Annexure C

PERSONAL DEVELOPMENT PLAN (PDP)

Entered into by and between

MR. N.J MDAKANE

EMNAMBITHI/LADYSMITH MUNICIPALITY REPRESENTED BY
THE MUNICIPAL MANAGER
[“the Employer”]

and
___________________________________________________
EXECUTIVE MANAGER:

[“the Employee”]

Explanatory Notes to the Personal Dev elopment Plan
1.

Introduction

1.1

A Municipality should be committed to –
(a)
(b)

1.2

the continuous training and development of its employees to achieve its vision,
mission and strategic objectives and empower employees; and
managing training and development within the ambit of relevant national policies
and legislation.

A Municipality should follow an integrated approach to Human Resource Development,
that is:
(a)
(b)

(c)

(d)

Human resource development should form an integral part of human resource
planning and management.
In order for a municipality’s training and development strategy and plans to be
successful it should be based on sound Human Resource (HR) practices, such
as the (strategic) HR Plan, job descriptions, the result of regular performance
appraisals, career pathing, scarce skills an talent management and succession
planning.
To ensure the necessary linkage with performance management, the
municipality’s Performance Management and Development System should
provide for the Personal Development Plans of employees to be included in their
annual Performance Agreements. Such approach will ensure the alignment of
individual performance objectives to the municipality’s strategic objectives, and
that training and development needs are also identified during the performance
management and appraisal process.
Career-pathing and succession planning ensures that employees are placed and
developed in jobs according to aptitude and identified potential and through
training and development acquire the necessary competencies to prepare them
for future positions.
Scarce skills and talent management also requires
appropriate training, education and development interventions.

2.

Competence Modeling

2.1

What does an institution mean when it says an employee / prospective employee is
competent if he / she fits a managerial competency framework or occupational
competency profile? The institution is in fact expressing competence as a futureoriented ideal that they require to achieve their strategic objectives [The institution is in
effect giving a depiction of the desired or required knowledge, skills and attributes for an
individual in a specific position]. For competence to be useful, the associated competence
should be greater than the observed performance as it will allow the individual growth
towards this ‘ideal’.

2.2

There is however a risk in expressing a required competence that a current or
prospective employee should adhere to in the future, as the future is, by definition,
uncertain. Managers cannot know how an employee will perform in the future nor can
they know how employees that they did not select, did not promote, did not award a
qualification to, might perform.

2.3

Moreover, managers do not make their expressions in a social vacuum. They do so
within a social context in which there are various actors, various stakeholders, with
different interests accountabilities, different things they are trying to achieve and various
ways in which others will hold them accountable. If managers are selecting employees
they shall similarly have to justify their decisions to others. Relevance thus becomes an
obvious issue that affects the level of confidence in such a decision. Various human
resources procedures and systems need to be established to maintain the relevance of
the expression of competence to the requirements of the employer. Confidence is the
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basis on which the various parties implicated in the decisions and actions taken within a
competence system will seek to account to others for those decisions and actions.
2.4

When linking a decision that a prospective employee / current employee is competent the
communication is based on what may be called conventions of asse ssment. Some
common understanding is achieved by which a certain set of arrangements become
socially accepted as the basis for linking different contexts. Contexts differ, in particular
in terms of time. So performance in the past is linked to future situations in which desired
performance is anticipated. This linking of contexts will normally involve some model,
some way of accounting for the claimed link. The dplg has decided on:
2.4.1 A managerial competency framework as an expression of required managerial
competencies.
2.4.2 Occupational competency profiles as expression of occupation / post competency
requirements.

3.

Compiling the Personal Development Plan attached as the Appendix.

3.1

The aim of the compilation of Personal Development Plans (PDPs) i s to identify, prioritise
and implement training needs

3.2

The Local Government: Municipal Systems Act: Guidelines: Generic senior management
competency framework and occupational competency profiles provides comprehensive
information on the relevance of items 2.4.1 and 2.4.2 above to the PDP process. The
Municipal Finance Management Competency Regulations, such as those developed by
the National Treasury and other line sector departments’ legislated competency
requirements need also be taken into consideration during the PDP process.

