	AMAJUBA DISTRICT MUNICIPALITY


CODE OF GOOD PRACTICE               

RECRUITMENT AND SELECTION POLICY
PART 1

1.
PREAMBLE

Amajuba District Municipality is an equal opportunity and affirmative action employer.

In order to achieve maximum participation with minimum delays in the appointment of Staff and in order to obtain the best applicants for positions and notwithstanding that the appointment of Staff below Senior Managers is a duty of the Municipal Manager, this policy is adopted.

LEGISLATIVE REQUIREMENTS 

Basic Condition of Employment Act 1997 (Act No 75 of 1997).

Labour Relation Act, (Act 66 of 1995). 

Government Gazette no. 37245 for 17 January 2014 on Local Government: Regulations on Appointment and Conditions of Employment of Senior Managers.

2.
RECRUITMENT

2.1 PERMANENT STAFF/FIXED TERM CONTRACT STAFF
2.1.1 When permanent staff is recruited, the vacancy shall be advertised and shall allow at least 14 days for applications to be submitted and should endeavour to fill vacancies within a timeframe of 3 months;
2.1.2 For positions of Municipal Manager and Directors, adverts must be in compliance to Government Gazette no. 37245 for 17 January 2014 on Local Government: Regulations on Appointment and Conditions of Employment of Senior Managers as may be amended from time to time.

2.1.3 Post level 2 and other specialist positions as determined by the Municipal Manager, these advertisements shall appear in the national press or KZN press as determined by the Municipal Manager;

2.1.4
Career development of existing employees is of paramount importance and internal candidates will be given first consideration for job appointments and only where it is considered that a suitable internal candidate is either not available or found to meet the specific requirements of the position, will an external candidate be appointed.

2.1.5 Before a vacant post is advertised MANCO will consider internal candidates who are on the same level as that vacant post with a possibility of transferring them horizontally permanently to the vacant post in terms of existing policies before commencing with the recruitment process provided that the proposed transfer will not disadvantage the employee. Thorough consultation must be conducted regarding transfer of Staff, consented by the identified employee, recommended by the relevant Heads of Departments and approved Municipal Manager.
2.1.6 The post for transfer of Staff must be on the approved organogramme and recommendation of the relevant Head of Department and approval by Municipal Manager must be obtained
2.1.7 The post of the transferred employee may be removed from the organogram,                 

be revised and or may be filled depending on the need.
2.1.8 For the transfer process to be a success the same vacant post requirements   

have to be considered as well as the potential and what the particular employee possess. 

2.1.9 All posts from level 2 up to level 18 will first be advertised internally on notice   
boards and circulated internally by email and shall allow 14 days and not more than 30 days for applications to be submitted.

2.1.10 If no qualifying or suitable candidates are found internally then the vacancy 
shall be advertised externally on local newspaper and shall allow at least 14 days for applications to be submitted.

2.1.11 Endeavour should be made to fill advertised vacancies within a timeframe of 
maximum 3 months from the time they are advertised.  
2.1.12 Should it happen for reasons beyond our control that advertised posts cannot 
be filled within a maximum period of 3 months, the Municipal Manager will use his/her discretion to either re-advertise the vacant post or continue with the existing recruitment process based on reasons for delays.
2.1.13 In order to be considered for appointment at ADM, all applicants are required 
to have a Minimum Matric/Grade 12 or equivalent National Qualifications Framework (NQF) Level 4 qualification. 
2.1.14 Notwithstanding the foregoing the Municipal Manager reserve the right to 
prescribe a qualification below matric/grade 12 where in his/her opinion he/she deems such necessary for certain reasons as per existing policies.

2.1.15
Recognition of Prior Learning must be considered during recruitment process in line with Employment Equity Plan numerical targets and requirements as well as capacity building provided for employee development and growth.

2.1.16 Appointment of support Staff for the Offices of Political Office Bearers may be done by Municipal Manager in consultation with Political Office Bearers who will provide qualifying candidates they wish to engage in their offices and such appointment will be for the fixed term period not exceeding the term of office of the Political Office Bearer.

2.2. CASUAL/TEMPORARY STAFF
2.2.1 
Staff in this category will, depending on directive from the Municipal Manager, 
be recruited for the following reasons amongst others: 
· Completion of specific tasks
· Incapacity, Maternity Leave
· Leave  
· Special Projects.

