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Definitions 

For the purpose of this policy, unless otherwise stated, the following definitions shall apply:  
 

Performance 
Information 

Performance information is a generic term for non-financial information 
regarding the ELRC services and activities. It denotes quantitative and 
qualitative information collected systematically and used as evidence for 
making judgement on the achievement of an organisation’s overall 
performance 

Performance 
Indicator   

Specific measurements that track progress towards achieving a set goal. 

Performance Targets A specific level of performance that an individual, institutionorganisation or 
programme aims to achieve within a given period. 

Baseline The current performance levels that the ELRC aims to improve when setting 
performance targets. 

Annual Performance 
Plan 

The Annual Performance Plan highlights the key priorities the ELRC seeks to 
implement and achieve within the Medium-Term Strategic Framework period. 

Monitoring Monitoring involves reporting on actual performance against what was 
planned or expected to happen according to predetermined standards. It 
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generally involves collecting data on the implementation process, strategies 
and results as well as recommending corrective measures. 

Evaluation A time-bound periodic exercise that provides probable and useful information 
underlying theories and assumptions were valid and to also see what worked, 
what did not work and why. It commonly aims to determine relevance, 
efficiency, effectiveness, impact and sustainability. 

Portfolio of Evidence 
(POE) 

It is a file with clear “paper trail” that serves as proof of the executions of a 
specific project, programme of activity. It can include documents, pictures or 
any other form. 

Inputs  all the resources that contribute to the production of service delivery 
outputs, they include finances, personnel and equipment. 
 

Activities   the process or actions that use a range of inputs to produce the 
desired outputs. 
 

Outputs  the final products, goods and services produced for delivery or 
defined as we produce or deliver. 

 

Outcomes  What we wish to achieve 

Impacts Results of achieving specific outcomes. 

Objectives The aim or purpose of activity. 

 
  

 

 

 . 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

1. INTRODUCTION 

 
1.1. The performance information should revolve around planning, budgeting, 

implementation, reporting, monitoring and evaluation to ensure effective accountability. 

1.2. The Performance Management Information policy will ensure: 

 Proper guidance and controls are provided. 
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 Adequate performance indicators and targets are developed and included in the 

Annual Performance Plan (APP). 

 Complete and accurate performance reporting. 

 Reliability and integrity of performance reporting.  

 

1.3. Performance information is essential for effective management, including business 

planning, monitoring and evaluation. Performance information also facilitates effective 

accountability, enabling the management to track progress, identify the scope for 

improvement and better understand the issues involved. 

 

1.4. To ensure that the ELRC's service delivery is efficient and as economical as possible, it 

is required to formulate a Strategic Plan, allocate resources to the implementation of the 

plan, monitor and report the results. Performance information is essential to focus the 

attention on whether the ELRC is delivering value for money, by comparing performance 

against the budget and to alert management of areas where corrective action plan is 

required. 

 

1.5. Performance information also plays a critical role in budget allocation and will 

increasingly be used to monitor service delivery. This means the information must be 

accurate, credible, appropriate and timely. 

 

1.6. Performance information therefore plays a crucial role in:  
 

 Indicating progress against objectives;  

 Prompting an external focus by the ELRC on transparency, accountability and 

progress on service delivery;  

 Ensuring the best results for citizens;  

 Identifying gaps between policy formulation and policy implementation;  

 Enhancing strategic planning processes; and  

 Reflecting the level of institutionorganisational capacity to actual delivery of 

services to citizens. 

 

1.7.1.5. The most valuable reason for measuring performance is that what gets 

measured gets done. If Programmes know that their performance is being monitored, 

they are more likely to perform the required tasks and to perform them well. The 

availability of performance information allows management to pursue results-based 

management approaches, such as performance contracts, risk management, 

benchmarking and market testing. 

 

2. VISION AND MISSION 

 

Vision  

To improve the quality of teaching and learning through labour peace. 

 

Mission 

Quality services for excellence in teaching. 

 
 

3. POLICY OBJECTIVE 
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The objective of this policy is to provide guidelines on the collection, recording and reporting 
of performance information.   
 

