PROVINCIAL GOVERNMENT
REPUBLIC OF SOUTH AFRICA

OFFICE OF THE PREMIER

RECRUITMENT AND SELECTION POLICY

m@m&mwgwmm&w%mﬁw ﬁ:ﬁ&umwmm%mmﬂ@mﬁ- e R e




Document Approval Page

RECRUITMENT AND SELECTION POLICY

Designation

Person

Signature

Date

Director General

Mr. Nchabeleng N

="

Acting Deputy Director
General

Mr. Managa A.E

N,

/[ 2647
e\

e

e
C M 7 b
hief Director — B
Corporate Services Wr. Managa A.E ( M .}.&iﬂ," \ %
S~ : - / N " T %
Director Ms. Bambo M.T. ﬁ\f\@ 5 , {
S oG {217
Deputy Director - ’ |
Recruitment and /‘ .
Selection Policy Mr Sikhomo M.A M ey / 06 /Mf’7

T T O R S S e IR

Page AP-1




d DOCUMENT DISTRIBUTION LIST

4 Document 1D RECRUITMENT AND SELECTION POLICY
%Pdcumzent Titie | RECRUITMENT AND SELECTION POLICY
Revision
Revision date
| Distribution Copy Signature Date
% No
ﬁ ‘Master Copy -1 Office of the Premier — Main
g Registry
% Corporate 2
% Services
‘*'E Strategic 3
#f planning and
Policy
| Coordination
i Copy 4
E[G_dp‘y‘ >

DOCUMENT CHANGE INDEX

Docurment.Change Record - Printed Documents
Rev. No. Document details Author(s) Revision Date
4 Draft 1.0 |
Draft 1.0

Document Change Record — Electronic Media
File Name DPescription Software Package
1. RECRUITMENT AND
SELECTION POLICY




Table of Contents

1. ACRONYMS AND ABBREVIATIONS ........cconmiiiiiiieirnam e cnesanmcennass 2
2. DEFINITIONS .......oooeeevreoerinctmmmmmasssrennesesisssinasianssensnstnesesasannsnnnmssssenssessan 2
3. INTRODUCTION ....cotittmmimmmnneseesircassiasicnnssssnnassnsnsssssasamsnnnssnnssnsnsassnnsnnssensnsses 2
4. PURPOSE AND OBJECTIVES OF THE POLICY ... 3
5 AUTHORITY OF POLICY ...viceiicoriicrimimmencacnsssenssissimmmmssmnssssissmmmsssssassnansinan 3
6. LEGAL FRAMEWORK .....cccoommimmimmmirnenmmnseneia e sisansasncesssnsnnenrasnassasscassans 3
7. SCOPE OF APLICATION ......coccrinacercemrmmmrsessessesnsensnnassssasanssan s mnn s sasnssan 4
8. POLICY PRONOUNCEMENTS .......cocccmimiiinesininsiicssinsssesinssensecsssencasnanasansans 4
8.3.1 Employment EQUItY ....ccooommmmmiiincrnrr e s cnse e e 4
8.3.2 Operational Requirements.........ccoocininncmiicinscisimimicsmsnss 4
8.3.3 Non-Discrimination and Fairness.......isciicinnnnnicscniiins 5
8.3.4 Objectivity and EQUItY .....c.ccccivmiirnrcr s 5
8.3.5 TraNSPATENCY ..covvrrimmciirsemmssssnsicsinasisssanssssssnnnsnssssaasassnsssssassasnnsssassanns 5
8.3.6 NePOtiSM ... cccciinerinimier s cmtn s s s s mn s e s s mn e p s s a e ra s s s m s an e e 5
8.3.7 Cost Effectiveness ..o i esran s rta s s s nn e s a s e 6
8.3.8 Types of Selection Methods ..., 6
8.3.9 The Selection Committee.......cccvvvmmiiiiii e 7
O, DEFAULT ooveierccciirresmanssssnsaserersescar e nsassmnssessssssssmssesmnsnnasanssansasnnnsnnsnassnsnnass 7
10. INCEPTION DATE ..o vcrcrcorimrerssisss s sassasvsssse s sessssan sna e snessuscansmssmsnsnes 7
11. TERMINATION AND REVIEW CONDITIONS........ciniirmcmncnncccrinnccanens 7
12 ENQUIRIES ..ottt sansmns e ansn s e st s snc s nssasan s sn e e sn s sannssss e 7
ANNEXURE 7 ovvscevvisreresseamerermeaeeeeermissansssstasssasssssssssssonssssnessnenssnmmnssasassnssansmises 8
1. POLICY MEASURES ..ottt ririrccene e misissesssscsssvssssessessanssannnssnmmssnansanas 8
2. RECRUITMENT METHODS .....coccciiismimimmemmmnennnsmsmnscscnncassanssaninssusssnasans 10
3. RECRUITMENT PROCESS.....cimrcemsmsmnem s ssmsn s ss s nanas 13
4. SELECTION PROCESS ...cooccccmmstremmratitnnsnnsnnnansaanssssessnsansassasnnsnsnasanes 14
5 APPOINTMENT .oeoeeeciveiiieriermeersensssctssmassisssinssasensssmssssnssmnanssnssassssanasnnies 17
5.1 GRIEVANCE AND DISPUTES.....ccccrcietiemmmemmmmcanmmmmiustisamiann e 17
52 REPORTING......ccicciminenrassarcrsatnssssracssmarasasssssnassasassanssazsnsurasas 17
5.3 POLICY REVIEW......coocrrreaceraerissnsmnserrassanscessnssasanansssesnssansns assssnsnaanees 17




