SDBIP Annexure C
10. Annual Budgets and Service Delivery and Budget Implementation Plans 

10.2 Corporate Services

2009/10 SDBIP FOR THE DIRECTORATE:  CORPORATE SERVICES:

	Vote/IDP reference
	Proposed service strategies for division/section
	KPI Output
	Annual Output Target

2009/10

	09/04/00
	Executive Director
	
	

	
	Ensure effective management of the Directorate by:
	
	

	
	a) Holding regular CMT Meetings
	Concluded CMT meetings.
	6 X CMT meetings

	
	b) Concluding performance contracts with managers reporting to ED
	Signed performance contracts.
	100% of managers reporting to ED have performance contracts

	
	c) Providing feedback on performance/improved performance or expectations
	Concluded performance feedback meetings.
	4 x performance feedback meetings with managers reporting to ED 

	09/04/32
	Corporate Management Support: Administrative Support
	
	

	
	To manage the records of the MLM by:
	
	

	
	a)Ensuring that the current records management system and practises comply with the relevant archive legislation
	Completed audit of records management system and practices within the MLM.
	Standard

	
	To manage the council official cellular phones by:
	
	

	
	a)Keeping record of cellular phones issued, damaged and replaced
	Maintenance of cellular phone record system
	Monthly report on new allocations as well as lost and damaged cellular phones.

	
	To manage the council’s landline telephone system by:
	
	

	
	a) Ensuring that telephone accounts are submitted to Directorates
	Submission of 100% of telephone accounts to Directorates before the 15th of every month.
	100% telephone accounts submitted to Directorates.

	09/04/33
	Corporate Management Support: Facilities Management
	
	

	
	To maintain high levels of hygiene and cleanliness of all buildings and facilities of the MLM
	% internal and external customers satisfied with cleanliness and hygienic state of MLM facilities & buildings.
	80% Satisfactory levels by June 2009.

	
	To ensure the upkeep/upgrading of MLM buildings and facilities by undertaking scheduled maintenance
	Maintenance/upgrading undertaken as scheduled.
	100% of scheduled maintenance/upgrading of MLM facilities undertaken by June 2009.

	
	Corporate Management Support: Customer Relations Management (CRM)
	
	

	
	Implement CRM Strategy and ensure alignment with Organizational strategy (IDP)
	Implementation of certain sections of the CRM Strategy
	Gradual rollout of the approved CRM Strategy on the basis of the availability of funds. At least 40% of the strategy is implemented before end of 09/10 financial year.

	09/04/42
	Human Resource Development
	
	

	
	To comply with the relevant skills development legislation by: 
	
	

	
	a) Conducting a skills needs analysis
	Conducting an annual skills audit.
	1 X Skills Audit Report

	
	b) Compilation of a work place skills plan
	Compiling a work place skills plan by July each year.
	1 X Approved WSP.

	
	c) Implementation of the work place skills plan
	Compiling an annual implementation report by January each year.
	1 X WSP Annual Implementation Report.

	
	
	Adoption of Skills Development Strategy by SDC
	1 X Strategy document.

	
	
	Providing Accredited training courses in line with skills needs identified within WSP.
	Number of employees trained. (Reported by means of a monthly report).

	
	
	Providing learnerships approved by the LGSETA.
	1 X learnership approved and funded by LGSETA.

	
	
	Co-coordinating training interventions by external training providers.
	Monthly service provider reports.

	
	
	Presenting induction programmes to newly appointed employees of the MLM.
	Learner statistics (Reported by means of a monthly report).

	
	
	Administration of employee and learner database.
	Database 100% up to date by July 2008.

	
	
	Facilitation and support to line management with regard to training and development.
	4 x workshops per year and monthly report on consultations. 

	09/04/43
	Employment
	
	

	
	To manage the recruitment, selection and placement policies and processes in the MLM by:
	
	

	
	a) Implementation of the Employment Equity Plan
	Increasing the number of people from designated groups appointed
	70% of staff employed in the three highest levels of management who are Black people (African, Indian, Coloured).

	
	
	
	50 % of staff employed in the three highest levels of management who are women.

	
	
	
	2 % of staff employed in different categories and levels which are people with disabilities.

	
	
	
	50% of staff employed in different categories and levels which are black people

	
	
	Conducting employment equity awareness programmes
	4 (1 per quarter)

	
	b)Recruitment, selection and placement of employees
	Compiling and distribution of 11 vacancy bulletins by the 15th of each month.
	11 x vacancy bulletins

	
	
	Completing the sorting and categorizing of application documents within 10 working days after the closing of the advertisement.
	11 Reports

	
	
	Completing the selection and appointment process for 70% of the advertised vacancies within 2 months after closing the advertisement.
	70% of advertised positions filled 

	
	
	Processing of all relevant Employment documentation.
	90% of monthly submissions of completed personal files and signing off of authorization are submitted to payroll before the 15th of every month.

	
	To administer the staff establishment of the MLM by:
	
	

	
	a) Ensuring that all appointments are made in accordance with the approved staff establishment
	Issuing of all appointment, promotion and transfer letters within 1 week of approval thereof.
	95% of all relevant letters issued within one week after approval.

