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1. Introduction

1.1 The Framework provides a standard guide for effective policy development and

review,

1.2 Underlying this framework is the need for a uniform and integrated approach to

policy formulation, implementation and maintenance.

1.3 The framework seeks to ensure municipal policies are developed, implemented,
and continuously maintained in line with relevant legislation and statutory

requirements.

1.4 The framework must be used as a tool to ensure that all relevant areas and key

aspects of policy development have been covered.

2. List of Acronyms and Abbreviations
LLF — Local Labour Forum
MMC - Member of the Mayoral Committee

MANCO - Management Committee

ORTDM - O.R. Tambo District Municipality

3. Definition of Terms
Council: The highest decision-making body of O.R. Tambo District Municipality.

Local Labour Forum: A platform within the municipality where the employer and

employee components discuss and negotiate matters of mutual interest and concern.

Management Committee (MANCO): A Committee consisting of Senior Managers of
the municipality, where administrative decisions on the management of the

organization are taken.

Policy Custodian: An individual responsible for safeguarding and managing policies

within an organization.

Policy: A deliberate system of guidelines to guide decisions and achieve rational

outcomes.
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Policy Development: A process of developing a new policy taking into consideration

the pre-determined cycle, from problem recognition to approval.

Policy Development & Review Committee: A Committee constituted by employees
from all departments within the municipality to monitor and evaluate adherence to
policies and serve as an advisory committee to the Senior Management on policy

development, review and maintenance.

Policy Document: A collective noun for all policies, strategies, procedures and

guidelines developed by the municipality.

Policy Initiator: An individual who takes the initial steps in developing a new policy or
significantly modifying an existing one, often by identifying a problem or opportunity

that requires policy response.

Policy Register: A centralized collection of all official Policies within the organization,

often accessible to the public.

Policy Review: A process of making the necessary amendments in an existing policy
document to ensure that it is fit for purpose and aligned to National and Provincial

Policies and relevant pieces of legislation.

Stakeholder: A person or group with a direct interest, involvement or investment in

something (e.g. Members of the Public, Councillors, Businesspeople etc.)

4. Purpose

4.1 The purpose of this framework is to regulate policy development processes within
the municipality by establishing standardized guidelines and procedures to be

followed when developing, implementing, and reviewing policy documents.

5. Objectives

The objectives of this Framework are:

5.1 To provide a uniform approach to planning, development, implementation, and
maintenance of policy documents.

5.2 To facilitate alignment of policies with internal and external policies, and relevant

pieces of legislation.
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5.3 To establish principles that guide policy development and review.

5.4 To outline roles and responsibilities of different stakeholders in policy development

and review process.
5.5 To promote a culture of participatory policy development and review processes.

5.6 To strengthen Organizational capacity to develop, impiement and maintain

municipal policy documents.

5.4 To provide appropriate quality assurance and monitoring processes, and ensure
that policies are developed, approved, monitored, and reviewed consistently in a

systematized cycle.

6. Legislative Framework

The following legislative and policy frameworks guide the development and
implementation of this framework:

6.1 Constitution of Republic of South Africa, 1996.

6.2 Local Government: Municipal Systems Act 32 of 2000.

6.3 White Paper on Local Government, 1998.

6.4 National Framework for Policy Development, 2020.

6.5 National Policy Evaluation Framework, 2020.

7. Scope of Application

7.1 The framework applies to all employees and stakeholders involved in the policy
development process within the municipality.

7.2 The provisions outlined in this framework apply to all policy documents developed
or reviewed with the municipality, after its approval by the relevant authority.

7.3 Policy documents developed and approved before the approval of this framework

will remain effective, but their review must be consistent with its provisions.
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8. Guiding Principles

The following principles guide policy development in the municipality:

8.1
8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10

8.11

8.12

8.13
8.14

8.15
8.16

Policy documents must be developed only when there is a justifiable need.
Policy documents must be structured, drafted and presented in a way that makes
the policy easy to understand, read and interpret.
Policy documents must be concise, and action-oriented, and must be written in
plain language that can easily be understood by the intended audience.
Policy documents must contain a clear purpose, to ensure an unequivocal
understanding of what they seek to achieve.
Policy documents must be written in the third person, generally present tense
and active voice.
Policy documents must exclude personal names and web addresses that may
become outdated (i.e. use position titles instead of individual names).
Municipal policies must be consistent, coherent and must not contradict each
other.
All policy documents must uphold the vision, mission and values of the
municipality.
Policy documents must be transparent, collaborative and timely with inputs from
appropriate internal and external stakeholders.
All policy documents must comply with international, national and provincial
development priorities and legislation.
Municipal policies must have due regard for different needs and priorities of all
persons, regardless of gender, age, religion, socio-cuitural and political
affiliation.
Policy documents must set out roles and responsibilities of different
stakeholders, to ensure accountability.
Approved policies must be reviewed regularly to test necessity and relevance.
The approval process must be expeditious and efficient and operate within
appropriate and specified timelines.
Policy documents must apply and be binding across the municipality.
Policy documents must be accessible to everyone for whom they may be

important.
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9. Reasons to Initiate Policy Development Process

9.1 The issue or problem to be addressed must first be assessed and then it must
be established to whom the issue or problem should be presented.

