) the duration of the secondment, which may not in each case exceed a period of twelve
months;

{¢)  the person to whom the seconded staff member must report;
{(d) the place at which the seconded staff member must work; and
{e) the new job description of the seconded staff member,

Secondment of other government employees to municipality

27.

(M) A municipality may request national or provincial government, another municipality or any state organ as
the case may be, to second a person with the relevant competencies to act in a vacant post for a specified period
or until such time that a suitable candidate has been appointed: Provided that the relevant legislation, terms and
conditions of service of that person apply.

(2) The parties contemplated in sub-regulation (1) must conclude a written agreement regarding the
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secondment that specifies the issues set out in regulation 26(2).

(3) The municipality must inform the MEC of any such secondment and the terms and conditions
associated with that secondment.

Acting appointment

28.

{1) An acting appointment may be made to a funded post in order to ensure that the disruption of services is
minimised.

{2) Unless indicated otherwise in the appointment to the acting post, a staff member of a municipality who is
acting in a higher post in the same municipality must continue to perform the duties of the post that the staff
member ordinarily occupies during the acting period.

{3) A person acting in a higher post has no right or expectation to be appointed fo that post, except as
otherwise provided in these Regulations.

{4) A staff member may only act in a post that is equivalent to or one grade higher than the post that the
staff member ordinarily occupies.

{5) The appointment to actin a post must be-
(@)  with the consent of the staff member;
(b)  inwriting; and
(c}  authorised by the Municipal Manager or the person to whom this function is delegated.

(6) The staff member appointed to act in a post must have the reguisite competencies to be able to perform
the duties associated with the post.

{7} In selecting a person to actin a post, the following must be considered:
(a)  The relevant requirements of the post and that person's performance;
(b)  the municipality's developmental needs; and
{c}  the municipality's employment equity policy and plan.

{8} A person may only be appointed in an acting position for a period not exceeding three months.

(9) Despite sub-regulation (8), the Municipal Manager, or his or her delegate, may extend the period in
sub-regulation {8) for a further period of three months, if there is ajustifiable reason to do so.

{10)  Any further extensions made under sub-regulation {9) shall not exceed a period of nine consecutive
months, whereafter the post must be advertised and filled on a competitive basis.

(11)  The performance of a staff member appointed to act in a post must be assessedin terms of these
Regulations.

Appointment of permanent staff

29.

Except as provided for in regulations 21 and 30, appointments of staff members made in terms of section 66 of

the Act shall be on a permanent basis,

Appointment of staff on fixed term contract

30.

(1} Despite regulation 29, a municipality may, in exceptional circumstances and within its administrative and

financial capacity, appoint a person or persons on fixed term contract without adhering to the procedures and processes as
contained in this chapter.

(2) The application of sub-regulation {1) is subject to the provisions of section 198B of the Labour
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Relations Act.
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ANNEXURE B: APPLICATION FORM FOR EMPLOYMENT

The purpose of this form is to assist a municipality in selecting suitable candidates for an advertised post.
This form must be completed in full, accurately and legibly. All substantial information relevant to a candidate must
be provided in this form. Any additional information may be provided on the CV.
Candidates shortlisted for interviews may be requested to furnish additional information that will assist municipalities tol
axpedite recruitment and selection processes.
All information received shall be treated with strict confidentiality and shall not be used for any other purpose than to
assess the suitability of the applicant.
This form is designed to assist municipality with the recruitment, selection and appointment of staff members in terms of
the Municipal Systems Act, 2000 {Act No. 32 of 2000)

DETAILS OF THE ADVERTISED POST (as reflected in the advert)
Advertised post
applying for
Reference number
Name of the
Municipality

Notice service period

PERSONAL DETAILS
Surname
First Names
ID or Passport
Number
Gender Male | |[Female !
Race African | White [Coloured Indian
Doyouhavea Yes |No Ifyes, elaborate
disability?
Are you a Southiyes [No If not, what is yourn
African Citizen? nationality?

Do you have a valid worklYes No
Permit?
Do you hold aYes |No IName of professional bodyMembership  [Expiry date
professional Number
membership with
any

professional
body?

