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1. INTRODUCTION 
For the Municipality to be successful in reaching its objectives, render services as required in the community and maintain a knowledgeable and skilful workforce, it is important to operate according to a sound and transparent Recruitment Policy.  It is also important for the Municipality to staff its establishment with the best available employees for all vacant posts.  The principle of sound labour relations and employment equity should however form an indispensable part of this process.

The Recruitment Policy embodies various actions as part of a holistic process.  Advertisements, recruitment, selection, promotions and transfers all form part of recruitment.  Various role-players are also involved in the entire process and the policy endeavours to enable such role-players to perform their allotted responsibilities as effectively and efficiently as possible.

2. DEFINITIONS 
2.1 Suitable candidate means a candidate who is firstly suitably qualified as
described in section 20(3) and 20(4) of the Employment Equity Act (see par. 4.8.2) and who secondly possesses the inherent or statutory requirements for a specific job as determined in the job description and job specifications for that job. 

2.2 Unfair discrimination means to unfairly treat or exclude employees and
applicants for employment on the grounds stipulated in sections 6, 7 and 8 of the Employment Equity Act.


2.3 Appointing authority means firstly the Council in terms of the Local Government: Municipal Systems Act for the appointment of the Municipal Manager and managers directly accountable to the Municipal Manager, secondly the Municipal Manager for the appointment of officials on post level T-20 and below, or alternatively a director for the appointment of officials as delegated to him/her by the Delegation of Powers approved by Council as amended from time to time.

2.4 Line manager means the manager who is directly responsible to the Director and for the management of a division.

2.5 The Council: Refer to section 157 of the Constitution which deals with the composition and election of Municipal Councils.

2.6 Director means the Senior Manager who is directly responsible to the Municipal Manager and appointed in terms of Section 56 and 57 of the Municipal Systems Act (Act 32 of 2000).

2.7 Supernumerary employee means a staff member who is currently engaged in a redundant post.

2.8 Post means a job position on the approved staff establishment or organogram (staff establishment) for which financial provision exists.

2.9 Section 57 post means a post of a senior manager created by the Municipality in terms of the provisions of Section 57 of the Municipal Systems Act, 2000, as amended.
2.10 Scarce Skills means those skills that are identified as critical and of which a shortage is experienced and which is required for key projects and/or posts, or as defined in the Scarce Skills Policy.

2.11 Selection Committee means any person and/or appointed service provider(s) of the Municipality attending meetings related to the recruitment and selection function.

2.12 Selection Panel means the staff members and/or appointed service provider of the Municipality directly responsible for decisions regarding shortlisting and appointments.

2.13 Internal Candidate refers to temporary appointed employees, cumulatively appointed for a period of three (3) months or longer in the past 18 (eighteen) months, or a permanent employee of the Municipality who has applied for a vacant post within the Municipality. 

2.14 Promoted employee refers to an employee of the Mossel Bay Municipality who been appointed in a post which is higher in pay, responsibility and/ organisational level than his/her previous post and was appointed in the higher post (full recruitment process followed).

2.15 Rapid Promotion refers to the internal vertical movement of an employee in terms of the Rapid Promotion Scheme.
3. POLICY OBJECTIVES 
The main objectives of the policy are to:

3.1 Enable the Municipality to recruit suitable candidates for appointment in specific posts     in order to deliver the required services to the community and to assist in the optimal development of the municipal area and its residents;
3.2 Ensure that the process of recruitment, selection and appointment is objective, transparent and equitable as required by the Employment Equity Act, Labour Relations Act and other applicable legislation;
3.3 Establish proper structures and clear responsibilities for the purpose of recruitment;
3.4 Establish clear procedures for all role-players participating in the recruitment process;
3.5 Simplify the recruitment process in order to promote overall effectiveness and efficiency.

4. GUIDING PRINCIPLES 
4.1 The Recruitment Policy and its implementation will be aimed at matching the existing and potential human resources to the strategic and operational needs of the Municipality.

4.2  Each appointment must be rationally and objectively justifiable in terms of the Municipality’s strategic and operational needs.  
4.3 It is the responsibility of the Council, Municipal Manager and Directors to determine the strategic and operational needs of the Municipality, taking into consideration the development priorities embodied in the Integrated Development Plan.

4.4 It is the responsibility of the Municipal Manager and Directors to determine the managerial, operational and reporting structures of the Municipality.

4.5 The recruitment process will be non-discriminatory and no person should be refused employment on any arbitrary or discriminatory basis such as race, gender, sex, pregnancy, marital status, family responsibility, ethnic or social origin, colour, sexual orientation, age, disability, religion, HIV status, conscience, belief, political opinion, culture, language and birth except for the purpose of affirmative action as stipulated in section 6(1) of the Employment Equity Act.

4.6 To distinguish, exclude or prefer any candidate on the basis of an inherent or statutory requirement of a specific job will not be regarded as unfair discrimination. Refer to Section 6(2) of the Employment Equity Act.