	
	
	Capturing all appointments, promotions, transfers and termination of service data on staff establishment.
	Reconciliation report submitted every month (12 X reports) 

	
	
	Executing reports from Performance Improvement relating to structural changes on the Staff establishment.
	Staff establishment updated within 1 week from receiving report from Performance Improvement

	
	
	Keeping of statistics relating to positions and incumbents on the staff establishment.
	Monthly report submitted (12 X reports) 

	
	Human Resource Benefits Administration
	
	

	
	To manage the employee data and information of all MLM employees by:
	
	

	
	a) Developing an effective record system for all the MLM employees
	Filing of 100% of documentation received per month within 2 weeks after receipt.
	100% of documentation filed within 2 weeks. 

	
	b) Capturing statistical data with regard to absenteeism
	Submitting quarterly reports on employee absenteeism, appointments, terminations, retirements.
	4

	
	
	Capturing 100% of approved leave of all employees within 2 weeks of receipt of leave applications.
	100% (Reported by means of monthly report)

	
	To manage study benefits of all MLM employees by:
	
	

	
	a) Processing study assistance scheme of the MLM
	Processing 100% of study assistance scheme applications within 1 month of receipt.
	100% (Reported by means of monthly report)

	
	To finalise the termination of services of employees by:
	
	

	
	a) Processing pension and provident fund claims
	Submit employee pension and provident  fund claims to the administrators of the funds within 6 weeks after notification by employee/relatives
	100% (Reported by means of monthly report)

	
	b) Addressing the backlog in the closure of files of former employees
	Addressing the backlog in closing the files of employees who terminated services by June 2009
	244 files closed. (Progress reported by means of monthly report)

	
	c) Closing the files of employees who terminated their services
	Closing employee personal and leave files within 3 months after receipt of notification of termination of service
	100%  (Reported by means of monthly report)

	
	d) Processing applications for acting in higher positions
	Process 100% of applications before the 15th of each month
	100%  (Reported by means of monthly report)

	
	Employee Relations
	
	

	
	To manage labour relations by:
	
	

	
	a) Rendering advice and services in respect of disciplinary processes and hearings, grievances, ill health and damage / losses
	Reducing the number of procedural disputes at the CCMA and SALGBC.
	10% to number of 2008/09

	
	b) Managing the Local Labour Forum
	Conducting 3 meetings per quarter of the LLF 
	12

	
	c) Conducting workshops on the COS & climatic studies
	Conducting 1 workshop per Directorate per quarter.
	30

	
	Employee Wellness
	
	

	
	To co-ordinate and promote employee wellness by:
	
	

	
	a) Developing and implementing an Employee Wellness Policy
	
	

	
	b) Planning and co-ordinating wellness events
	Planning and co-coordinating of 4 wellness events per annum.
	4

	
	c) Developing and implementing wellness programmes for MLM employees and their immediate families
	Developing and implementing 4 proactive wellness programmes per quarter.
	4

	
	
	Implementing reactive/contingency wellness programmes when necessary
	Number of programmes

	
	d) Conducting HIV/Aids awareness programmes
	Conducting 1 HIV /AIDS road show and presentation per quarter 
	4 

	
	
	Distributing HIV/AIDS related material at all MLM offices.
	Number of occasions when material was distributed



	
	Individual Performance Management
	
	

	
	To develop an Individual Performance Management System (IPMS) for all staff in the MLM by:
	
	

	
	a) Developing and having policy in IPMS approved
	Document signed by the LLF 
	December 2009

	
	
	Approval of IPMS by Council 
	February 2010

	
	b) Managing the approved IPMS
	Training on IPMS presented for staff of MLM by June 2008. 

Pilot undertaken for Levels 4 and 5. 
	Number of staff trained on the IPMS.

	
	
	
	June 2010

	
	Performance Improvement
	
	

	
	To develop and implement institutional performance improved by:
	
	

	
	a) Development and maintenance of the organisational structure and staff establishment of the MLM
	Conduct investigations and make recommendations to ED: CS and City Manager on:
	

	
	
	· Develop/ maintain the organisational structure of the municipality. 
	According to directorate needs

	
	
	· Determine an optimal staff establishment for the different units within the MLM.
	According to directorate needs

	
	
	· Regarding cost effectiveness, outsourcing and service standards.
	According to directorate needs

	
	b) Assisting Line Directorates to enhance overall efficiency and performance
	Conduct work studies with reference to a broad range of relevant issues:
	According to directorate needs

	
	
	· Cost effectiveness, outsourcing and determining of service standards.
	According to directorate needs

	
	
	· Conduct ad-hoc investigations.
	According to directorate needs

	
	
	· Perform feasibility studies and needs analysis to enhance service delivery.
	According to directorate needs

	
	c) Advising management regarding institutional improvement measures
	Identify 2 projects to enhance institutional performance in general.


	2 x Reports submitted for consideration.

	FPM-1
	Fresh Produce Market
	
	

	
	To promote accessibility of FPM for PDI’s and HDI’s to local producers of fresh produce
	Access of facilities at the FPM to PDI’s and HDI’s increased by 10%
	Previous year +10%

	
	
	Access to facilities at FPM to local producers of fresh produce increased by 10%
	Previous year +10%

	
	To increase the annual turnover of the FPM with CPIX plus 1%
	Annual turnover statistics
	Submission of Annual FPM Financial Report