CONTACT DETAILS
Telephone number during office hours ( )

Mobile phone number

Postal address

Code:

Email Address
Preferred fanguage of communication

QUALIFICATIONS (please elaborate on your CV)
Highest educational qualification obtained

Name of the School Highest Grade Year obtained
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| |

Highest tertiary qualification obtained

Name of Institution Name of a qualification  NQF level  [Year obtained

WORK EXPERIENCE(please elaborate on your CV)

Employer (starting with thePost held From To Reason for leaving
most Month {Year Month [Year

recent)

DISCIPLINARY RECORD

Have you been dismissed for misconduct Yes No

during the past ten (10) years?

If yes, Name of Municipality/ Employer
Type of a Misconduct/ Transgression
Date of Resignation/ Disciplinary case
finalised/Dismissal

Award/ sanction

Have you been accused of an alleged misconductYes No
and resigned from your job pending finalisation of
the disciplinary
proceedings?

CRIMINAL RECORD
Have you been convicted of any criminal offence in a court of law Yes No
during the past ten {10) years?
If ves, type of criminal act
Date criminal case finalised
Outcome/ Judgment

REFERENCES {please elaborate on your CV)
Name of Relationship  {Tel (office hours)  iCeflphone Number [Email
Referee

DECLARATION
| hereby declare that all the information provided in this application and any attachments in support thereof is to the
best of my knowledge true and correct. | understand that any misrepresentation or failure fo disclose any information
may lead fo my disqualification or ferminafion of my employment contract, if appointed.
Signature; Date:
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ANNEXURE C

DECLARATION OF CONFIDENTIALITY BY THE SELECTION PANEL MEMBER

INTERVIEWS FOR THE ADVERTISEDPOSTOF ...
(NAME OF THE ADVERTISED POST)

Date; dd/mmlyy

O TSSO PUP PRSP hereby declare that | have read the provisions of
regulation 24 of the Local Government: Municipal Staff Regulations (“hereinafter referred to as the Regulations™).

| hereby further declare that —

| have no personal interest in any of the interviewed candidates,

f do not have any relationship whatsoever with the interviewed candidates;
I am not indebted to any of the interviewed candidates or vice versa;

my patrticipation in this interviews will not in any way constitute a conflict of interest or unduly influence or attempt to influence
the appointment or promotion for a spouse, partner, family member, friend or associate;

| will not discuss the outcome of these interviews or inform any candidate who has been interviewed about the outcome of
these interviews.

(d) all the discussions emanating from the interview process will be kept sfrictly confidential and no information wilt be
disclosed with any candidate or person who isnot part of the Selection Pane! until such time that the Municipal Manager or his or
herdelegate has approved the recommendations of the Selection Panel and the successful candidate has been duly informed
about the outcome of the decision of Municipal Manager or his or her delegate.

Signedat........ccoocii onthis......... dayof ... 20.....

Signature: Chairperson
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DECLARATION OF CONFIDENTIALITY BY THE STAFF MEMBER PROVIDING SECRETARIAL SERVICES DURING THE
SELECTION PROCESS

INTERVIEWS FOR THE ADVERTISED POSTOF ...
(NAME OF THE ADVERTISED POST)

Date: dd/mm/yy

PSP UPRUPTURPIN hereby declare that | have read the provisions of
regulation 24 of the Local Government; Municipal Staff Regulations {"hereinafter referred to as the Regulations”).

| hereby further declare that —

[ have no personal interest in any of the interviewed candidates;

I do not have any relationship whatsoever with the interviewed candidates;
t am not indebted to any of the interviewed candidates or vice versa;

my participation in this interviews wili not in any way constitute a conflict of interest or unduly influence or attempt to influence
the appointment or promotion for a spouse, partner, family member, friend or associate;

| will not discuss the outcome of these interviews or inform any candidate who has been interviewed about the outcome of
these interviews.

all the discussions emanating from the interview process will be kept strictly confidential and no information will be disclosed
with any candidate or person who isnot part of the Selection Panel unfil such time that the Municipal Manager or his or her
delegate has approved the recommendations of the Selection Panel and the successful candidate has been duly informed
about the autcome of the decision of Municipal Manager or his or her delegate.