9.2 It must be considered whether the issue or problem can be addressed in other
ways, for example by establishing clearer communication channels in terms of
existing policies or by developing a policy or procedure at a lower level.

9.3 Some policies may be prescribed by legislation and therefore such policies must
be developed as provided by legislation.

9.4 To tighten controls and provide guidelines on processes and responsibilities.

10. Steps in the Policy Development Process

When developing a new policy document or reviewing an existing one, the following

steps must be observed:

Consultation

Monitaring &
Review

PQOLICY
DEVELOPMENT
PROCESS

Implementaticn

10.1 Consultation

10.1.1 Once a need to develop a new policy document or review an existing one has
been established it must be determined which directorate will have jurisdiction
over the proposed policy development so that they are the first to be consulted.

10.1.2 The draft policy must be circulated to management to solicit suggestions and

advice.



10.1.3

10.1.4

10.1.5

10.1.6

10.1.7
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It must further be determined who will be affected by the proposed policy or
revision and who should assist in the development thereof.

All the affected must be consulted throughout the drafting process and their
inputs and comments be obtained.

A draft policy affecting employee conditions of services and work environment
must be presented to the Local Labour Forum (LLF) meeting for consultation
purposes.

If the policy directly affects communities, extensive consultation must be
conducted for purposes of ownership.

Policy documents to be approved or adopted by Council must be subjected to
a Policy Workshop to solicit inputs.

10.2 Final Draft

10.2.1

10.2.2

10.2.3

The Policy Initiator must consider all comments received during the formal
consultation brocess and where necessary, effect the required'changes or
additions.

The Policy Development and Review Committee must consider the
amendments and ensure that the draft policy is in correct format and language
without changing the contents of the policy.

The Legal Advisory Services must validate the legal soundness of the policy

before submission to the appropriate approval structures.

10.3 Submission and Approval

10.3.1

10.3.2

10.3.3

The Policy initiator must submit the edited policy document through a
memorandum to Strategic Planning & Governance Department for
recommendation to the approval authority (e.g. Accounting Officer or
municipal Council).

The Policy & Research Coordination Unit must facilitate the signing and
stamping of the Policy document within 7 days upon approval by the relevant
authority.

The Accounting Officer must initial every page of the policy document after its

approval by the relevant authority.
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10.4 Implementation

10.4.1 Departments within the municipality are responsible for effective
implementation of policies within their scope of mandate.

10.4.2 Where necessary, workshops, training or change management sessions must
be conducted to ensure that relevant stakeholiders fully understand and are

able to interpret the policy.

10.5 Monitoring and Review

10.5.1 Approved policies must be monitored and reviewed frequently to ensure that
they remain fit for purpose and compliant with current legislation and policy
framework.

10.5.2 Each policy must determine the frequency in which it must be reviewed.

10.5.3 Generally, policy review is conducted annually or at least once every five (5)
years, depending on its nature thereof. _

10.5.4 A Policy may also be reviewed as and when the need to do so arises
depending on a change in circumstances, such as the law or national and
provincial policies.

10.5.5 When reviewing a Policy, departments should still observe and adhere to the
key stages of policy development outlined in this framework.

10.5.6 The Policy Development and Review Committee must be established by the
Accounting Officer to monitor and evaluate adherence to municipal policies
and advise MANCO.

10.56.7 Findings of the monitoring and evaiuation process must find expression in the

formal review of the evaluated Policies.

11. Policy Register and Accessibility of the Policy

11.1 Policy & Research Coordination Unit must develop and maintain a Policy
Register wherein all policies of the municipality will be recorded.

11.2 The Register must state the approval date and when the policy will be due for
the review.

11.3 The Policy Register must also capture policy documents that the municipality is

planning to develop with clear completion dates or timelines.
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11.4 Policy & Research Coordination Unit working very close with Communications
Unit must facilitate the uploading of policy documents in the municipal website

within 30 days after approval, for easy access.
11.5 Approved and signed Policies must be emailed to employees through all users

within 14 days after approval by the relevant authority.