1, ACRONYMS AND ABBREVIATIONS.

SMis Senior Management Services

EEP Employment Equity Plan

HRMS Human Resources Management Services
HRP Human Resource Plan

HR Human Resource

CORE Code of Remuneration

KRA Key Performance Area

DPSA Office of Public Service and Administration
OTP Office ci_f the Premier

2. DEFINITIONS

‘Recruitment ‘Reeruitmenit entails all the actions thét are undertaken by
‘the -Office- to aitratt job applicants with relevant and /
required competencies to fill vacant funded posts

Selection _ is a process that entails all steps to elimirating job
applicants- who do. not meet the specific minimum
inherent job requirements and appointing those
applicants who are suitable

Employee A person employed in terms of the Public Service
Act,1994 as amended, irrespective-of rank or position

Desighated groups./ Means Blacks (African, Coloured and Indians), Woemen
historically disadvantaged and People with disabilities '
groups
Redeployment The objective-of this process is to-move an employee {o
another Office or position due to operational reasons/
requirements
3. INTRODUCTION

3.1 The Constitution of the Republic of South Africa, 1996, mandates that the best human
resources practice needs to be cultivated in empleyment and personnel managerment.
Recruitment and selection needs fo be based on ability, objectivity; faifness and the needs
to redress the imbalandes c_}f".tb‘e past to-achieve broad representation at the workplace
andin employmient opportunities:.
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3.2This policy framework has been .developed by takin‘g_ info consideratien legisiative arnd
palicy requirements. It is also an endeavour to .support the human resource plan of the
Office in its quest fo attract the best competencies in the labour market.
I order for this policy framework to be effective, it must be impleménted with due
consideration of job descriptions and related human resource Strategies and / or policies
on career development, performance management and employment equity.

4. PURPOSE AND OBJECTIVES OF THE POLICY

4.1 The.purpose. of this paitcy is to provide a framework within the Qffice for récruitment,
selection and filing of vacant posts, with the key objective of reaching the vast pool of
potential applicants who will deliveron'the mandate of the Office (especially historically
disadvantaged individuals). It. further -seeks to premote the principles of fairness,

efficiency and effectivenass wien selecting and appointing employees to vacant posts.
4.2 The objectives.of this policy isto assist the Office with the following:-

4.2 1 To attract and.retain competent and suitably qualifiéd candidates based on
the inherent requiremients of the position;

4.2.2 To promiote the use of an integrated, systematic.and fair approach to. sélect

the most suitalile persen for the position;

4:2.3 To create a representative and equitable staff complement by supporting the
implementation of the Office’s Employment Equity Plan.

5. AUTHORITY OF POLICY

5.1 This policy is issued under the authority of the Premier as thie Exgcuting Authority and
the Director General as the Accounting Officer for the Office of the Premier Limpopo
Province.