Signedat.........cooeoiiiiiiiiiin onthis......... dayof ... 20......

Signature: Chairperson
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ANNEXUREE

CATEGORIES OF MISCONDUCT AND TIME PERIODS THAT MUST EXPIRE BERORE A PERSON MAY BE RE-
EMPLOYED IN A MUNICIPALITY

Column A Column B ColumnC
ITEM CATEGORY OF MISCONDUCT PERIOD
(YEARS)}
1. Financial misconduct contemplated in section 171 of the 10
Municipality Finance Management Act, corruption or fraud
2. Misconduct involving elements of dishonesty or negligence. 5
3. (a) Assault with intent to do grievous bodily harm where a 5
staff member has been criminally charged and convicted.
(b} Sexual harassment 5
4. Colluding or acceding to an influence of any Councilior not to5

enforce an obligafion in terms of this Act, any other legisiationor
by-law or a decision of the municipal council of the municipality,
and who has been found guilty of an offence andconvicted to a
fine or to imprisonment for a period not exceeding one year.

[;]

5. Facilitating or aiding an cccupier of premises in a municipalityto
deny an authorised representative of the municipality or &
service provider access at all reasonable times to the premises
in order to read, inspect, install, or repair any meteror service
connection for reticulation, or to disconnect, stop or restrict the
provision of any service.

6. Convicted of an offence and sentenced to more than 12 5
months imprisonment without the option of a fine.
7. (a) Used the position as a staff member or confidentialb
information for private gain or to improperly benefit another
person.

(h) Disclosed of any privileged or confidential informationd
obtained as a staff member of a municipality to an unauthorised
person or persons.

¢) Took a decision on behalf of the municipality concerning a
matter that the senior manger's spouse, partner or business
lassociate, has a direct benefit or private business interest.

(%3]

8. Being party to or beneficiary under a contract for the provision

of goods and services to any municipality or any municipalentity
established by a municipality.

9. Soliciting or accepting directly or indirectly any gift or favour o
that may influence the exercise of his or her functions, the
nerformance of his or her duties, or judgment.

10. Discrimination against others on the basis of race, gender, 5
disability, sexual orientation or others grounds prohibited by they
Constitution,
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Column A Column B Column C
ITEM CATEGORY OF MISCONBUCT PERIOD
(YEARS)

11.

Breach of the Code of Conduct for Municipat Staff as contained?
in Schedule 2 of the Municipal Finance Management Act, other
than misconduct referred to in iftem 1 to 10 in this table.
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ANNEXURE F

PROBATION REVIEW FORM

You are NOT required o submit a copy of this form where the staff member's performance during probation
is satisfactory. However, you MUST submit a copy and seek the adviceof the Head of HR unit as soon
as possible if difficulties arise during the probationary period which mean that extending the probationary
period and/or non-confirming the staff member in post are possible outcomes. Non-reporting will result
in the assumption that the staff member’s probation period is progressing satisfactorily.

The supervisor should ensure that the staff member is given a copy of this document ateach stage of
their probation and should retain the original to monitor progress against set objectives at follow-up
meetings.

Probation Record

Staff membername:
Job Title:
Grade:

Department

Start Date:

Supervisor:

Please tick when
Date Due completed

Initial Meeting

1-month review:

3-month review:

B-month review:

9-month review:

12-month review:
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PART 1
Initial meeting

This section should be completed by the supervisor within a week of the staff member commencing his
or her employment.

SECTION A Objectives

The supervisor should identify specific performance requirements for the staff member.
These will be statements of what should be achieved during the probationary period,
including key performance indicators.

SECTION B: Development Plan

To support the staff member in achieving these requirements, the supervisor should
identify any training and development needs and specify how and when these needs will
be addressed during the probationary period.

Staff member’s Signature;
Supervisor's Signature;
Date.

PART 2

First review (1 month} - a copy of PART 2 of this form may also be used to conduct a 3,6 and 9-month
review with a staff member whose probationary period is 6, 9 or 12 months

To be completed by the supervisor in discussion with the staff member.