4. SCOPE AND PURPOSE  

 

4.1. The scope of the policy is to continuously monitor the implementation of ELRC priorities 

that are presented in the form of Strategic and Annual Performance Plans. Various 

mechanisms are undertaken by all programmes in monitoring and assessing progress 

in relation to departmental goals and objectives. 

4.1.4.2. The Performance Information Management policy will provide guidance in 

terms of the ELRC’s cycle and processes of performance planning, monitoring, 

measuring, reviewing, reporting, auditing and quality control.   

 

4.2.4.3. This Policy aims to:  

 Clarify definitions and standards for performance information in support of regular 

audits of such information where appropriate   

 Improve integrated structures, systems and processes required to manage 

performance information  

 Define roles and responsibilities for managing performance information  

 Promote accountability and transparency by providing timely, accessible and 

accurate performance information. 

 

5. CONCEPTS FOR PERFORMANCE INFORMATION 

 

5.1. Performance information needs to be structured to demonstrate clearly how the ELRC 
uses available resources to deliver on its mandate. 
 

5.2. The following concepts are used for the purpose of measuring performance: 
 

 el that the ELRC aims to improve when setting performance targets. 
 

6.5. PURPOSE OF PERFORMANCE INFORMATION  

 
6.1.5.1. Performance information indicates how well an entity is performing against 

strategic objectives. Strategic objectives indicate what an entity intends doing (or 
producing) to achieve its legislative mandate. The strategy of an entity is normally 
included in a five-year strategic plan.  
 

6.2.5.2. The annual performance targets that an entity aims to achieve in pursuit of 
goals and objectives based on strategic outcomes are included in the annual 
performance plan of an entity. Performance indicators and targets are used to track and 
measure performance in relation to the strategic objectives. The indicators also reflect 
equity concerns and value for money in the use of resources.  

 

7.6. PLANNING FOR AND REPORTING ON PROGRAMME PERFORMANCE 

 
The basic elements of planning programme performance can be described as follows: 
 

7.1.6.1. Strategic planning links what is to be achieved with how it is to be done by 
focusing the attention of management on meeting ELRC's objectives and identify 
appropriate program management structures and strategies for the cost-effective 
delivery of services to achieve desired outputs and outcomes. Strategic Plans identify 
the strategically important goals and objectives against which the ELRC's medium-term 
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results can be measured and evaluated by the Executive Committee, Parties and the 
public. 
 

7.2.6.2. Annual Performance planning determines what is expected to be done over 
a one-to three-year time frame (forward estimates could extend this to three to five 
years). Annual Performance Plans (APP) identify the performance indicators and targets 
that the organisation will seek to achieve in the upcoming budget year. It is therefore 
important that these performance indicators and targets are aligned across the annual 
plans, budgets, in-year and annual reports. In addition, the process for the production of 
the APP must be aligned to the budget process. 

 

7.3.6.3. Operational planning involves the: 

 Listing of activities to be undertaken or services to be provided by the departmental 
units to achieve program/subprogram objectives. 

 Identification of alternative expected activity levels depended upon final resource 
allocations. 

 Identification of performance responsibilities and measurement criteria (i.e. setting 
of performance targets, benchmarks and best practices, customer service 
standard, project timetables, expected costs, etc). 

 
The process flow entails: 
 

7.4.6.4. Planning 
 

7.4.1.6.4.1. Performance information needs to inform the development of the Strategic Plan 
and Annual Performance Plan as well as how reporting and monitoring the 
implementation will be conducted.  
 

7.4.2.6.4.2. At the end of the Medium-Term Strategic Framework (5 years) the ELRC needs 
to assess the impact and appropriateness/relevancy or responsiveness of the 
strategies/interventions to determine gaps and challenges. 

 
7.4.3.6.4.3. The planning process is informed and aligned to the budget formulation 

process.  
 
7.5.6.5. Reporting 
 

6.5.1. The ELRC is mandated to report progress on all performance indicators included in 
the APP. 

7.5.1. The standard format for all reports will be determined by the General Secretary and 
should be followed without any alterations in the preparation and submission of the 
reports in questions. 
 

7.5.2. The ELRC reviews its performance on a quarterly basis to assess its performance 
against the APP and also identifies areas of non-performance and challenges 
encountered in order to address them timeously, before the end of the financial period. 