8. LEGAL FRAMEWORK

6.1 Public Service Act (Procl. 103 of 1894;)

6.2 Public-Service Reglilations of 2016;

6.3 Employment Equity Act, 55 of 1998;

8.4 SKills Development-Act, 97 of 1998;

6.5 Gonstitution of South Africa, 1996;

8.8 Labiour Relatiorr Act, 66 of 1995(as amended);

6.7 Basic Conditions of Employment Act; 1997 (as amended)
6.8 White Paper on Affirmative: Actlion;

6.9 White Paper on Human Reseuice Management;
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5.10 White Paper on the Transformation of the Public Service;

6.11 Promction of Access to Information-Act (PAIA), 2000;

6.12 Promotion of Administrative Justice Act (PAJA),2000;

613 National Archives and Records Service of South Africa Act, 43 of 1996;
8.14 Hardbook on.SMS, January 2003;

6.15 Relevant Circulars issued by DPSA {such as Financial Manual)

7. SCOPE OF APLICATION
ThES poitcy, except Whe're o’therwise’ in‘dic’:ated is. ap'plicabie to aH empioyees ;'a'dt'ential

oﬁ' ice.

8. POLICY PRONOUNCEMENTS

8.1 it is the responsibility of every Accounting -Cfficer o ensure that funded vagant posts shalt
be filled to avoid under expenditure on personnel budget.

8.2 It is the resporisibility of the HRMS directerate in the Office of the Premierto.ensure that
posts on the approved organizational structure arefilled..

8.3 The Office shall uphold the-following Principles in the Recruitment-and Selection process.

8.3.1 Employment Equity

8.3.1.1 Filling of positions is.one.of the mast important means for the Public Service as.a
whote, and in particular the Office of the Premier, to meet its human resource.
capacity requirements; it is alse the primary instrument for achieving employment:
equity by making the Office accessibie.te all sectors of the community:

8:3.1.2 The Office shall put i place Employment Equity and HR plans that will set targets
for specific-employment-equity objectives, in particular fo achieve race, gender and
disability. bafance on an annual basis:

8.3.2 Operational Requirements

8.3.2.1 Filling of positions shall be aimed at ensuting that the Office employs persens who
possess ‘the required skills which will be optimally ulilized to meet the Office’s
operational needs in order to achieve the strategic goals and objectives identified.

8.3.2.2 The Recruitment:and Selection policy shall be:linked to succession planning and as
such internal recruitment shali take precedence over external recruitment, except: if
specific qualifications are required in line with the transfermation of the office.




8.3.3 Non-Discrimination and Fairness

8.3.4.1 The process of &election shall be inclusive regardiess of race, colour, gender,
disability, age, religion, belief, culture, marital status, sexual orientation, domestic
circumstances of any arbitrary ground.

8.3.4.2 Applicants, including those who: do net mest the requirements for the: posts or-who
are unsuccessful, shall be treated fairly. In this case a letter shall be written to &
candidate fo inferm him/her of the successfunsuccessful application unless
mentioned in the adyert"isememt',‘ that no response. from the Office within a spegcific
period, impligs an unsuccessful application.

8.3.4 Ohbjectivity and Equity
All zandidates should be measured against the same objective eriteria with due

regard to the need for diversity and the representatlon within the Office. Such criteria
should be dfawn up in advance.

8.3.5 Transparency

in order to be able to demonstrate the opénness and faimess of the selection process;

written records {which should be easily accessible), shall be. kept relating to the
critefia used in selecting interviewers, the selection critefia applied, the assessment
rating of iridividual candidates, and the basis forthe decision or cheice.

8.3.6 Nepotism

8.3.6.1 Where conflict of interest-arises in the making of any decision regarding empieyment
‘the Executive Authority or hisfher delegate. shall make a decision oniy after
considering a recommendation of an independent panel consisting of at least two
persons.

8.3.6.2 An Executive Authority-or hisfher delegate shall make written record-as'to the reasons
for any déviations from the recemmendations of anrindependent parnel.

8.3.6.3The Executive Authority ‘and/or hisfher delegate, employees -or prospective
efmployees shall not accept or seek material compensation of any kind in return for
specifié-employment decisions,

8.3.8.4 Employees do.not have to inferm their Manager/Supervisor of an application made
for positions. The confidentiality of all applications shall be. respected by both
Reglstry and Human Resource Management Services Directorate-and the selection
panel.




8.3.7 Cost Effectiveness.

8371 Recruitmentshall be conducted in an dffordable and cost effective manner,

8.3.7.2 The selection process shall commence after the closing date: of the
advertisement and. concluded when a recommendation is made regarding the
selection of the most suitable candidate to the position.

83.7.3 The .'OtPf is cemm'ittec} to achiéving a wotkforce that will be broadly representative
through Human Resource Management practices that are based on
fransparency, objectivity, faimess and efiiciency.