(please tick) Improvement Satisfactory Good Exceilent
required

Quality and accuracy of
work

Efficiency

Attendance

Time Keeping

Work relationships (team
work and interpersonal
communication skills)

Competency in the role
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helow.

If any areas of performance, conduct or attendance require improvement please provide detailg]

remaining period of probation.

Where concems have been identified, please summarise how these will be addressed duringthel

Summarise the staff member's performance and progress over the period

Have the  requirements
identified for this period ofthe
probation heen met?

YES/NO

If NO, what further action
required?

is

Review Date

Have  the training
development needs identified
for this period ofthe probation
been addressed?

YES/NO

Staff member's Signature:;

Manager's Signature:

Date:
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PART 3
Final Review

To be completed by the supervisor in discussion with the staff member:

(please lick) improvement  [Satisfactory  Good
required

Excellent

Quality and accuracy ofwork

Efficiency

Attendance

Time Keeping

Work relationships (team work
land interpersonaj
communication skills)

Competency in the role

Have  the  requirementslYES /NO If NO, please provide details

identified for the probationary
period beenmet?

Have  the  training YES /NO
development needs identified
for the probationary period
beenaddressed?

Summarise the Staff member's performance and progress over the period

Is the Staff member's appointment to be confirmed?

YES/NO

any difficulties which have arisen during the probationary period.

If NO, please provide reasons below and summarise what action has been taken toaddress

probationary process here.

The Staff member may provide any comments about his or her experience of the

Should the Staff member's probationary period be extended?

YES INO




LANGEBERG

MURNISTPALITET MUNICIPALITY MASIPALA

{please tick)

Improvement

required

Satisfactory

(Good

Excellent

If YES, please provide reasons and, where appropriate, specify any areas of improvement
required and how these will be monitored.

Length of the extension (max 3 months):

New Probation Period completion date:

Staff member's signature:

Manager's signature:

Date:
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DRAFT POLICY — INDUCTION OF NEW STAFF

Dated March 2022
Introduction
1. () The induction of staff is critical to ensuring—
(a) the comprehensive introduction of newly hired staff members to the operations, ethos
and culture of a municipality; and
(b) the speedy integration and long-term retention of staff members.
(2) Induction is an important component of the municipality's recruitment and selection, capacity

building and retention of staff strategles and procedures.

Principles and purpose

2. (H The importance of consistent induction requires all new municipal staff members to attend a
standardised induction programme within a month of commencing employment.

(2) Induction programmes should result in new staff members having a clear understanding of the
operations of the municipality, as well as its structure, strategy, objectives and culture.

(3) Municipalities should use induction programmes to:

(a) welcome new employees in a constructive way that projects a positive image of the

municipality;

(b) introduce the staff member to the working environment and his or her colleagues;

(c) facilitate integration into the job functions, the department, team and the municipality as
a whole;

{d) provide the new staff member with comprehensive information about the municipality's

policies, health and safety requirements, procedures, facilities, and services,

(e) highlight and introduce performance standards, expectations and required behaviour
patterns for effective job performance;

{f establish a solid foundation for the staff member fo embrace the challenges of the post
and to build commitment to the municipality; and

{0) open effective communication channels,
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Induction procedure guidelines

3.

(h The following steps are provided as a guideline for any induction programme:

(2) Step 1. Pre-arrival preparation and advise reception and the feam:

(a)

Prepare an information pack for the new staff member prior to arrival containing at
teast the following information:

i Welcome letter from the municipal manager and departmental head;
i) Offer letter and details of package;

(

(

(i) Overview of benefits;

(iv) Code of conduct;

{v Job description;

(vi) Start date, where and whom to report to,

One week prior to starting date, the supervisor should give the new staff member a
courtesy call.

Prior to the arrival of the new staff member (i.e., a day or two before the new staff
member commences employment), the supervisor should inform reception and the
relevant team that the new staff member will be joining and provide information
regarding the staff member's arrival in order to ensure a welcoming first day. The
supervisor should ensure that reception knows that the new staff member will be
arriving, and can direct the staff member to his or her new work station.