4.7  The Municipality is an Employment Equity Employer and preference should thus be given to suitably qualified candidates who fall within the designated and under-represented groups as defined in Section 1 of the Employment Equity Act. 
4.8  Cognisance should be taken of the targets set out in the Employment Equity Plan and all reasonable attempts should be made to reach such targets.  Reaching the targets is however subordinate to the following stipulations of the Employment Equity Act:  
4.8.1 Section 15(4), that prohibits an employer to establish an absolute barrier to the prospective or continued employment or advancement of people who are not from designated groups.

4.8.2 Section 20(3) that describes criteria for determining suitably qualified     candidates for a job namely:

a) formal qualifications

b) prior learning

c) relevant experience

d) capacity to acquire, within a reasonable time, the ability to do the job.
4.8.3  Section 20(4) stipulating that suitability for a job may be determined on grounds of one or any combination of the above. 

From the above it is clear that the Municipality’s primary objective with staffing decisions is to appoint suitable candidates as described in section 20(3) and (4) of the Employment Equity Act.  Its secondary objective is to reach targets as set out in its Employment Equity Plan.
4.9    This policy is also applicable to staffing by means of temporary appointments 
 as explained in par. 7.12.
5. ROLE-PLAYERS AND THEIR DESIGNATED ROLES 
5.1 THE MUNICIPAL COUNCIL AND EXECUTIVE MAYOR 

The Council is in terms of the Municipal Structures Act and the Municipal Systems Act responsible for the recruitment, selection and appointment of the Municipal Manager and managers directly accountable to the Municipal Manager (Directors).  The Council may formally delegate any one of these powers to the Executive Mayor.  The Council or the Executive Mayor may in this regard appoint a panel of the Council to assist and advise with the recruitment and selection of appropriate candidates for any such position but may not delegate the final responsibility thereof to any such panel.  The final decision must remain with the Council after advising the MEC: Local Government of the process and outcome.
5.2 THE MUNICIPAL MANAGER AND DIRECTORS

In terms of section 55(1) (e) of the Systems Act, the Municipal Manager is responsible and accountable for the appointment of officials other than directors.  The Municipal Manager may delegate powers to the Directors for the appointment of officials on predetermined post levels.  In terms of official delegations that may be amended from time to time, the Municipal Manager is therefore responsible for the recruitment, selection and appointment of officials on specific post levels.  To the same extent are directors responsible for the recruitment, selection and appointment of officials on specific levels in their respective directorates.  As in the case of the Council and Executive Mayor, these officials may make use of a panel to assist and advise them during the process, however the final decision on selection and appointment rests with the relevant official in terms of his/her delegated authority.

5.3 A SELECTION PANEL

A selection panel plays a vital role in the selection process when shortlisting and interviewing candidates for a specific post.  Such a panel should assist the relevant appointing authority to decide on the best candidate for a post.  The composition of a selection panel will depend on the level of the post to be filled and the specialist and technical requirements attached to the post.  Such a panel should therefore be formed with the requirements of the particular vacant post as a point of departure. For each selection panel meeting, the gender and race balance of attendees should be taken into consideration.
A selection panel must comprise of at least 3 but not more than 5 members. A quorum will therefore be reached when a selection panel consists of at least 3 members of the following composition:

5.3.1 a chairperson is the Director or his/her representative who must be employed at least one job grade higher than that of the advertised post;
5.3.2 a supervisor or line manager who is familiar with the expertise related to the advertised post;
5.3.3 the head of human resources or his/her delegate to facilitate and provide advice and guidance during the selection process.
Council has a legal obligation to ensure that its policies are adhered to. The Council may therefore appoint Councillors to monitor and/or observe the selection process of officials to be appointed in terms of Section 55(1)(e) of the Systems Act, however, they do not form part of the Selection Panel.  Although union representatives do not form part of the Selection Panel, they are legally obliged to monitor the selection process and should as such be present during selection panel meetings as observers.  Should a staff member be delegated to provide secretarial duties during the selection process, such staff member may not form part of the selection panel.
Official members of a selection panel should receive appropriate guidance in basic interviewing skills and the application of selection techniques if such members are unfamiliar with the process. Such guidance will be provided by the Human Resources Practitioner on request.
All staff members forming part of any selection meeting, whether a member of the selection panel, an observer or any other attendee or service provider employed by the Municipality must sign the appropriate attendance register and declaration forms to prevent the unauthorized disclosure of information.
The selection panel for a post, once established, must remain the same at all times. If a member of the selection panel is unable to proceed with the selection process due to circumstances beyond that member’s control, such panel member may be replaced to ensure that the panel will quorate.  

5.4 THE LINE MANAGER

The Line Manager is responsible for the delivery of services and should as such be in the ideal position to know what the job description for a vacancy entails and what the job requirements for such a vacancy is.  The Line Manager should also be in the best position to assist with evaluating whether a candidate has the necessary skills for the advertised position. 

5.5 THE HUMAN RESOURCES PRACTITIONER

The Human Resources Practitioner is an indispensable partner in the staffing process and should advise other role-players in the process of any legal or policy requirements, the availability of positions and the structuring of the entire staffing process.  Besides various administrative tasks the Practitioner is also responsible for guiding and providing advice to members of a selection panel. The Human Resources Practitioner (refer to 5.3.3) forms part of the Selection Panel and contributes to the scoring of the Panel during the interviewing process.
5.6 TRADE UNION REPRESENTATIVES

In terms of section 14(4)(b) and (c) of the Labour Relations Act, trade union representatives have the right to monitor the staffing process and report alleged contraventions to the Employer.  To enable trade union representatives to perform such duties, they must be allowed to monitor the entire selection process as observers.  Failure by any of the unions to attend any aspect or meeting of the selection process of a post will not invalidate the decision of the panel.
Any complaint on alleged contraventions should be lodged with the Municipal Manager within three (3) working days of the alleged contravention.  The Municipal Manager must respond in writing to the reporting trade union representative within seven (7) working days after receiving the complaint.   