12. Roles and Responsibilities

Policymaking involves various stakeholders both internally within institution, within

government, and outside government as outlined in the Table below:
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Coungil

Member of the Mayoral
Committee (MMC)

Accounting Officer

Senior Management

Middle and Line Managers

Provides political leadership, vision, and policy direction.

Makes the final determination on whether a new policy must be developed
or an existing policy must be amended or rescinded.

Approves all policies or delegate approval of specific policies.

Oversee and monitor the implementation of policies.

Accounts to the public en implementation of policies.

input and give policy direction into policy development within his/her area of
responsibility.
Oversee, monitor and account to the executive mayor on implementation of

policies within his/her area of responsibility;

Approve procedure manuals and guidelines.

Sign-off Policies within seven (7} days from the date of approval by the
municipal Council.

Oversee and monitor the implementation of policies at the strategic and
operational level.

Appoints members of Policy Development and Review Committee.
Commission outsourcing of the development of a policy document in the

event there is no internal capacity.

Are champions of Policies within their area of responsibility (departments).
Identify the need and recommend the development of a policy to the
Accounting Officer.

Provides strategic direction of the proposed policy and determine the overail
context in which a policy may be developed or reviewed.

Recommend policy proposals and draft policies for endorsement by the
Accounting Officer before submission for approval to the Municipal Council.
Monitor, Evaluate, and account for the implementation of policies within
his/her area of responsibility to the Accounting Officer.

Formulate the required policy proposal and draft Policies in consultation with
the HoD.

May be delegated by the HoD to present a draft Policy to the Senior
Management for consideration and approval.

Implement Policy within their area of responsibility.
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Unit

Legal Services

Policy Development and Review

Committee

Employees

Other Stakeholders

(Partners, Community, Organized
Labour, Civil Society
Organizations)

Policy development Framework

Manage and report on the implementation of Policies within their line

function.

Coordinate policy development and review processes and publication of
Policies.

Provide technical support and advice on policy development, monitoring,
evaluation and review.

Coordinate the establishment of a Policy Development and Review
Committee,

Maintain and continuousiy update the Policy Register.

Monitor compliance with the provisions of this framework.

Facilitate approval and sign-off of Policies.

Coordinate monitoring and evaluation of municipal Policies.

Facilitate the uploading of policy documents on the municipal website;

Act as a resource for policy compliance and interpretation.
Analyze each new or reviewed Policy for compliance with legislative and
statutory requirements. '

Monitor and evaluate adherence to policies.

Serve as an advisory committee to the Senior Management on policy
development, maintenance and review.

Provide feedback, advice, and recommendations for policy development or

review.

Contribute to policy development and review processes.

Comply with municipal Policies.

Provide feedback on municipal Policies.

Identify Policies which may require review and communicate policy concerns
and inputs to policy owners or custodians.

Must participate in and support the development, implementation, and
monitoring of policies.

Where possible, they must hold the municipality accountable for its actions
relative to policy implementation.
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13. Commissioning Policy Development Process

13.1. In the event there is no adequate capacity internally, policy development may
be commissioned to an external stakeholder by the responsible department
through the approval of the Accounting Officer.

13.2. The responsible department shall be responsible for all the costs associated
with the development or review of the required Policy.

13.3. Adherence to the relevant procurement regulations governing the procurement

of services must be maintained.
14. Updating or Rescinding a Policy

14.1  Minor changes may be made to a policy without going through the full policy
development or review process if the change is not substantive, and does not
modify the intent, meaning, or focus of the policy. '

14.2 Major or substantive revisions to an existing policy must be treated in the same
way as new policies and must undergo the policy development process
described in this framework.

14.3 A policy may be rescinded if it is obsolete, its contents need to be rewritten, or
it has been combined with another policy to make it more effective.

14.4 The Council will make a final determination on whether a policy must be

rescinded or updated.
15. Compliance, Implementation, and Enforcement of this Framework

15.1 Effective Date

15.1.1 This framework will be effective on the date of its approval by the Municipal

Manager.
15.2 Default

15.2.1 Once approved, this framework will be legal, and binding and its provisions
must be adhered to.
15.2.2 Any policy document that does not follow the procedure and processes

outlined in this framework will not be approved by the relevant authority.
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15.2.3 Violation of provisions of this framework shall constitute an offense and may
lead to the necessary disciplinary action being taken against any individual.
15.3 Enquiries

15.3.1 Inquiries regarding any matter relating to this framework must be directed to
Manager: Policy & Research Coordination Unit within the Strategic Planning
and Governance Department.

16.4 Sign-Off

15.4.1 Framework approved and signed by the zccounting Officer on:

Signature / ‘ L/L/_j/
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