8.3.7.4 The suitability of a candidate for a vacant post:shall be determine by applying
merit, éfficiency, skill and employment equity prmmptes with due consideration to-
the specific appointment regquirements -as stipulated in the advertisement:

8:37.5 Qualification, leve] of training, appropriate experience, suitability and potential for
a specn‘ic post including. compliance to the advertisement directives serve as
additional imporiant criteria that must be taken into consideration dunng the
selection process.

8.3.7.6  Uniform standards have to be.maintained during the selection process in ordert o
ensure equal treatment and fair competition amongst all selected candidates.

8.3.8 Types of Selection Methods

The Office. of the Premier shali consider the following selection methods to determing
the suitability of candidate, although no specific is prescribed, the selection interview
is still the most common:-

»  Selection iriterviews

s Compétency assessment for SMS

= Reference checks

¥ Vetting of candidates information, including qualifications

8.3.9 TheSalection Committee

8.39:1 The Selection Committée shall consist of at least three but not more than five
members of the grading equal to-or-preferably higher than the grading of the post
to be-filled, |

8392 The chairperson shall be an employee of a grading higher than the pest to be
filled,

8.3.9.3 Recognised ergarised labour shiall sénd ong representatives to observe during
selection and interview process,




8.3:9.4 Human Resource representatives shali be part of the selection panel to perforin
secretariat and advisory duties both for final paper-on selection and interview
process,

8.3.9.5 The same selection committee will conduct the inferviews,

8.3.8.6 Cellular phones will be switchied off and handed over to the secretariat during the
selection process

9. DEFAULT

2.1 Non#dherence to policy, procedure, or guideline that does not follow the procedures
and processes cutlihed in this policy will not be approved by the relevant authority.

9.2 Any employee who contravenes the pravisions of this policy which may lead to viclatiens
of the Public Service Code of Conduct of any rulés or policies, that employee may be
charged with miscoriduct and the necessary disciplinary measurés will be taken against
him £ her,

10.. INCEPTION DATE

The.inception date for this policy will be within 30 days after the approval by the
Executive Authority.

11. TERMINATION AND REVIEW CONDITIONS

11.1 This policy shali be reviewed at least every 24 months based on the comments and
inputs from- the stakehoiders.

12, ENQUIRIES

All-enquiries regardmg this policy will bé directed to-the Directérate’ Human
Resource Management Services in the Office of the Premier: Limpopo Provmce




ANNEXURE 1

1. POLICY MEASURES

&)

b)

d)

e}

a.

In line with PSR 2016 regulation 25(2)(a) executive autharity shall determine
the Office’s organisational structure’ in terms of its core and support functions
and engage in the HR Planning with a view to meeting the resuiting HR needs.
The Office may, depending on the nature ef the work {¢ be performed; recruit
and employ an employee oh a permanent or tefnporary (contract) basis either
full-time or part-time.,.

a. Permanent or fixed term contract, in post on fixed establishment;
b. Temporary (a period not exceeding 12'months) additional to the establishmient.

Medium term .contract (12 monthis up to. three years) additional to the
establishment: an extension of up to 3 months is permissible for the same
person. to.continue the work. For any periods lenger than 3 -months, a new
contract must be entered into.

Short term contract (léss than 12 mcn,ths):aéldition‘ai to the establishment: an
extension of up 3 months is 'perrﬁﬁs‘sibie' for the same person to continue to
work. For any-period jonger than 3 meonths, ‘a hew contract must be entered
into.

If a vacant post is to be filled by means of an appointment.or transfer, the

recruitment-and seiection process:expressed ih this Policy must be followed. If

the erhploymernit is én'a temporary short:term contract basis, headhunting may

be used as an alternative but advertising and interviews must be conducted fo
determirie the suitability. of an applicant,

Internal Mobility ( Rotating émployees on the same level) may be used to place
an employee to enhance organisational effectiveness and Jor multi-skilling of

efmployees

Trahsfer
A vacantpost in the Office may be filled through the transfer-of an employee
to the vacant past on the same ievel.




9)

i)

o

The transfer can be from one department to another in order to enhance. the
organisational effectiveness, multi-skilling andjor career enhancement of
employees

A fransfer may either be employee initiated or employer initiated and must

be mutual consensual from either party.