(3} Step 2: Prepare work station: Ensure that the work area or desk is free and clean and provide
some stationery. If the staff member requires a personal computer, arrange one and faciltate password
access. Also organise parking and appropriate access cards, if necessary and applicable.

{4) Step 3: First and second day orientation; This should be arranged and managed by Human
Resources and the relevant supervisor, The orientation should entail at least the following:

@)

(b)

(c)

Provide a workplace tour: Provide a guided tour of the municipality's work areas with
which the staff member will have most contact, as well as staff and office facilities.
introduce the staff member fo colleagues.

Support provided for general administration (personnel file created, payroll record
created, benefits explained and finalised, uniform and work tools assigned, computer
and e-mail address set up, telephone activated, keys and access cards provided,
stationery and business cards issued, parking assigned), if and where applicable.

The staff member must receive the employment contract as well as copies of the
municipality's applicable policies and be requested to sign the employment contract and
a copy of it which he or she may keep.
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Arrangements should be made for the staff member to meet supervisor for detailed
discussion of—

[ expectations {for example, KPAs);

i) work timetable and tasks for the following two weeks;

) accountability framework (meetings and reporting lines).

) information on the department that he or she will be joining. This will include
the organisational structure of the department, the role of the department and
how it fits into the larger organisational structure, as well as its strategic drivers.
The supervisor must also discuss the new staff member's role and how it fifs
into the municipality, provide him or her with specific tasks for the weeks
ahead, identify any courses or events that the new staff member shouid attend
and make the required bookings.

(5) Step 4 Schedule and run an induction programme: The induction programme should at least be
a one-day session at the beginning of the month in which the employee commences employment to—

(@)

understand the municipality and its integrated development plan;
understand the structures of the municipality,
understand the vision and strategy of the municipality;

acquire insight into and understand the municipality's culture - "the way we do things"
~and the municipality’s values through messages from senior managers,

obtain an overview of policies and the staff member's rights and obligations;

) meet peers from other departments; and
{q) discuss performance and reward management and how it affects the staff member.
(6) For staff members who are at middle management levels in the municipality, the municipality

should customise the orientation to include—

(a)

meeting with the senior manager to agree on a written performance agreement with
clear and realistic goals so that he or she has an early sense of what is expected of him
or her and to negotiate reafistic fimeframes for the new staff member to assume
responsibility;

providing guidance on managing relationships and coming to grips with the challenges
and requirements of the new environment; and
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DRAFT POLICY — ATTRACTION & RETENTION OF NEW STAFF
Dated March 2022

Intreduction

(1)  The attraction and retention of competent staff must form part of the municipality's talent
management framework and strategy.

{2)  Talent management is an integrated process designed to attract, refain and develop competent
staff.

{(3)  Effective talent management ensures operational continuity and sustainability of the municipality
by ensuring that the appropriate people, with the appropriate skills, are in the appropriate job at the right
fime.

{4)  The Municipal Manager must ensure that the municipality develops and implements an effective
staff attraction and retention strategy and plan.

{(5) A committee of the municipal council established in terms of section 79 of the Local Government;
Municipal Structures Act, 1998 (Act No. 117 of 1998) must monitor the implementation of the approved
staff attraction and retention strategy and plan.

Attraction of competent staff

2.

{1} In developing a staff attraction strategy and plan, the municipality must consider the following:

{a) The municipality's staff value proposition.
(i} Avalue proposition is the concise description of what the municipality has to offer potential
staff.
(iy The employee value proposition is a message designed to persuade and entice sought
after professional and technical skills to consider being employed at the municipality.
(i} The staff value proposition should be inspirational, motivational, attractive and distinctive.
(b) The municipality's long-term and current strategic organisational requirements in respect of
leadership competencies, technical skills and public service imperatives.
{c) The municipality's ability as an employer to provide a favourable work environment for staff.

(2)  The attraction strategy and plan should include different techniques that can be used, and may
include those set out in Table 3 below.
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Attraction of staff technigues

Hem

Technique Examples

Building relationships with important sources of talent such
as tertiary institutions, business schools, using referral
hiring, creating partnerships with staff search agencies,
targeting potential staff members, building an internet
recruitment strategy.