6. ADVERTISEMENTS AND RECRUITMENT 
6.1 BASIC PRINCIPLES AND REQUIREMENTS 

6.1.1 The primary reason behind advertising and recruitment is to find candidates, either internally or externally, with the necessary attributes to perform the duties and responsibilities attached to a specific vacant post. The Local Government: Municipal Staff Regulations (Gazette no. 45181) stipulates that the recruitment, selection and appointment of a staff member to a post must be filled through advertising.
6.1.2 Each post in the Municipality should only exist in order to enable the Municipality to deliver a required service.

6.1.3 Each post should have a job description explaining the purpose, tasks and responsibilities attached to the post as well as a job specification indicating the qualifications, skills, knowledge etc. required for the particular post.

6.1.4 Each post to be advertised should first be approved by the Municipal Manager and should appear on the approved organogram (staff establishment) of the Municipality.

6.1.5 Each post to be advertised should have been budgeted for.  It should be properly funded, and the Council should have approved the expenditure attached to such a post.

6.1.6 The Recruitment and Selection process must be aligned to the Strategy: Filling of Posts which, in line with the Local Government: Municipal Staff Regulations (Gazette no. 45181) which stipulates that a funded vacant post on the staff establishment must be filled within six (6) months of becoming vacant.
6.1.7 Job descriptions must be evaluated before a new post is filled, or in the event of material changes to the post content.
6.2 PROCESS 

6.2.1 Evaluation of job description and job specifications

Prior to recruitment or advertising a vacant post, the relevant Line Manager and his/her Director, in consultation with the Human Resources Practitioner, should ascertain whether the job description and job specification should be adapted in response to any change in requirements.  If any changes are necessary, the proper procedure that may include the involvement of TASK should be followed. 
6.2.2 The need to fill the post

The Line Manager, relevant Director, and the Human Resources Practitioner, should assess the necessity to fill a particular post.  Workload and the availability of funds should be important criteria to establish the need to fill such a post.  
6.2.3 Placement of supernumerary employees

Should it be decided to fill a vacancy, any supernumerary employees who may qualify for the position should first be considered for re-deployment to such a vacancy.  The principles of close-match placement and paragraph 8.4 should be followed in this regard.

6.2.4 Advertising

a) Drafting of an advertisement:
The job description and job specifications referred to in par. 6.2.1 should form the basis of an advertisement.  The advertisement should clearly indicate:

· That the Municipality is an Employment Equity Employer 

· The post title, the directorate/section in which the post exists, term of appointment and place of work

· The competencies and inherent requirements of the post

· A summary of the key performance areas of the post

· The salary scale and closing date for submission of applications
· The need for signing an employment contract / appointment letter

· The place where application forms can be obtained and where applications should be submitted

· Contact details for enquiries regarding the submission of applications

· The need to undergo screening / vetting checks including competency and driving tests if required

· That applications must be accompanied by the relevant and completed application form
· That applications must be accompanied by copies of qualifications, ID and other relevant proof as required; and that original certified copies may be submitted on or before the date of the competency test for shortlisted candidates.
· The advertisement should be drafted by the Human Resources Practitioner in conjunction with the relevant Line Manager and/or Director.  
· Chairpersons of both Trade Unions will be provided with a digital copy of the advertisement 72 hours prior to the advertising deadline of the vacancy.  
b) When compiling an advertisement, essential as well as recommended/preferred requirements should, as far as possible, form part of the advertisement. 

c) The Municipal Minimum Competency Levels Training as prescribed in Sections 83, 107 and 119 of the Local Government Municipal Finance Management Act 56 of 2003 shall form part of advertisements of specific vacant posts as prescribed.
d) Internal advertisements:
All vacancies should be advertised internally by means of digital distribution (e-mail) and placement on designated notice boards to which employees have free access. Should only one (1) employee meet the minimum requirements of the vacancy, the post may be advertised externally at the discretion of the Municipal Manager/Director. All candidates must comply with the minimum requirements in order to be shortlisted. In the case of a post only being advertised internally, stipulations as in (e) below will not be applicable. 
e) External advertisements:
(1) Vacancies from post grades T14 and above, if advertised externally, be advertised nationally once, apart from it also being advertised locally and placement on designated notice boards to which employees have free access. If no suitable external candidate is found who complies with equity requirements, the Director in consultation with the Municipal Manager will determine if further advertising is necessary.
(2) Vacancies from post grades T13 – T10 must be advertised at provincial level apart from it also being advertised locally. Should no suitable candidates in terms of equity and qualifications qualify for shortlisting, the Municipal Manager together with the Director will determine if the post should be advertised nationally.
(3) Vacancies for post grades T9 to T1 must be advertised locally. If a second round of advertising is needed for vacancies from post grades T9 – T1 it must be done at a local level.  At the discretion of the Director, the second round of advertising may be advertised provincially.