2.2.2
Salaries to be paid in terms of wage curves and benefits in the BCEA.  This does not include Casual Labour. 
2.2.3 To be employed for 3 months or less and can be extended to 6 months based on need by the Municipal Manager;

3. SHORTLISTING

3.1 All applications received in terms of this policy except in respect of Senior Managers and 2.2.1 above, shall be tabulated in a summary and such summary shall be circulated to the Trade Union and Employment Equity Forum Representative as observers and relevant appointment authority (The HOD of the Department of a vacant post and HOD Corporate Services/any HOD if HOD Corporate Services is not available or nominees of HOD’s).
3.2 The relevant appointment authority shall, compile a shortlist with due regard to the views of the Municipal Manager or relevant Departmental HOD and a Representative from each Trade Union and Representative of Employment Equity Forum may observe this process.
3.3 A minimum of two qualifying candidates is required to conduct interviews for recruitment processes so that there will be fair competition. 
3.4 
Should one candidate qualify for an interview during recruitment process, the post may be readvertised or the qualifying candidate may be recommended by panel for approval by Municipal Manager to be appointed in the post on the basis of existing policies.   
3.5  
The appointment authority, for the purpose of interviews, shall receive a copy of the 
CV’s submitted by each shortlisted candidate; however any relevant role-player may 
inspect, at any stage during this period at the HR office, any/all CV’s received.

4.
 TRAVELLING AND RELOCATION COSTS 
4.1     Candidates, who are required to travel by road for recruitment and selection  

purposes in the municipality, are eligible for assistance with travel by road expenses 
as per AA rates (accommodation excluded) depending on the affordability by the 
municipality.
4.2
Should the municipality not afford to reimburse candidates the travelling expenses this must be stated in the advert for the vacant post.
4.3
Required relevant details and or documents must be submitted in order to reimburse  

the candidate travelling costs.

4.4
The municipality does not afford to pay the relocation costs of successful candidates.

4.5 
Section 4 above must be done in accordance with relevant legal prescripts.

	5.
APPOINTMENTS

5.1
APPOINTMENT AUTHORITY
The appointment authority in respect of Staff appointments is as follows:

           5.1.1
Municipal Manager:  Council, in compliance to Government Gazette no. 37245 
                                 for 17 January 2014 on Local Government: Regulations on Appointment and 
                                 Conditions of Employment of Senior Managers as may be amended from time 
                                 to time.

             5.1.2
Managers accountable to the Municipal Manager:- Council, in compliance to 

                      Government Gazette no. 37245 for 17 January 2014 on Local Government: 

                      Regulations on Appointment and Conditions of Employment of Senior 
                      Managers as may be amended from time to time.

             5.1.3
Other levels:-  Municipal Manager after considering a report of the interviewing 
                      panel and the recommendation(s) therein.  

             5.1.4     All interviewed unsuccessful candidates must be notified by means of a 
                          regret letter within one month of finalization of the recruitment process.

             5.1.5    Should the candidate be successful during the interview and thereafter 
                         decline the offer, the next qualifying candidate may be 
                         considered for appointment. 
             5.1.6    Applicants for vacant posts should be South African citizens or permanent 
                         residents. 

5.2
SHORTLISTING AND INTERVIEWING PANEL
              5.2.1    Municipal Manager:  Selection Panel as regulated Government Gazette no. 
                          37245 for 17 January 2014 on Local Government: Regulations on 
                                     Appointment and Conditions of Employment of Senior Managers as may be 
                                     amended from time to time.
5.2.2
Managers accountable to the Municipal Manager: Selection Panel as regulated 
           by Government Gazette no. 37245 for 17 January 2014 on Local Government: Regulations on Appointment and Conditions of Employment of Senior Managers 
           as may be amended from time to time.
5.2.3     Other levels:  Two HOD’s or their nominees – (The relevant HOD for the 
             Department of a vacant post and HOD Corporate Services/any HOD if HOD 
             Corporate Services is not available or nominees of HOD’s), any relevant 
             Official nominated by HOD to observe the process and Human 
             Resources for secretariat.   

5.3
OTHER APPOINTMENTS

5.3.1
Appointments in terms of 2.2.1 - Municipal Manager or his authorised 
           representative.
             5.4        QUALIFICATION CRITERIA FOR POSTS ADVERTISED INTERNALLY 

                          5.4.1 Everyone who is in the Payroll of ADM qualify to apply for posts advertised         

                                   internally.

6.
EMPLOYMENT EQUITY

6.1      Filling of vacancies shall be in accordance with the Employment Equity Plan.

6.2      Head of Departments are required to discuss Employment Equity plans with HOD 
           Corporate Services to ensure alignment of ADM’s appointments with Employment 
           Equity Plan.
6.3     In line with the municipality Employment Equity Plan as may be amended from time to 
          time, provision is made for the recruitment of suitable individuals who 
          are not in possession of a valid Matric/Grade 12 or equivalent NQF Level 4 
          qualification. In these instances it is the responsibility of the appointed 
          candidate to ensure that the relevant qualification is attained 
          post-employment and within a specified period from the date of commencement 
          of employment depending on how much time the programme takes in 
          terms of the institution offering it.

7.         SCREENING OF CANDIDATES 

7.1       Screening process must be conducted for all non-section 54/56 posts shortlisted 
      candidates for all advertised posts.

7.2      Screening process for section 54/56 posts must be done in accordance with 
     Government Gazette no. 37245 for 17 January 2014 on Local Government: 
     Regulations on Appointment and Conditions of Employment of Senior Managers 
     as may be amended from time to time.