Buying talent

Providing training and development for key staff

Building talent members.

Forming alliances with organisations in the private and
. nublic sector, retaining consultants, building skills transfer
Borrowing talent  lyragrammes, outsourcing work, maintaining relationships
with former staff members.

Investigating opportunities such as secondment, flexible)

Bouncing talent  yor arrangements and contract work.

Offering financial and non-financial inducements to retain

Binding talent talent,

Boosting talent Promotion and staff recognition schemes.

identification of competent staff

3. (1) The identification of scarce, critical and high-risk skills must form the basis of any talent
management interventions.
{(2)  The manager responsible for human resources must develop a framework for the identification of
competent staff.
(3)  The framework must enable the identification of leadership groups and technical talent in the
municipaiity.
{(4)  Supervisors, in consultation with the manager responsible for human resources, must identify
competent staff members.

Retention strategy

4. {1)  The manager responsible for human resources must—

{a) oversee the retention strategy; and
{b} ensure that there is consistency in the way in which competent staff are managed and
engaged by—
{iy ensuring that systems and processes are structured to provide flexibility within the legal
framework so that staff can be managed effectively and differently, if necessary;
(ii} providing supervisors with the authority to act in this regard, whilst offering strategic advice
and support;
(iii) reviewing policies and procedures to ensure that they provide the measure of flexibility
necessary to accommodate competent staff members; and
(iv)developing an accountability framework that details the boundaries within which
supervisors may act to retain staff.
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Actions to refain staff

5.

(N Each supervisor must engage on an individual basis with those staff identified as competent staff
members to understand both their tangible and intangible motivations and aspirations.

{2) This engagement may be integrated with the performance management cycle and the formulation
of personal development plans.

{3) The manager responsible for human resources and other human resources staff should support
supervisors by providing them with the methodology and instruments to underiake this engagement.

(4) The engagement with a staff member should take into account—
(a) the staff member's interests, values, skills, and development needs; and
(b) the various options available to the staff member,

(5) Supervisors, in consultation with staff employed in the human resources function, must identify
those tangible and intangible motivations that are not feasible and should consult with the staff member
to find a satisfactory solution.

(6) The engagement must result in a plan that is signed off by both the staff member and the relevant
supervisor and ratified by the manager responsible for human resources.

7y The plan shouid contain both tangible and intangible actions, timelines, targets, and conditional
requirements.

(8) The plan should become the basis for the development, engagement and retention of competent
staff members.

(9) The manager responsible for human resources, together with the refevant supervisors, must
develop and apply a talent exposure programme for new talent entering the municipality or entering a
specific fevel within the municipality.

(10} The exposure programme should aim at providing competent talent with structured exposure to
particular fields of work and roles.

(11) The manager responsible for human resources, or the person to whom this function is delegated,
must ensure that the programme defines the roles that talent on the programme will perform so that their
skills and development requirements are optimised during the exposure, and expectations are managed.

(12} Supervisors should engage with competent staff members in a discussion regarding their plan
on an ongoing basis.

(13} The talent management plan must be reviewed annually and the review should coincide with the
performance management cycle of the municipality.

(14) The review should consider the steps that have been completed in the plan, what is still required
to be done, performance, next steps, amendments and support needed.

(18} The plan should be updated and sent to the manager responsible for human resources for
ratification.
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DRAFT POLICY — SKILLS DEVELOPMENT PLANNING
Dated March 2022

=
O
m
>

Alignment to strategic planning cycles
Determination of skills needs

Skills needs analysis

Staff skills audit

Recognition of prior learning assessment
Personal development plans

Workplace skills plan

Budgeting for skills development

PN O WD !

Part C implementing Skilis Development
Part D Reviewing Skills Development
PartE  Payment for Skills Development Programmes

Objectives
(1)  Skills development must-

support the achievement of the municipality's goals set out in the Integrated Development Plan by
providing critical skills that ensure the delivery of quality services;

promote the development and retention of competent municipal staff, including the development of
technical, professional and specialist staff who have the required quaiifications and skills;

support the employment equity ohjectives of a municipality;
be based on high quality provision and effective workplace learning and development practices,
including coaching, mentoring, on-the-job learning and opportunities for the practical application
of skills in the workplace;
seek to continuously improve its results and the returns on learning investments, by defining
measures of success, conducting regular evaluations and improving the impact of learning,
training and development; and
be designed to support and reinforce other capacity-building programmes in municipalities.