(4) The Director in consultation with the Municipal Manager has the discretion to deviate from the stipulations in 6.2.4(1) to 6.2.4(3).

(5) All posts advertised externally must also be advertised internally via placement on notice boards and distribution per e-mail to which employees have free access.

(6) All candidates must comply with the minimum requirements in order to be shortlisted.

f) Form of application:
All applications should be on the official application form of the Municipality that should be available in English and Afrikaans. Electronic applications shall be accepted. 
g) Archiving: 

Record of all applications received in response to advertisements as well as ad hoc applications received by the Sub-directorate: Human Resources, should be maintained and kept by the Sub-directorate for one (1) year. (See also par. 7.8)

h) Candidate applications must be available to the Municipal Manager, Director, Line Manager or trade unions prior to shortlisting of candidates. Applications must also be presented at the Selection Panel meeting should any member require verification of details concerning a particular candidate.
i) A shortened advertisement in all three languages (Afrikaans, English, and IsiXhosa) may be placed in the relevant newspapers and on relevant digital mediums as pre-approved by the Municipality, but the full advertisement (in all three languages) shall be available on the Municipal website and at the Human Resources Division.

j) An advertisement may be utilized to create a pool of potential candidates valid for a period not exceeding 6 months from the date of advertisement to fill any other vacancy in the Municipality if:

· The post title and salary scale is the same as the post advertised; and

· The key performance areas and inherent requirements of the job is the same as the post advertised

k) Paragraph 6.2.4 (i) is not applicable to advertisements of Section 57 posts.

7. SELECTION

7.1 GENERAL GUIDING PRINCIPLES 

7.1.1 The central guiding principle for selection should be competence in relation to the inherent requirements of the job.  Candidates’ suitability for a job should be evaluated against the requirements and stipulations laid down in sections 20(3), (4) and (5) of the Employment Equity Act.

7.1.2 Targets, as determined in the Municipality’s Employment Equity Plan, should be pursued as diligently as possible but with final emphasis on a candidate’s suitability in terms of section 20(3) of the Employment Equity Act.

7.1.3 The selection process should not be applied in such a way as to place absolute barriers on the appointment and advancement of candidates from non-designated groups as stipulated in section 15(4) of the Employment Equity Act, but rather with emphasis on the acknowledgement of competence, experience and skills. Therefore, an internal candidate from a non-designated and/ or over-represented group, who meets the requirements of the job, should be afforded the opportunity to apply for a vacancy and to participate in the selection process.
7.1.4   Any selection criterion should be objective and non-discriminatory as stipulated in section 6 of the Employment Equity Act.

7.1.5   A person appointed as a staff member must, in terms of the Local Government Municipal Staff Regulations (Gazette no. 45181), have the necessary competencies and comply with the minimum requirements for education qualifications, work experience and knowledge as set out in Annexure A of the Gazette.
7.2 COMPILING A SHORTLIST 
7.2.1 The purpose of compiling a shortlist is to conduct an initial screening of all applicants with a view to identify the most likely suitable candidates for a post and to reduce the number of applicants to be considered for the post.
7.2.2 Compiling a shortlist is an integral part of the selection process and the guiding principles in par. 7.1 are applicable. The Selection Panel appointed to recommend the appointment of persons to the vacant post must perform the shortlisting and develop the shortlist.
7.2.3 Any candidate, internal or external, should be placed on the shortlist only if they meet the requirements of the advertisement and the selection criteria. According to the Local Government Municipal Staff Regulations (Gazette no. 45181), the Municipality must compile a shortlist based on the inherent requirements of the post as advertised. Therefore, the number of applicants on the shortlist should be restricted to those who show in their applications that they clearly meet the minimum requirements of the post.
7.2.4 Applicants to a post may only be considered for shortlisting if the completed official application form was received with the application. In the case of candidates earmarked for the shortlist of a post, who failed to attach copies of qualifications, identity documents, driver’s licences  and/or other documentation/proof as per the requirements on the advertisement to the application, only where the application clearly indicates that the applicant is in possession of such qualifications/requirements, the Human Resources Division,  may upon confirmation with the selection panel request these candidates to submit such documentation prior to the finalisation of the shortlist of candidates.   
7.2.5 A shortlist of recommended candidates should be compiled by the relevant Director and Line Manager in conjunction with the Human Resources Practitioner in such a manner that all candidates who meet the essential requirements are shortlisted except for over-represented external candidates.  In the event of there being many qualifying candidates, the following decisions may be taken during shortlisting in order of priority as below: 
· candidates who meet the essential requirements as well as the recommended/preferred requirements may be shortlisted; 
· when a post is advertised provincially or nationally, candidates from the Garden Route or Western Cape may be shortlisted to limit costs for subsistence and travel;  

· to shortlist candidates who attached all relevant documentation/proof (eg. driver’s license, qualification, proof of own vehicle, etc) as per the advert to their initial applications.