7.3      Reference checks must be obtained from recent employers and reference for 
                     the current employer, prior to an offer of employment being made to a successful 
                     candidate.
7.4      Adverts for non-section 54/56 posts will state that screening process will be 
                     undertaken for all shortlisted candidates.

7.5      Letters for offers of employment will state that ADM reserves the right to withdraw 
     the offer should further information become available which proves that the 
     successful candidate did not qualify for the appointment.

7.6      Should ADM become unsuccessful in verifying the academic qualifications or in 
     obtaining reference checks from previous and current employers, the onus lie 
     with the candidate to provide information.

7.7      Criminal and credit checks are only conducted with the written consent of the 
     candidate. Legal prescripts will be adhered to in this regard.
7.8      Appointment of successful candidates with criminal records must be considered and a final decision be 

                        taken whether to appoint or not based on this screening results.
8.          QUALIFICATION CRITERIA FOR POSTS ADVERTISED INTERNALLY 

             8.1      Everyone who is in the Payroll of ADM qualify to apply for posts advertised internally. 



	

	

	


PART 2

INTERVIEW QUESTIONNAIRES AND SHORTLISTING CRITERIA: 

APPOINTMENT OF STAFF
1.
PREAMBLE
The Amajuba District Municipality, in order to ensure a standard approach for the filling of staff vacancies, adopts the following resolution.

2.
INTERVIEW QUESTIONNAIRES

Interview questionnaires will be compiled in five parts, as follows:

PART ONE
	QUALIFICATIONS

(7.5% of total score)
	SCORE OBJECTIVE
	SCORE

	Does the applicant meet the qualifications (academic and/or experience) as required?
	Score from the CV (0 – 3)
0 -  No

1 -  Partly

2 -  Yes

3 -  Also has appropriate degrees
	


PART TWO
	   EMPLOYMENT EQUITY

(10% of total score)
	SCORE OBJECTIVE


	SCORE

	Does the applicant comply with the employment equity appointment?
	Score from CV (0 – 4)
1 -  Male (from the   

           designated group)

2 -  Female

1  -  Disabled

      1      -  EE Plan for category
	


PART THREE
	SUBJECT KNOWLEDGE AND EXPERIENCE

(50% of total score)
	SCORE OBJECTIVE


	SCORE

	Does the applicant show required knowledge and experience in the subject?
	Score from replies to questions:
· Five questions at a maximum of 4 points each

· Questions to be framed by the HOD
	


PART FOUR
	PERSONAL COMPATIBILITY

(22.5% of total score)
	SCORE OBJECTIVE


	SCORE

	For e.g. can the candidate work under pressure, overtime etc
	· Three questions at a maximum of 3 points each
	


PART FIVE
	GENERAL
	YES/NO

	Are you related to any Councillor or Official at Amajuba District Municipality?
	

	If appointed:

· When can assume duties?

· Are you aware of the salary offered for this position?
	

	Do you have any questions?


	


PART SIX
	
PERSONAL OBSERVATION

(10% of total score)
	SCORE OBJECTIVE


	SCORE

	Neatness

Attitude

Team Player

General Observation
	Score between 0 and 1

Score between 0 and 1

Score between 0 and 1

Score between 0 and 1


	

	
	TOTAL SCORE:
	40 maximum


3.
RULES

It is also needed to determine rules for panels, as follows:

3.1
RULES OF INTERVIEW PANELS
· All duly authorised panel members will score;
· All scores will be added together in order to obtain a total score per candidate;
· All candidates scoring within 15% of the highest score will be discussed/further considered by the panel. Parts 4 and 5 will be taken into consideration in this discussion;

· Panels will endeavour to reach consensus, but immediate stated dissent will result in the highest scoring candidates being appointed.

3.2
SHORTLISTING RULES

These shortlisting rules shall apply whenever applications for staff vacancies are considered.

In the unlikely event of shortlisting panels deviating from any of these rules, the reasons for such deviation shall be recorded in the shortlisting panel minutes.

STEP 1

Study the applications.

STEP 2

Identify those who:

· do not meet the qualification and/or experience requirements and delete their names.


STEP 3

Identify those who:

· have a lesser qualification and/or experience in comparison with other applicants and delete their names.

STEP 4

· Identify those who are not currently resident in the area of Amajuba District and delete their names.

STEP 5

Identify those who are:

· disabled and then;

· female and then;

· who meets the employment equity requirement for that category;

and reserve them for interviews.


STEP 6

Identify those who are currently unemployed:

NOTES:

· Shortlisting are to comprise between 2 and 8 candidates;

· The relevant HOD or his/her nominee to inform the shortlisting panel of his/her shortlisting choice;

· The above steps end where an acceptable number of shortlisted candidates are achieved by the panel;

· Should at least 2 candidates not be found after step 2, the panel to decide on a        

      way forward based on this policy.
DATE OF EFFECT


This policy shall be effective on the date it is approved and adopted by 
           Council.
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