A staff member must take responsibility for his or her development and own career growth.

A municipality must support its staff members by-

clarifying the skills required for jobs, identifying relevant skills needs and developing opportunities
to satisfy the skills needs;

identifying new skills and knowledge required by staff to support their career growth and
progression;

creating learning opportunities which will allow their staff to develop the skills and expertise to
enable them to compete effectively for placement in new or vacant posts; and
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ensuring that skills development is a KPA in senior managers and supervisors performance
agreements. This is aimed at promoting career development through consultations with staff
members.

The skills development process involves planning, skills assessment, implementation and review.

SKILLS DEVELOPMENT PLANNING

Alignment to strategic planning cycles

The determination of municipal skills needs, priorities and budgets must be—

2.

developed once every five years at the commencement of the Integrated Development Planning
process and may be reviewed annually thereafter, and

aligned to the strategic planning cycles associated with the-

integrated development plan;

municipal budget;

human resource planning; and

performance management cycle.

Determination of skills needs

Skills needs in municipalities must be determined by conducting—

3.

skills needs analysis, in which the municipality must identify skifls needs at municipal and department
levels based on critical roles, job categories and associated competencies; and

a staff skills audit, which must identify skills needs for each staff member based on specific
competency needs associated with current roles and future career aspirations.

Skills needs analysis

Every municipality must conduct a skills needs analysis that analyses themunicipality's skills needs
and assesses the skills constraints on service delivery in the municipality as a whole and in each
department or function.

The skills needs analysis must identify the priority skills needs, which if effectively developed, wili have a
marked impact on the municipality's performance.

The process of identifying the skills needs must-

be guided by the critical and scarce skilis lists for the sector published by the Minister for Higher
Education and Training and the Local Government: Competency Framework for Occupational
Streams as contained in Annexure A.

take into account the related institutional capacity needs and workplace skills plan of the
municipality; and

cover all major roles in the municipality, including-
management and leadership;

technical, specialist, professional and administrative roles; and
specified priority skifls needs.

The skiils needs analysis must be based on—

a strategic evaluation of skills needs that have constrained the service delivery and performance
of the municipality and each of its departments or functions in the current year;
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a review of community feedback information and an assessment as to whether a lack of skills has
contributed to the shortcomings in respect of service delivery;

a review of the effectiveness of the implementation of previous priority skills development
programmes and interventions; and

an analysis of individual staff member personal development plans to identify common skills needs
across job categories.

Staff skills audit

A municipality must conduct a skills analysis using programmes or systems determined by the Minister
to ascertain the skills needs of staff members in respect of their current roles.

Skills audit may comprise-
-biographical audits, which includes information on the educational qualifications and experience
of the staff member;
-perception based assessments; and

-gvidence based assessments, including assessments using psychometric instruments.

Skills audit must be conducted once every five-years within 24 months from the election of the new
council of a municipality.

Recognition of prior learning assessment

A recognition of prior learning assessment determines a staff member’'s skills and knowledge acquired
through formal or informal training conducted by industry or educational institutions, work experience
and on-the-job training.

Recognition of prior learning assessment must be conducted
by service providers that are accredited by the relevant Education and Training Quality Assurance
Body; and
in line with the provisions of the National Qualifications Framework established in terms of the
National Qualifications Framework Act, 2008 (Act No.67 of 2008).

Personal development plans

Every staff member must have a personal development plan that sets out the strategies to-

address the staff member's development needs and specific skills to be developed for their current
roles arising from the skills audit, as well as the learning interventions required to build these skills;
and

develop new skills and provide exposure to new areas of work, which are aligned to the
municipality's strategic objectives.

The personal development plan must take into account the skilis audit and the requirements of the
performance management system.