The latest available employment equity targets will be used in the compilation of a shortlist. External candidates from non-designated groups will not be shortlisted where there is over-representation in terms of the Employment Equity Plan.
Should a second round of advertising the post be required, the latest available employment equity targets will be used in the compilation of the shortlist. If the employment equity targets differ from the first round, the longlist of the first round will again be taken into consideration together with the second round to shortlist candidates who may according to the latest employment equity targets fall within an under-represented group.

If the second round of advertising does not yield any suitable candidate from an under-represented group, then candidates from non-designated and/ or over-represented groups may be shortlisted and invited for tests/interviews.  Should it be permissible to shortlist a candidate from an over-represented group, preference should be given to those persons from the group which is the least over-represented.  
7.2.6 The appointed Selection Panel should have access to the shortlist, the applicant schedule drawn up by the Human Resources Practitioner as well as the applications.  The Committee may suggest the inclusion or removal of an applicant from the shortlist, but the decision to include a candidate on the shortlist rests with the relevant Director or Municipal Manager.
7.2.7 Union representatives and Councillors should be allowed to monitor the shortlisting process by means of observation or scrutiny of the shortlist.

7.2.8 All temporary appointed employees, cumulatively appointed for a period of three (3) months or longer in the past 18 (eighteen) months, qualify to apply as an internal candidate.
7.2.9 Applicants are to be shortlisted in terms of how the post was advertised, however, the below conditions may be waived with the approval of the Municipal Manager:


· If a post is advertised internally, only internal candidates shall be considered for the shortlist of candidates.
· If a post is advertised locally, only applicants residing within the Mossel Bay Municipal boundaries shall be considered for the shortlist of candidates.
· If a post is advertised provincially only applicants residing in the Western Cape may be considered for the shortlist of candidates.
· If a post is advertised nationally all applicants shall be considered for the shortlist of candidates.

7.2.10   The criminal record and disciplinary record of applicants shall    be taken into
consideration when compiling a shortlist.
7.2.11  According to the Local Government Municipal Staff Regulations (Gazette no. 45181), a person who was dismissed from a municipality for any reason stated in Annexure E of the regulations, may not be employed in any municipality before the period set out in the Annexure has expired (refer to Local Government Municipal Staff Regulations: Annexure E).
7.3 HEADHUNTING

7.3.1 Headhunting is defined as the process of selecting individuals with a proven track record (reputation, work history, professional acquaintance and minimum academic qualification) within a particular field, who can be evaluated to fill a vacant post. Headhunting is done for scarce skills or when a full recruitment process has been completed twice and no competent candidate could be found to fill the vacant post. For the full recruitment process refer to paragraph 6.2.4 with regards to advertising of vacant posts.
7.3.2 The headhunt process includes the shortlisting process and all candidates headhunted, shall be subjected to a practical assessment and interview as prescribed by this Policy.
7.4   ASSESSMENT AND SELECTION PROCESS

7.4.1 Evaluating applications (application forms and/or curriculum vitae) against job descriptions and job specifications

Each member of the Selection Panel should study the application of each candidate on the shortlist for a specific post and evaluate it against the job description and job specification for that specific post.   The purpose of this is two-fold, namely; To obtain a clear picture of a candidate for the purpose of functioning in the specific post, and to identify gaps between an application and the competencies listed in the advert or the job description.
7.4.2 Formulating questions

In order to conduct an interview in a structured and effective manner, the questions should consist of:

a) Job-specific standard questions must be asked to each candidate that relates to the requirements of the job;
b) Specific questions for each candidate, if required, in order to obtain a comprehensive image of a candidate’s personal circumstances. Such questions will not form part of the total points on the score sheet and no question should in any way be or be perceived as discriminatory on the basis of any stipulation as reflected in par. 4.5 and 4.6; 
c) For post grades T11 and above, a set of questions pertaining to supervisory / managerial skills should be included;
d) Questions may be discussed by the Selection Panel once the meeting has officially started and prior to the interviews to ensure questions are fair and not discriminatory in nature.
In order to maintain a high level of confidentiality regarding questions to be asked to candidates, the members of the Selection Panel from the Directorate in which the post exists (eg. the Chairperson and Line Manager / Supervisor) take full responsibility for the formulation of questions and suggested answers. The Line Manager is to make available the formulated questions and memorandum of suggested answers, which have been signed off by the relevant Director, to the Human Resources Practitioner at least two (2) days prior to the competency / practical tests and interviews for record-keeping and audit purposes.
7.4.3 Competency/ Practical Tests
7.4.3.1 According to the Local Government Municipal Staff Regulations (Gazette no. 45181), candidates to a post on any T-grade must undergo competency tests / assessments.  In terms of section 8 of the Employment Equity Act, assessments may only be used if they can be applied fairly to all candidates and are not biased against any employee, candidate or group. Competency/practical assessments should be accompanied by a pre-determined memorandum of response (set of answers) and candidates should score at least 60% in the assessments. During the conduction of competency assessments, candidates shall be identified by a pre-determined number and not by his/her name.  
7.4.3.2 The results of the competency/practical assessments of candidates who passed the test may only be made available by the Human Resources Practitioner to the Selection Panel after interviews have been conducted.