3.3

The assessment results of a manager against the minimum requirements contained in the
managerial competency framework and occupational competency profiles will assist a
manager, in consultation with his / her employee, to compile a Personal Development
Plan as follows:
(a)
The identified training needs should be entered into column 1 of the Appendix,
entitled Skills / Performance Gap.
The following should be carefully
determined during such a process:
a.

b.

Organisational needs, which include the following:
o
Strategic development priorities and competency requirements,
in line with the municipality’s strategic objectives.
o
The competency requirements of individual jobs. The relevant
job requirements (job competency profile) as identified in the job
description should be compared to the current competency
profile of the employee to determine the individual’s competency
gaps.
o
Specific competency gaps as identified during the probation
period and performance appraisal of the employee.
Individual training needs that are job / career related.

(b)

Next, the prioritisation of the training needs [1 to …] in column 1 should
also be determined since it may not be possible to address all identified training
needs in a specific financial year. It is however of critical importance that training
needs be addressed on a phased and priority basis. This implies that all these
needs should be prioritized for purposes of accommodating critical / strategic
training and development needs in the HR Plan, Personal Development Plans
and the Workplace Skills Plan.

(c)

Consideration must then be given to the outcomes expected in column 2 of the
Appendix, so that once the intervention is completed the impact it had can be
measured against relevant output indicators.
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(d)

An appropriate intervention should be identified to address training needs /
skills gaps and the outcome to be achieved but with due regard to cost
effectiveness. These interventions should be listed in column 3 of the
Appendix, entitled: Suggested training and / or development activity. The
training / development must also be conducted either in line with a recognised
qualification from a tertiary institution or unit standards registered on the National
Qualifications Framework (South African Qualifications Authority), which could
enable the trainee to obtain recognition towards a qualification for training
undertaken. It is important to determine through the Training / Human Resource
Development / Skills Development Unit within the municipality whether unit
standards have been developed with regard to a specific outcome / skills gap
identified (and registered with the South African Qualifications Authority). Unit
standards usually have measurable assessment criteria to determine achieved
competency. There is more detail on this in item 4 below.

(e)

Guidelines regarding the number of training days per employee and the
nominations of employees: An employee should on average receive at least
five days of training per financial year and not unnecessarily be withdrawn from
training interventions.

(f)

Column 4 of the Appendix: The suggested mode of delivery refers to the
chosen methodology that is deemed most relevant to ensure transfer of skills.
The training / development activity should impact on delivery back in the
workplace. Mode of delivery consists of, amongst others, self-study [The official
takes it upon him / her to read e.g. legislation]; internal or external training
provision; coaching and / or mentoring and exchange programmes, etc.

(g)

The suggested time frames (column 5 of the Appendix) enable managers to
effectively plan for the annum e.g. so that not all their employees are away from
work within the same period and also ensuring that the PDP is implemented
systematically.

(h)

Work opportunity created to practice skill / development areas, in column 6
of the Appendix, further ensures internalisation of information gained as well as
return on investment (not just a nice to have skill but a necessary to have skill
that is used in the workplace).

(i)

The final column, column 7 of the Appendix, provides the employee with a
support person that could act as coach or mentor with regard to the area of
learning.

3.4

Personal Development Plans are compiled for individual employees and the data collated
from all employees in the municipality forms the basis for the prescribed Workplace Skills
Plan, which municipalities are required to compile as a basis for all training and education
activities in the municipality, in a specific financial year and report on progress made to
the Local Government Sector Education and Training Authority (LGSETA).

3.5

Funding should be made available for training, education and development, in line with
the Skills Development Act, at least 1% of the personnel budget must be earmarked for it.
Additional funding can also be secured in terms of the provisions of the Skills
Development Levies Act from the LGSETA if:
(a)
(b)
(c)

A Skills Development Facilitator has been appointed.
The Workplace Skills Plan has been submitted.
A submission, including a Business Plan is submitted for additional grants [The
LGSETA can be approached at Tel. 011 456 8579 for more information in this
regard].
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4.