A staff member may only undergo training that is --
{a@) contained in personal development plan or
(b) approved by the Municipal Manager or his or her delegate
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7. Workplace skills plan

N A municipality must, develop a workplace skills plan arising from the outcomes of institutional skills
needs analysis and the individual skills audits.

The workplace skills plan must include-
The priority skills needs for the municipality and each department or function;
the associated interventions that the municipality intends conducting; and
an aggregation of the learning and development initiatives from staff personal development
plans.

The workplace skills plan must be included in the municipality's integrated development plan.
A municipality must submit a completed workplace skills plan to the LGSETA on 30 April of each year.

8. Budgeting for skills development

(1) A municipality must establish a skills development budget that provides fundingfor training and
development identified in the workplace skills plan.

Funding for training and development of staff will derive from-
a municipality's own training budget;

the skills development levies as prescribed in terms of Skills Development Levies Act, 9 (Act No 9
of 1999},

discretionary and mandatory grants received from LGSETA; and
provincial and national government capacity building grants.
PARTC

IMPLEMENTING SKILLS DEVELOPMENT

Types of skills development programmes

A municipality must focus on developing priority skills through—

structured learning programmes, which may include tearnerships, apprenticeships, technicians-
in-fraining programmes and graduates-in-training programmes;

structured on-the-job learning and development, which may include-

professional coaching of staff members by an external or internal expert coach, where such
capacity exists;

coaching of staff by supervisors, including guiding a staff member to develop new skills;

mentoring staff to acquire technical, professional or specialist skills, which may include structured
mentorship programmes;

the creation of work exposure opportunities that may accelerate learning and or skills development, including-
{aa} allocating staff members to a specific project;

(bb} seconding a staff member to another department or work area to increase the staff member's
exposure fo other work processes and systems;
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(cc) increasing the responsibilities alfocated to a staff member;

(dd} rotating staff through the full range of activities of a particular process or department; and

(ee) work shadowing, where a staff member is given the opportunity to observe a more senior
professional or manager at work, enabling the staff member to understand more complex and
challenging roles in a structured and secure manner; and
professional development programmes.

Obligations of municipality

(1)  Supervisors must ensure the development of employees through re-allocation, rotation and secondment
of staff members across functions within a municipality with due regard to service delivery requirements,
where applicable.

A municipality must ensure the effective management of the quality of learning delivery, especially that
which is provided by the external training providers.

Supervisors must be encouraged to gain coaching skills, and should actively coach and support the
development of staff members who report to them.

A municipality should prioritise the appointment of staff mentors who are experts in their fields to support
structured skills transfers in order to achieve the required specialist and technical skills in respect of
priority roles.

PARTD

REVIEWING SKILLS DEVELOPMENT

Evaluating skills development quality and impact

(1) A municipality must-
conduct regular evaluations of the workplace skilis plan and personal development plans as well
as their implementation; and

adjust its learning programmes to improve its effectiveness, including the impact on reducing the
skills constraint on service delivery.

A municipality must ensure that-
every supervisor annually report on progress on implementing staff personal development plans
and the other programmes contained in the workplace skills plan;
the effect of implementing personal development plans for staff is evaluated;
evaluations, using standard benchmarks determined by the Minister, respond to priority learning
programmes and contribute to the development of skills which resuit in improved performance and
service delivery; and

regular skills development reports and evaluation results are-
integrated into the wider capacity building initiatives within the municipality; and

reported to the relevant previncial and national capacity building structures.
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PARTE

PAYMENT FOR SKILLS DEVELOPMENT PROGRAMMES

Conditions of payment

(1)

A municipality may agree to pay the full amount for, or part of, a staff member's learning programme
and for reasonable travel and accommodation expenses on receiptof official proof of the structured
tearning programme as per the municipal training policy.

A municipality which agrees to pay for a learning programme must require the staff member to work for
the municipality for a reasonable period after the completion of the programme, failing which the staff
member must pay back the costs, or part of the costs, associated with the programme.

Despite sub-regutation (1), if a staff member fails to aftend or fails a learning programme, the municipality
must recover the costs associated with the programme after complying with section 34 of the Basic
Conditions of Employment Act.