7.4.4 The interview

The objective of an interview with a candidate is to gain further insight into a candidate’s competencies and suitability for a job and to verify information in the application that may be unclear.  For this purpose, a climate conducive to open discussion is of paramount importance.  The Human Resources Practitioner should give guidance in this respect to the Selection Panel.  Any member of the Selection Panel is required to declare and withdraw from the Panel should he/she have any personal interest or bias in relation to any of the candidates.

7.4.4.1 The results of the competency/practical assessments as described in paragraph 7.4.3 and the results of the interview as described in paragraph 7.4.4, shall account for 50% each in the rating process as described hereinafter.  

According to the Municipal Staff Regulations (Gazette no. 45181), the Selection Panel must interview the shortlisted candidates. Therefore, all candidates that were shortlisted and attended the practical test, will be afforded the opportunity to attend the interview. 
A candidate must score at least 60% in the interview and 60% in the practical test in order to be declared as competent. 

The Municipal Manager has the authority to approve the appointment of a candidate should the candidate score less than 60% in the interview and/or practical test.

7.4.4.2 All interviews shall be recorded and kept for a period of 3 years. 
7.4.4.3 An interpreter shall be made available for posts on T1 to T7 when requested by the candidate.
7.4.5 Rating of candidates

Each member of the Selection Panel should use a simple rating instrument in order to rate each candidate after the interview.  The evaluation rating scale as pre-determined in the Municipal Staffing Guidelines shall be used as the rating instrument in which scores range from 1 (below standard) to 4 (excellent). On conclusion of all the interviews for a specific post, the Selection Panel may deliberate on the ratings for each candidate.  Although consensus is preferable for the final rating, a minority rating should be allowed for the purpose of further discussion and records.

7.4.6 References and personal credential verification 
a) Reference checks and personal credential verification for 
candidates recommended for appointment must be conducted by the Human Resources Division and/or the appointed external Service Provider. The results of the screening process shall be captured in writing for the recommended candidate and submitted to the Selection Panel within 5 days of completion of the screening process. 

b) The Human Resources section and/or external Service Provider appointed for such purpose must: 

· Verify a recommended candidate’s suitability for the job with a current or previous employer;

· establish the validity of the candidate’s qualification(s);

· determine whether the candidate has been dismissed previously for misconduct or poor performance; and

· verify any other additional personal credentials required by the nature of the job such as criminal records, identification document/card, security clearance, and where necessary, credit checks.

· A candidate who does not have a previous employment record may not be disqualified as a candidate for possible appointment to the advertised post, however the candidate must still possess the relevant essential requirements of the post including the required experience related to the post.


c) Medical testing will only be utilised if required or permitted by legislation or if it is justified in light of health conditions as an inherent requirement of a job.

d) When it is expected from a person to register as a Peace Officer, proof of a clean criminal record must be submitted by the shortlisted candidate prior to finalization of shortlisted candidates to be invited for practical assessments. 

7.5   THE SELECTION DECISION 

Council will make the appointment in the case of a Municipal Manager post.  Directors will be appointed by Council in conjunction with the Municipal Manager.  In the case of all other staff the Municipal Manager or his/her delegate will make the final decision.  The decision should be based on the recommendation of the Selection Panel with appropriate consideration of Section 20(3) of the Employment Equity Act, organisational requirements of the Municipality and targets as set out in the Employment Equity Plan. After considering all the relevant information, the Selection Panel must recommend at most three (3) candidates in order of preference. If no candidate is found to be suitable, it may be recommended that the post be re-advertised.
The outcome of the interview process will, as far as possible, be made known at the end of each interviewing session.

7.6   SUBSISTENCE AND TRAVEL ALLOWANCES FOR PERSONS INVITED FOR INTERVIEWS 
7.6.1  
In all arrangements for accommodation and travelling of candidates attending competency/practical assessments and/or interviews, the most practical and economical method should be used for accommodation and transport, taking all factors into consideration.
7.6.2  
Travelling costs at R2.00 per kilometre shall be paid if the applicant must travel more than 500 kilometres in total to attend the competency/practical test and/or interview. 
7.6.3  
An applicant who uses private transport shall be paid the equivalent of the avoided air ticket cost, which would have been paid in the event of air travel being the most economical and practical means of transport, on condition that such person may not claim subsistence cost for a longer period that would have been applicable in the case of air travel.

7.6.4  
Air tickets on economy class at the best available fare irrespective of the carrier and booking of accommodation for applicants invited for competency/practical tests and interviews, must at all times be arranged by the HR Department in accordance with the Supply Chain Management Policy.
7.6.5  
Booking of rental vehicles must be according to the Supply Chain Management Policy and Cost Containment Policy.
7.6.6  
A subsistence allowance in terms of Council’s Policy: Payment of Travel and Subsistence, will be applicable where the competency/practical test and/or interview entails one or more nights to be spent away from home, with the understanding that all personal expenses are covered by the subsistence allowance.  No further expenses shall be paid.  The subsistence allowance will be calculated according to the relevant Cost Containment Policy.
7.6.7  
Subsistence and travel allowance for posts on all post levels will only be paid to shortlisted and successful candidate(s) once the successful candidate accepted the post and started working.
7.6.8  
In the absence of stipulations regarding subsistence and travel allowance of Senior Managers in the Regulations and Conditions on Appointment of Senior Managers, the stipulations as per Clause 7.6 will apply.
7.6.9  
Internal candidates must be assisted by the Employer with transport and with time off to attend the competency / practical test and interview. 
7.7   FEEDBACK TO CANDIDATES 
7.7.1   
Successful candidates should be informed by the Human Resources Division within 7 working days of the final selection decision, if possible.  This communication should be in the form of an offer of employment stipulating remuneration, benefits and commencement date.  Should such an offer be accepted, communication to the successful candidate in the prescribed manner should be dispatched as soon as possible.