 
6.6. Monthly Performance Reporting 

Progress is provided against key activities which are outlines in the departmental 
operational plans. 
  

7.6.6.7. Quarterly Performance Reporting 
 

6.7.1. Progerss is provided against targets set on performance indicators which are outlines 
on the APP. 
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7.6.1.  Quarterly performance reports provide progress updates on the implementation of the 
APP in the previous quarter, with particular reference to monitoring delivery against 
quarterly performance targets.  

  
7.6.2. The ELRC is expected to meet its commitments, targets, objectives and outputs. At 

the end of each quarter:  
 

 Senior Managers are required to assess the programme’s performance objectively to 
promote transparency and accountability in the reporting process. 

 Managers compile a performance report according to and as described in the APP on 
an approved format on progress updates on the implementation of the APP. 

 Ensure that documentary proof / portfolio of evidence exist in order to support their 
performance information. 

 Conduct a verification to ensure accuracy and adequacy of the portfolio of evidence. 

 Submit a performance information report and portfolio of evidence to the Internal 
Auditor for verification. An audit file shall be kept for this purpose. 

 Submit performance information to the Performance Information Coordinator to 
consolidate the Performance Report. 

 
7.6.3. Senior Management shall convene a review session and provide comments, 

observations and recommendations for improvements to be effected to the report, 
where necessary, and in future quarterly reports. 
 

7.6.4. Quarterly reports shall be submitted to the General Secretary for review and approval 
then the Executive Committee for final approval. 

 
7.6.5. Given the inherent difficulties in management information systems, it may be 

necessary to provide for validation and revision of reported numbers in subsequent 
reports, subject to appropriate quality controls and disclosures 

 
7.7.6.8. Annual Performance Reporting  
 

7.7.1. Assess performance against the APP and identify areas of non-performance and 
challenges encountered.The requirements for monitoring and evaluating programme 
performance in a given year are completed with the publication of an Annual Report.  

6.8.1. The in-year monitoring reports (quarterly reports) will form the compilation of the 
Annual Report. 

7.7.2.6.8.2. The quarterly reports that have been prepared in a particular financial year will 
form the basis for the compilation of the Annual Report.  
 

7.7.3.6.8.3. The Annual Reports must include: 
 

 All the strategic objectives /performance indicators as contained in the APP 

 The performance targets as per the APP 

 The actual performance outcome per the strategic objective/performance indicator 

 If a performance target is not met, a reason must be documented to substantiate non-
achievement  

 
7.7.4. The same procedures described for the quarterly reporting will be followed in compiling 

the Annual Report. 
 

8.7. PERFORMANCE INDICATORS  

 
8.1.7.1. Performance indicators must be specified to measure performance in relation 

to inputs, activities, outputs, outcomes and impacts. Defining a good performance 
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indicator requires a careful analysis of what must be measured. A good performance 
indicator should be: 
 

i. Reliable: The indicator must be accurate enough for its intended use and respond to 
changes in the level of performance;  

ii. Well-defined: The indicator must have a clear, unambiguous definition so that data 
will be collected consistently and is easy to understand and use;  

iii. Verifiable: It must be possible to validate the processes and systems that produce 
the indicator;  

iv. Cost-effective: The usefulness of the indicator must justify the cost of collecting the 
data;  

v. Appropriate: The indicator must avoid unintended consequences and encourage 
service delivery improvements, and not provide managers with incentives to carry out 
activities simply to meet a particular target; and  

vi. Relevant: The indicator must relate logically and directly to an aspect of the 
institutionorganisation’s mandate and the realization of strategic goals and objectives.  

 
8.2.7.2. Indicators must include performance indicators related to the provision of 

goods and services, as they are useful for monitoring and improving performance.  
 

9.8. PERFORMANCE TARGETS  

 
9.1.8.1. Once suitable indicators have been defined, the level of performance must be 

specified, i.e. specifying suitable performance targets in relation to current baselines.   
 

9.2.8.2. The baseline is the current level of performance. The initial step in setting 
performance targets must be based on the performance recorded in the year prior to the 
planning period.  

 

9.3.8.3. In relation to annual plans, the baseline will shift each year and the first year’s 
performance will become the following year’s baseline.   

 

9.4.8.4. Performance targets express a specific level of performance that the 
programme intends to achieve within a specified time period.  