Life-long learning

4.1

It was agreed that an outcomes-based Lifelong Learning Development Framework would
be the basis on which Curriculum 2005 would be developed. The basic principle is that
learners should be able to progress to higher levels of achievement by mastering
prescribed learning outcomes. Learning programmes should thus facilitate progression
from one phase or learning outcome to another and from any starting point in the
education and training system. Prior knowledge (acquired informally or by work
experience, would also have to be assessed and credited. National qualifications would
be awarded, at each of the levels of the National Qualifications Framework (NQF) [ see
the attached definitions] provided that candidates have accumulated certain combinations
of credits and have abided by probable rules of combinations required for such
qualifications.

4.2

Eight learning areas were identified to form the basis of all education up to the Further
Education and Training Certificate:

Nr.
1
2
3
4
5
6
7
8

Learning Area
Language, Literacy and Communication
Mathematical Literacy, Mathematics and Mathematical Science
Human and Social Sciences
Natural Sciences
Technology
Arts and Culture
Economic and Management Sciences
Life Orientation

4.3

As is clear from the definitions, there will be four phases, with Adult Basic Education and
Training (ABET) linked to the first three. The history of school education had the effect
that the majority of the adult population for black communities, were provided with
inadequate education or no schooling. Thus ABET is viewed as a force for social
participation and economic development and has been brought into the mainstream of
the education and training system. The underlying principles are that ABET should
provide a general basic education, promote critical thinking and empower individuals to
participate in all aspects of society, and promote active learning methods, and, ABET
should lead to nationally recognized certificates based on clear national standards
assessed as learning outcomes.

4.4

Once the foundation phase is addressed the other phases can follow suit. In this regard
the discussion in item 3.3 (d) refers. Note should also be taken that in addressing
professionalisation within the local government sector there may be a need to develop
vocational qualifications.
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Personal Development Plan of: [Mr X]………………………………………………….
Compiled on (Date): [200…]…………………………………………………………………
1. Skills /
2. Outcomes
3. Suggested
4. Suggested mode
Performance Gap
Expected
training and / or
of deliv ery
(in order of priority)
(measurable
dev elopment
indicators: quantity,
activ ity
quality and time
frames)
E.g.
The manager will be A course containing
External provider, in
1.
able to enter into
theoretical and
line with identified
Appraise
performance
practical application
unit standard and not
Performance of
agreements with all
with coaching in the
exceeding
Managers
managers reporting
workplace following
R 6 000
to him / her, appraise [relevant unit
them against set
standard?]
criteria, within
relevant time frames
2.

Appendix

5. Suggested Time
Frames

6. Work opportunity
created to practice
skill / dev elopment
area

March 200…

Appraisal of
managers reporting
to him / her

3.

Employee’s signature :
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Manager’s signature:

7. Support
Person

Senior
Manager:
Training

DEFINITIONS:
“Higher, Further and General Education and Training” refers to:
National
Levels
TYPES OF QUALIFICATIONS AND CERTIFICATES
Qualification
Framework
level
8

Doctorates
Further Research Degrees

7

6

HIGHER

Higher Degrees

EDUCATION

Professional Qualifications

AND

First Degrees

TRAINING

Higher Diplomas

5

Diplomas
Occupational Certificates
FURTHER EDUCATION AND TRAINING CERTIFICATES

4

3
2

School/College/Training Certificate
FURTHER

Mi x of units from all

EDUCATION

School/College/Training Certificate

AND

Mi x of units from all

TRAINING

School/College/Training Certificate
Mi x of units from all

GENERAL EDUCATION AND TRAINING CERTIFICATES
1
Senior Phase

ABET level 4

Intermediate Phase

ABET level 3

Foundation Phase

ABET level 2

GENERAL
EDUCATION
AND
TRAINING

ABET level 1

F:\HTML\emnambithi\source\CD20012011\Website\Performance Management\Electricity Department\Employment_PDP_.docx