7.7.2  
The successful candidate must confirm acceptance or decline of offer within five (5) working days from the date the written employment offer was received by the candidate.
7.7.3  
The Human Resources section should inform unsuccessful candidates who attended interviews of the outcome, in writing, no later than 7 working days after the appointment has been accepted by the successful candidate.  Other unsuccessful applicants will be informed of the outcome on request.

7.8   RECORD KEEPING 
The Human Resources Practitioner should maintain record of the entire selection process for one (1) year.  This record should include reasons for inclusion of applicants on the shortlist, reasons for selection of a candidate, copies of any assessment instruments and notes, copies of reference checks and notes on the deliberations surrounding the final selection decision.  [See also par. 6.2.4(g)]

7.9   DISPUTES

Disputes resulting from the appointment of a candidate should be dealt with in terms of the Bargaining Council’s dispute resolution process and applicable labour laws.

7.10  CONFIDENTIALITY 

Any breach in confidentiality will be viewed in a serious light and will result in appropriate disciplinary action.
7.11 APPOINTMENT ON A HIGHER SALARY NOTCH 
Appointment of a candidate on a higher salary notch other than the entry level of a post can only be considered in terms of the following criteria, provided that provision has been made in the budget for the higher salary notch:

7.11.1  
The request for appointment on a higher notch by an external candidate must be submitted by the employee after the successful completion of the three (3) months’ probation period but before twelve (12) months from date of appointment
7.11.2  
The request for appointment on a higher notch by an internal candidate (see definitions) appointed in a new position, must be submitted by the employee within three (3) months from date of appointment in the new position.

7.11.3   The employee/candidate possesses a higher qualification, as on date of appointment, in relation to the minimum qualification required for the post and the higher qualification place the candidate in a position to perform functions better than a candidate without the qualification in which event the candidate shall qualify for one (1) notch.
7.11.4  The employee/candidate possesses more than five (5) years working experience in all the important areas of the post as advertised, as on date of appointment, relevant to position applied for in which event candidate qualifies for two (2) notches if candidate possesses more than five (5) years’ experience in all the important areas of the post as advertised.
7.11.5  The profession/skills/expertise is regarded as scarce in terms of the Scarce Skills Policy as on date of appointment, in which event the candidate shall qualify for the middle notch. 
7.11.6  
The Human Resources Division must evaluate the application and refer application with recommendation to the Director for consideration with a final recommendation to the Municipal Manager for approval.   In the event where the Director is not in agreement with the recommendation made by the Human Resources Division, reasons for disagreement must be provided by the Director.

7.11.7  
The Municipal Manager shall have the discretion to deviate from these guidelines after consultation with the relevant Director. 
7.11.8  
If an internal candidate is appointed through the selection process to a post that is on the same T-grade as his/her current post, the employee will retain his/her current notch.
7.12 TEMPORARY APPOINTMENTS 
7.12.1 Circumstances often dictate that the Municipality must appoint a
person(s) in a temporary capacity.  Temporary appointments usually require urgent action which makes the time-consuming process of advertising etc. unacceptable.  Temporary appointments are made from the waiting lists/database of students/relief personnel, or applications received during the recruitment process for vacant permanent posts advertised.  Fixed-term contracts are consequently often entered into between the Municipality and a temporary appointee.  Such appointees are however legally regarded as employees in terms of the Labour Relations Act and the Employment Equity Act.  Although the recruitment and selection process is shortened, i.e. advertisements and applications are eliminated, the requirements of suitability as prescribed by the Employment Equity Act should be adhered to.   Attempts should be made to pursue the targets of the Employment Equity Plan with the selection and appointment of temporary staff.  
7.12.2 The Municipality provides opportunities for graduates, students and/or those who have obtained a formal qualification to gain practical experience. The temporary appointments of interns and students are dealt with in a separate policy (Student and Internship Programme Policy). Internship and student posts will be advertised as per section 6.2.4 of this policy, and applications will be kept for a minimum of twelve (12) months or until the list/database of suitable candidates as per application is exhausted. Attempts should be made to pursue the targets of the Employment Equity Plan with the selection and appointment of students and interns.  

7.12.3 The Director of the relevant directorate may appoint a temporary worker, student or intern at his/her discretion and may deviate from a specific list/database and from the Employment Equity Plan in these terms.
8. PROMOTION AND TRANSFER OF INTERNAL EMPLOYEES (REDEPLOYMENT) 
8.1  INTRODUCTION

The allocation of employees to posts in the Municipality is the result of a recruitment decision.   Not only new employees are allocated to vacant posts, but movement may also occur within the Municipality when an existing employee is assigned to a different post.  Existing employees may thus fill vacancies within the Municipality by means of a promotion or transfer.