Head-hunting ,

This method of recruitment may be used to seek and identify suitable
candidates for -positions whére there is difficulty in recruiting suitably
qualifiéd ‘candidates .as well as recruiting” eandidates from historicallg-
disadvantaged ‘groups. The executive authority may; after that selection
process has been compiefed, approve the. head-hutiting of one or more
persons with the requisite competenciés and subject such person or

persons o the sameg selection process as those who have applied.
Deployment of employees / re-assignment

An emiployee/ SMS member may be deployed (directed in terms of section
32 of the Public Service Act) to perform a specific functions in another
country and this shall be doné in writing and formal approvat. '

Secondiment of employees

An.eimployee/SMS member may be seconded to another depariment for a
period of time-at the request of that department in writing.

The empléyee has to.agree to.the secondment. He/she shall be issued with
a letter detailing all the conditions, period of secondment, performarice
agreemént and assessment matters;, including leave and agreed
remuneration.

The post the employee/SMS member occupied.in the Office cannot be filled

on & permanent basis whilst e/ shie is-on secondment.

. The Recipient Departmerit shall bear the inclusive cests-of the secondment;

uriless-the Recipient department and the Department, after consuliation with
the Provincial Treasury (if required in terms of the applicable statutory
requirements referred to in paragraph 3.1 of PART A above) -agree

otherwise,




e. Unless arranged otherwise betiween the Office and the Recipient department,
the Office should continue the payment of the employee’s salary and
conditions of service as wellas the deduction of any monies during the period
of secondment. The expenditure incurred by the Office in respect of the
salafy and conditions of service paid tothe -employee during his or her
secondment must, if applicable, be recovered from thie Recipient department
on the basis ‘of the dpportionment agreed fo in terms of subparagraph (a)
above.

i} internal Assignment

-a. An employee niay be a's‘signed to perform a function in another unit in terms
of Section 32 of the Public Service Act.

b. Before an employee is assigned to. perform those function in another unit
helshe. first have fo be consulted.

c. After consultation, the employee affected shall be informed in writing of the
perod and Iocation of the assignment. His:salary will stifl be ‘paid from his
permanent post

THE FOLLOWING RECRUITMENT PROCEDURE IS APPLICABLE. ALL REQUEST FOR
ADVERTISEMENT OF VACANT POSTS SHALL BE FORWARDED DIREGTLY TO THE
DIVISION: HUMAN RESOURCE MANAGEMENT SERVICES: SUB - DIRECTORATE:
HUMAN RESOURCE PRACTICE

STEPS
= There must be a need.to fill the vacant post — A inotivated request to fill a vacant post
is sub_m'itted to Executive Authority or delegated employee before starting with the
recruitment process.

= The Directorate will verify whether the post exists on the approved establishiment angd
is funded.

= The. Directorate shall assist the line manager with drafting and placement of the
advertisement in order fo. maintain standards.

2. RECRUITMENT METHODS

The following methods will apply:-

ADVERTISING

10




The Human Resource Plan and Employment Equity Plan shall inform the filling of
vacant posts to meetthe set targets.

‘The relevant job advert(s) placed shail clearly indicate which post(s) earmarked for

pecple from designated group

A muotivated request to fill a.vacant post is-submitted to Executive Authority or

delegated employee before starting with the recruitment process

Information about the post &.g. réquirements and media of advertisement should
form part of the request. Mediurn of advertisemenit should be decided upon, taking

‘into account the target grolp.

Advertiserriént. must accoUntfor and contribute to a just and fair process with regards
ta the filling of posts

An advertisernerit must acknowledge and adhefe to the principles of equal

Aemp{byment opportunities and ensufe that any person who may -qualify will be

considered withiout discrimination

An advertisement should. not favour or prejudice any prospective candidate who
possesses knowledge, skills, competence and appropriate qualifications.

A motivated request to fill 'a vacant post is submified to Executive Authority or
delegated employee before starting with the recruitment process.

Internal advertisement should get preference depending on the nature of post with
exception of SMS posts which must be advertised externally.

Any vacant post in the senior management service (SMS) shall be advertised
nationwide (PSR 2016} and shall be subjected to technical exercise, Competency
Assessirient aiid security clearance.