 

9.5.8.5. Performance standards express the minimum acceptable level of performance, 
as required in terms of legislative requirements, departmental policies, service level 
agreements, or accepted best practices.  

 

9.6.8.6. Performance standards should be selected according to the “SMART” criteria:  
i. Specific: The nature and required level of performance must be clearly identified.  
ii. Measurable: The required performance can be measured.  
iii. Achievable: The target is realistic given existing capacity.  
iv. Relevant: The required performance is linked to the achievement of a goal;  
v. Time-bound: The time period or deadline for delivery is specified.  

 

10.9. DEVELOPING PERFORMANCE INDICATORS   

 
Performance indicators must be used to identify service delivery and performance gaps, set 
targets and achieve better results. Six key steps are identified:    
   
10.1.9.1. Step 1: Agree on what you are aiming to achieve  
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 Well defined strategic goals and objectives provide a better basis from which to develop 
suitable programmes and projects, as well as appropriate indicators, which must be 
defined in measurable terms.   

 
10.2.9.2. Step 2: Specify outputs, activities and inputs  

 Specify what the institution Council needs to do to achieve the desired outcomes and 
impacts.  

 
10.3.9.3. Step 3: Select the most important indicators 

 Programmes should select indicators that measure important aspects of the service that 
is delivered, such as critical inputs, activities and key outputs.  

 
10.4.9.4. Step 4: Set realistic performance targets  

 Effective performance management requires realistic and achievable targets that 
challenge the institutionorganisation. Ideally targets should be set with reference to 
previous and existing levels of achievement (current baselines) and realistic forecasts 
of what is possible. Where targets are set in relation to service delivery standards it is 
important to recognise current service standards and what is generally regarded as 
acceptable.  

 
10.5.9.5. Step 5: Determine process and format for reporting performance  

 Performance information is only useful if it is consolidated and reported back into 
planning, budgeting and implementation processes where it can be used for 
management decisions, particularly for taking corrective action. 
  

10.6.9.6. Step 6: Establish processes and mechanisms to facilitate corrective action  

 Regular monitoring and reporting of performance against expenditure plans and targets 
enable managers to utilise information needed to take decisions to maintain service 
delivery. Measuring, monitoring and managing performance is integral to improving 
service delivery.   

 

11.10. RESPONSIBILITIES IN TERMS OF PLANNING AND REPORTING 

 
The ELRC is responsible for: 
 

11.1.10.1. The production and tabling of a Strategic Plan with a five-year planning horizon 
and including certain prescribed information. 
 

11.2.10.2. The production and tabling of an Annual Performance Plan with a three-year 
planning horizon that sets out annual performance targets for the Medium-Term 
Expenditure Framework (MTEF) period and quarterly performance targets, where 
appropriate, for the current financial year. 

 

11.3.10.3. The production of quarterly performance reports, which will be submitted to the 
Executive Committee, Finance Sub-Committee and the Audit and Risk Committee for 
the purpose of oversight as per prescribed annual schedule. 

 

11.4.10.4. The identification of a core set of indicators must monitor ELRC’s performance. 
 

11.5.10.5. The alignment of reporting between the Strategic Plans, Annual Performance 
Plans, budget documents and Annual Report. 
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11.6.10.6. The production of Annual Report on the prescribed format for the purposes of 
an annual performance information audit by the External Auditor, and for tabling at the 
Annual General Meeting. 

 

11.7.10.7. The Executive Committee shall sign off the Five-Year Strategic Plan and the 
Annual Performance Plan of the ELRC. 

 

11.8.10.8. The General Secretary must establish procedures for quarterly reporting to the 
Executive Committee to facilitate effective performance monitoring, evaluation and 
corrective action.  

 

12.11. MONITORING AND EVALUATION 

 
Responsibilities in terms of monitoring and evaluation 
 

12.1.11.1. General Secretary  

 Is accountable for the frequency and quality of monitoring and evaluation information 
and the integrity of the systems responsible for its production and utilization.  

 Needs to ensure that prompt managerial action is taken in relation to monitoring and 
evaluation findings. 

 Is required to submit and table the quarterly performance reports to the Executive 
Committee and also to provide necessary interventions for the identified barriers that 
may compromise achievement of set objectives. 