8.2  PROMOTIONS

8.2.1  
A promotion occurs when an employee is moved from one post to another that is higher in pay, responsibility and/or organisational level.   A promotion may only take place when an existing employee applies for an advertised position in the Municipality, where such an application is considered together with all other applications (external if applicable and internal) and the existing employee is considered the most suitable for the post.  The entire recruitment process should be followed in this regard, where internal candidates will be subjected to the selection process as described in paragraph 7 of this policy.

8.2.2  
An internal candidate may also be promoted to a vacant post in terms of Rapid Promotion Schemes approved by Council for specific job categories. The post must be approved on the organogram (staff establishment) and funded.
8.2.3  
An employee who is promoted in terms of 8.2.1 or 8.2.2 does not forfeit his/her years of service and the benefits which accrued from those years of service, and will be appointed on the commencing notch of the post he/she is promoted from.
8.3 TRANSFERS

8.3.1  
The Municipal Manager and Directors must be able to redeploy the human resources of the Municipality to meet internal and external challenges.  Such reallocations often take place through transfers.  A transfer occurs when an employee is moved from one post to another which is equal in pay, responsibilities and organisational level.  Besides enabling the Municipality to meet certain staffing challenges, transfers improve the utilisation of human resources and provide an employee with new skills, a different perspective and new challenges.

8.3.2  
Transfers are treated as appointments and may be effected by the Municipal Manager or Directors, depending on which has the appointing authority in terms of the relevant delegations.  Transfers may only be effected if the following criteria have been met:
a) The employee’s salary and benefits remain the same.

b) The organisational level remains the same.

c) The employee’s level of responsibility remains the same.

d) The employee meets the minimum requirements of the post as confirmed in the job description.

e) The employee requests or consents, in writing, to the transfer.

f) The transfer is not applied as a punitive measure.  (In terms of the Disciplinary Code, a transfer can occur as a result of a transgression by the employee but only after the disciplinary process has been applied).

g) Proper consultation with the employee has taken place in which the reason(s) for transfer, advantages and possible disadvantages have been discussed and resolved where applicable.

h) The Human Resources Practitioner has been informed of the transfer.

i) Should an employee be on a personal-to-holder salary scale, the Municipal Manager will have the discretion to approve a transfer to a post of which the remuneration (T-grade) is not equal to the remuneration (T-grade) of the current post of the employee.

j) A transfer request may not be considered should the vacant post already be advertised in terms of section 6.2.4 of this policy.

k) Should a request for a transfer be declined, the relevant director shall provide the employee with a reason(s) for his/her decision.

8.3.3  
The Municipality may transfer an employee to an equivalent post in another municipality subject to section 197 of the Labour Relations Act.

8.4  PLACEMENT OF SUPERNUMERARY EMPLOYEES

8.4.1    Employees may become supernumerary and consequently redundant due to re-organisation, transfer of functions to other organisations of state, etc.  Retrenchments may under such circumstances become unavoidable and the requirements of section 189 of the Code of Good Practice on Dismissal based on Operational Requirements of the Labour Relations Act must be adhered to.

8.4.2  
Important requirements of the Labour Relations Act in this regard are to attempt to avoid dismissals or to minimise the number of dismissals as far as possible.  These attempts may include:

a) Close-match placements in accordance with the SALGA Policy Guidelines on the Placement of Staff, dated 1 November 2001.  The implication of this attempt is that redundant employees will be considered first for placement in vacant posts before such posts are advertised internally or externally.  The criteria for suitability as prescribed in section 20(3) of the Employment Equity Act (see par. 4.8) should apply in making close-match placements.

b)  Retraining of redundant employees for placement in positions that will become, or are, vacant.

8.4.3  The process to be followed in dealing with supernumerary employees who became redundant is prescribed in section 189 of the Code of Good Practice of the Labour Relations Act and must be adhered to.  If supernumerary employees cannot be placed in accordance with the SALGA Policy indicated in par. 8.5.2 (a), the process of retrenchment should be instituted.

9. ACTING APPOINTMENTS AND SECONDMENTS

9.1  The appointment of Acting Officials as well as the payment of acting allowances is dealt with in a separate policy (refer to the Acting appointment Policy).  


9.2   The Municipality may second an employee with the relevant competencies to act in a post that is vacant in another municipality. In such instance, both municipalities must conclude a written agreement regarding the acting appointment. Such agreement will specify:


a.) The municipality which will be responsible for the costs of the secondment;

b.) The duration of the secondment or acting period, which may not exceed a period of twelve (12) months;

c.) The person to whom the seconded employee must report;

d.) The place at which the acting employee will work;

e.) The job description of the post in which the employee with be seconded.

10. APPOINTMENT OF SUPPORT STAFF TO OFFICES OF PUBLIC OFFICE BEARERS

10.1  A person appointed to a post on the approved staff establishment to support the    office of a public office bearer must be:
a.) Seconded from a post on the Municipality’s approved staff establishment or that of another municipality’s staff establishment; or

b.) Appointed on a fixed-term contract of employment linked to the term of office of the public office bearer.


10.2  The duration of the secondment or fixed-term employment contract may not be   longer than thirty (30) days after the public office bearer vacates office.
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