All posts on salary level 9 or above must be evaluated prior advertisement uriless the
poét.was previously evaluated

Basi¢ [nformation for an Advertisement

The advert should carry the following. information:-

n

Provincial coat of arms on fop of the advertisement
The riame of the Qrganisation/ Office
The:job.title 'of the advertised pdsts

Salary level of the advertised post

11




a  Location of the job{ Branch, Chief Directorate, Directorate and Sub - Directorate)
= Remurieration Package — The basic salary with a'indication of the possible all
inclusive remuneration package starting and end notch
= The minimum job:fequifements in terms .of qualifications, training and relevant
experience
= Competencies: Skills-and Knowledge
=  CORE Functions — Key performance area (KRAJ duties attached to the post
= Address torwhich applications are to be submitted or posted
= Thé declaration by the Office.of being an equal opportunity and affimhative action
employer |
Relevant documentation to be submitted such-as Z83 form, Curriculum Vitae (CV),.
Cerfified copies of gualifications, ldentity:document and drivers license (failire to
cornply with the reguirements will resulis in immediate disqualification)
‘= All:advertisements will indicate that-shortlisted candidates-shall be subjected to Pre-
emgloyment security vetting
= All SMS.posts will indicate thatthe shortlisted candidates shall be subjected to &
technical exercise and Competency Assessment
= Enquiries— The name and contact person who will hahdle enguires

= Closing date-of the adveriisement

Receipt of Applications
v The.responsibility of receiving applications for the advertised post rests with

Regcords.and Facilities Management Directorate.
a2 Date of receipt $hall be done per date stamp on applications.

= Lost applications received by the Office must be date starmped them prior referral
= .App'lica'ti‘ons received after the ¢losing date of the advertisement will be recorded on a

separate schedule.

12
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3. RECRUITMENT PROCESS

The Office shall use the follbwing; recruitment process o altract a pool of suitable
candidates to select from, subject to approval from the Executive Authority or her or
his. delegate.

Head Hunting {Critical / Scarce Talent/ Skills:Search)
This methed of recruitment may be used to seek and fden’afy suitable candidates for

positions where there is difficulty in recruiting suitably: qualified candidates as well as
recruiting candidates from historically disadvantaged groups.

Redeploymerit / Re- assighment and Transfer
= Vacarit posts niay be filled by redeploying staff as need arisés. Transfers may be

effected into vacant posts aftér such posts were‘adverfised and cohtested for.
Consultation regarding the r_edep[oyment io take place between the employee and
supervisor,.and dpproval to be dgranted by relevant heads of Branches.

Transfer |
n CI’_OS$, trafsfer within Public Service should be implémented after thie approval has
been graited by both Offices:

Posiing.
= This method may be used o reach communities, which-cannot be easily accéssed

through other form of recruitment.

»  Lgeal authority institutions / Grganisations for person with disabilities may be used for
the display of posters at places that are accessible, known .and frequeritly visited by
communities

Media Advertising o _

w  QOffice’ website, DPSA websites, print media ( Circular distributed to. all government
Offices, newspapers) will form part of recruifment process-because the requirements
stated therein, often form a basis for attraction and selection of the most suitable
candidate for the adverfised post..

RECEIPTS OF APPLICATIONS
= HR Registry should ensure thatthey receive applications of the advertised posts as

from the day advert publishéd and take them to the Suby Directorate: Human Resource
Pracfice.

= An acknowledgement of date of receipt shall be doné per.date stamp on ‘applications.

= Applications, which may. be received in an Office, which -did not adverfise the postys,
will be ‘acknowledged per date stamp before being referred to the rightful Office.

2 Applications received shall be recorded.

13
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s Agpl_l_cat’i'c_:ns-. received afterthe clos;?ngida'te of the advertisement will be récorded ona
separate schedule.

Recruitment and Response Handling

e Thjs. is dene by Sub Directorate: Human Resource Practices to ensure that all
applications of the advertised posts are captured electronicélly:

Process and Procedure: Selection

4,

= HRP will bé responsible tocampile list that reflect the following details of all applicants
received (Surname. & Initials, Gender, Ragce, Current job title, Cuirent employer (if
any).

SELECTION PROCESS

‘4.1 SHORTLISTING

» A Human Resourée Représentative shall be part of the Selection panel to perform

‘secretariat and advisory duties both for final paper on Selection and Interview process.

s The line manager in whose component the post is located is responsible for pre-
selection/shortlist.

» A standing pre-selection committee consisting of at least twe people should form
part of the shortlist phase together with the line manager.

o Only candidates who have applied and are on record of applicants for the advertised
poests-shall be considered for shortlist,

» ‘Where more than one post was advertised, an applicant for another post eannot be.
cansidered for any other pdst for which an application was not lodged.