 
12.2.11.2. Senior Managers 

 Shall establish and maintain monitoring and evaluation systems especially collecting, 
capturing, verifying and using data and information. 

 Develop and review annual performance targets in line with 5-year strategic plan 
document. 

 Compile programme Quarterly Performance Reports using prescribed format 
(template).  

 Ensuring that Programmes adhere to the submission deadlines, information validation 
by ensuring that the information submitted reflects the true events of performance. 

 Validate/verify all reported outputs against the actual reported and planned, as well as 
ensuring that all source documents are available for performance audit. 

 Over and /or under achievements - report on reasons for significant variances using 
prescribed format (template). 
 

12.3. Managers 

 Responsible for compiling a report regarding the outputs generated within that business 
unit. 

 
12.4. Performance Information Coordinator 

 Responsible for analysis and consolidation of all programme reports into one ELRC 
report for submission to the General Secretary. 

 
12.5.11.3. Internal Audit 

 The Internal audit function will advise management and provide assurance on the 

adequacy and effectiveness of the control environment in relation to performance 

management information. 

 Responsible for reviewing of Quarterly Performance Reports and the Annual Reports to 

determine the level of performance information reporting compliance against the criteria 

of presentation, consistency, validity, accuracy and completeness. 
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12.6.11.4. Audit and Risk Committee 

 Review and advice the Executive Committee and the General Secretary on issues 
relating to external audit findings and develop action plans to assist in addressing the 
findings and ensures the implementation and monitoring thereof. 

 
12.7. Other Officials 

 Officials are responsible for capturing, collating and verifying performance data related 
to their activities. The integrity of the ELRC’s overall performance depends on how 
conscientiously these responsibilities are fulfilled. Consequently, their performance 
agreements and assessments should deal explicitly with the quality aspects of their 
work. 
 

13.12. TIMEFRAMES FOR SUBMITTING REPORTS 

 

12.1. Quarterly reports (including non-financial and financial performance information) must 
be prepared within 30 days after end of the quarter. 

13.1.12.2. Annual Report must be prepared and submitted to the Executive Committee by 
the 31st May. 
 

13.2. Senior Managers are required to submit quarterly reports (non-financial information) to 
the Performance Information Coordinator within four (4) working days after end of the 
quarter. 

 
13.3. Financial performance information is submitted by the 10th of the month subsequent end 

quarter. 
 

13.4. Consolidated quarterly reports shall be submitted to Internal Audit for review within four 
(4) working days from date of receipt from Senior Managers. 

 

13.5. Consolidated quarterly reports shall be submitted to the General Secretary within three 
(3) working days after audit. 

 

13.6.12.3. Submission of Quarterly and Annual Reports to the governance structures to 
the Executive Committee is seven (7) working days before the meeting for discussion of 
reports. 

 

14.13.  PORTFOLIO OF EVIDENCE (SOURCE DOCUMENTATION) 

 
14.1.13.1. Senior Managers to keep records and documentary proof / portfolio of evidence 

in order to support the reported performance information (Evidence Based Reporting). 
 

14.2.13.2. Internal Audit shall validate/verify reported actual achieved targets against the 
APP. 

 

15.14. COMPLIANCE MANAGEMENT 

 
15.1.14.1. It is the responsibility of Management to make appropriate provision for 

establishing controls to ensure adherence to the policy. Deviation from the policy is not 
permitted.  
 

15.2. Any contravention of the policy provisions will be reported and managed in accordance 
with the Performance Management Policy. Compliance Management Policy (Breach 
Reporting Process and assessed utilising the Breach Assessment Criteria). 

Formatted: Superscript



Performance Information Management Policy 
 

Version 03 
 

13 

14.2.  
15.3.14.3. The General Secretary is responsible for taking appropriate remedial action 

when significant issues arise with respect to non-compliance with the policy .(as per the 
Consequence Management policy).  

 

15.4.14.4. If the Internal Audit determines any non-compliance with the policy or 
supporting directives and standards, then such shall be reported to the General 
Secretary. 

 

16.15. AMENDMENT TO THE POLICY 

 
The content of this policy will be reviewed after a period of two years. Amendments to this 
policy are to be approved by the Executive Committee. 
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