» Reference checks on authenticity of qualifications for candidates on shortlist where

a doubt arose shall be-doie befare the date of the internview.

= Labour Organisation and Employment. Equity must form part of the:selection
Committee as observers.

« The same Selection panel and. Union representatives will form part of the-Interviews
procéss.

e Every interview each shortlisting panel member and Union Representative will sign &
deciération pledge of vested interest before each shortlisting and interview stating that
He /she has no vested interest in any of the shotilisted / interviewed dpplicants.and will
comply with the confidentiality pledge.

14




4.2

4.3

SELECTION COMMITTEE

The role of Selection Committee usually called an (interview panel) is to objectively
determine the suitability for appointment of the various cafididates.

The Chairperson must ensure that there is consisiency in questiotis posed to all
candidates.

The recommendation of the Interview Panel shall remain confidential untit approval
has been granted and the successful candidates informied accordingly.

The: role of a selection commiftee, usually called an Interview Panel, is to

Obj.ectiveiy determine the suitability for appointment of the. various candidates.

A selection committee shall be appointed by the Executive Authofity of ar
employee who Has a delegated authority to do so.

A selection commitiee must consist of individuals who are conversant with the
relevant field.

HRMS component is responsible for logistical arrangements of the. interview.

A selection Committee shall consist of at least three membears who are employees
of a grading equal to or higher than the grading 6f the post'to be filled or suitable:
persons from ouiside the Public Service.

A chairperson of the: selection committee, who shall be an empioyee, shall be of
higher grading than the pest to be filled:

An-émployee within HRMS component will provide secratarial service and advice
to the Selection Commitiee. The principle. of representation in the ‘context of
employment equity. shall be adhered to when appointing aselection panel.

INTERVIEW

HRMS will hanidle the logisticai arrangement of the: interview in terms of dates;
venue, iransport and invitation of interview. panel;, Labour Organisation and
candidate te be interviewed.

Candidates will be infermed and invited to the riterview at least five {5) working
date before the date of an interviews.

15




4.4

4.5

s An interview should be structured for consistency on guestions to all ¢ahdidates

¢ -Arecord of the inferview prodeedings shall be kept so that in case of any dispute,

records can be available for reference

» The Interview panel members. shall meet 15-30 minutes before the interviews to

set questions to.be asked during the interview

e The interview panel member must restrict themselves to guestions that are directly,

related to the adveriised requirements.

o All applicants for a specific post must be assessed by the same Selection pane]

¢ A selection committee shall make recommendation of candidates who are

appointable at the-end of the interview session

» The secretariat shall record the minutes and fecommendation of the s&lection

committes,

¢ In case of mere than one candidate achieving equal first place score preference’

must be given to applicants who would promote representativeness and secondly
to internal applicants, when making recémmendation where the Office has not.
meet the Employmient Equity target.

> Similar procedures and guidelines will be applied for internally and externally

-advertised posts.

Reference check & Security Clearance

Al prospective. applicants shall be subjested to an ‘appropriafe ‘security clearance

accordingly fo the following guidelines.

Prior io appointment, all 6fficials shall be subjected to record clearance.

All incumbents on salary level thirteen (13) .and higher shall be subjected to full top
secret clearance prior to appointment.

Qualifications: for all post levels should be verified.

Technical Exercise and Competence assessment

All SMS Members shall be subjected to both Technical Exercise and Competency
Assessment.

The results of Assessment will form part of the recommendation and also can be used
for the purpese of their developmental.
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5.1

5.2

- 5'..3

APPOINTMENT .

The rec:om_menda_tion of the Selection / Interview panel should be submitied to: the
Executing Autherity -/ delegation in writing by the secretariat (HR Representative

The Executive Authority: or- delegate will consider the. recommendations of the
Selection Committee.

Appointment can only. be. communicated to the successfil candidate. after written
approval has been obtained.

A written offer of appointment {which conditioris. of service) shall be made to ‘the

successful candidate and the formal acceptance: theraof, obtained within five (5)
working days

GRIEVANCE AND DISPUTES

The procedure forresolving grievances and disputes which may arise as a result of
decisions taken during the filling of a post-shall be dealt with in terms of the Public
Service prescripts.

REPORTING . A ._ )
Reporting of vacancies, staff profile in relation to race, gender and disability must be.
submitted-to ExCO and Budget commitice.

POLICY REVIEW

Ihis pelicy must be reviewed every 2 years or when required by legislation.

17




